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1.  Identify training needs

Result of:

- recruitment / induction

- staff development

- opportunity or incident

2.  Discuss training needs

3.  Approve attendance in principle?

4.  Define training goals and objectives

5.  Identify training providers

Obtain details from providers:

- quotes

- course dates

- pre-requisites

6.  Submit training request form

7.  Approve training application?

8.  Book training

9.  Attend training

10.  Complete training evaluation form

Form 1 - Training Course Evaluation Form

11.  Update training records

Training Register

12.  End
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