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	Purpose:  This procedure describes how programmes are planned setting out timetables/schedules for delivery

	Staff Involved:  Deputy Principal, Course Director, Post Holder Timetables

	Activities
	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Blueprint
	· Meeting: outlining proposed staffing, devising gap analysis on training, developing training plan

 
	 

· Deputy Principal

· Course Director
	· Minutes/Action Plan of Meeting

· Draft Blueprint 

· Draft Schedule

· Draft Training Plan

	Timetables devised
	· Translation of blueprint onto computer programme
	· Deputy Principal

· Post Holder Timetables 
	· Timetable

· Schedule



	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Deputy Principal

Course Director
	 

Annually
	Review Meeting
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