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QMS Administration Management System
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e Does managing multiple ETD provision sites give you nigh tmares?

E

e Do your Trainers / Assessors battle when away from the resources of
your office ?
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Managing the Quality Management System of any Education & Training Provider is a

time consuming affair. Managing ETD Staff who are not physically in your office is a
nightmare.

How would you like a simple system which could provide your ETD staff with
everything they need, wherever they are at any time of the day or night,
ET Al OAET C8

All the training materials needs for any course they are running.

All the assessment tools needed for all your qualifications.

All the backup administration files they could possibly need.

Immediate access to supporting files, policies and procedures which are
normally housed in your offices.

e Allonasingle user friendly CD-Rom or Memory Stick.

Our system has been developed over 8 years of accredited ETD provision in the
adventure industry where facilitators are spread right around the country in often very
remote locations, without their own computers and cut off from even telephonic contact
with the "office".

The QMS Administration Management System is a resource which will run on any
computer with a web browser and will provide access for your ETD staff to everything

they would have in the office without having to carry huge boxes T £ OAT 1T OAT 08
them around the country.
Back in your office the QMS Administration Management System, will allow you to
control the content and versions of all documentation and easily update the
versions your staff are using. It also gives you immediate access to any documents you
need when you need them. No more hunting for that lost policy or procedure.
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So how does it work?
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The QMS Administration Management System is an electronic filing system which runs
from either a CD-Rom, Memory Stick or directly from your office PC or Laptop. It
operates in a web browser environment, so anyone who can browse the web can easily
use it, BUT it is not web based, so you do not need an internet connection
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Facilitators Moderators

The Quality Management System of the ETD Providers Name is covered by a collection of Policy and Procedure documents. These form the basis
of good training and assessment principles, and ensure that all ETD Providers Name Training courses and Assessments comply fully with good
measurable practice, and that Learners, Trainers & Assessors are held accountable for their actions.

Documents are put here in MS Word so they can be edited by the ETD Providers Name without having to get us to do it. They would be password
protected so unauthorised changes cannot be made.

The Policy Documents that Make up the MDT Quality management System are:

* Policy 1 - ETD QMS Policy

* Policy 2 - Learning Programme Policy

* Policy 3 - Learnership & Skills Programme Policy
* Policy 4 - Assessment & Moderation Policy

*+ Policy 5 - Learner Policy

* Policy 6 - ETD Staff Policy

* Policy 7 - ETD Administration Policy

The Procedure Documents that Make up the MDT Quality management System are:

¢ Learner Handbook

* Financial Control

* Appeals & Grievances

+ Disciplinary Procedure

* Registrations & Terminations

Any other documents relating to your QMS can be put in here...

Send mail to AQN with questions or comments about this system.

Copyright @ Adventure Qualifications Network cc

Licensed to: ETD Providers Name

Last modified: 14 October 2009 Serial Mumber: Ulita - DEMO VER 2.8 Expires: 31 March 2009

(¥ pone J My Computer F 100% <

Each QMS Administration Management System is customised to your company, specific
needs and content. We do not write your materials for you, we simply organise what
you are already using. If you are missing vital documents, we can assist in having them

written for you. This is particularly useful for ETD providers still working towards
accreditation.

Imagine how easy it will be for you to find_any document you need at any time.
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Each QMS Administration Management System will lead the user step by step through
all the procedures they need to follow to comply with your QMS and will provide them
with everything they need to do their jobs well.

Each QMS Administration Management System can have sensitive documents password
protected. For example written assessment papers can be set to require a password to
view them, print them or copy text from them. Model answers can have a prohibition on
printing and viewing set so that there is no way they can fall into the wrong hands, even

if the physical disk or stick is lost. You decide what you want to protect, and we set it all
up for you.

Adventure Qualifications Network cc Page 3 of 6

EOI



QMS Administration Management System

The screenshot below is a sample assessment programme
everything an assessor needs to run an assessment.

= Assessment Programme 1 - Windows Internet Explorer

page, which provides
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Programme 1

Pragramme 2

Learner Handbook

Learner Registration - MS Word Form Field
FAQ's from Assessors

Assessor Guide

Curriculum

Assessment Strategy

Learner Registration - Hand Written
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You need the following documents printed out for these assessments...

Level 4 Skills Program Documentation

Formative assessment Quiz Try this sample quiz out to see wh.

3t can be done.

Assessment Guide (Generic paperwork all the rest fits into)
Knowledge Test "Core" Written/Oral Test Meeds password
Knowledge Test: "Elective" Written/Oral Test Needs passwordagn
Assignment

Observation Checklist

+
.
.
.
+

Written Exams and Model Answers are password protected. The password for these samples is "AQN"
Model Answers

For Level 4 Skills program

* Model Answers Needs password
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& Support Information - Windows Internet Explorer
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Useful Info

ETD Staff will find the information above helpful.

Free Downloads

To make sure your staffknowsx EAO EO AOAEI AAl Ah

~
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make sure they understand what has changed on a new version of the QMS

Administration Management System once launched.

Adventure Qualifications Network cc

Page 4 of 6
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= What's New - Windows Internet Explorer
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What's New

T ek ) What's new in this version of your QMS System?

ETD Administration ¢ Please install the new Adobe reader 9 - you may have problems with the PDF's on this resource otherwise.

* We can include online quizzes for a variety of reasons. Have a look at this sample.

*  Sensitive documents can be password protected such as written assessments and model answers See Assessment tools
Training Toals for examples.

*  Documents that may need regular changes to their content can be modified without having to send your programme back
for changing. You can do it all yourself. See this example...

sment Tools

Suppart Information * We can in conjunction with a database programming consultant we use, also include a comprehensive database to track all
your training and assessment courses, which will also print out all the reports you need for your ETD provision site. This is
a separate programme which will run in conjunction with this system and is quoted separately.

* Here you will list any of the updates to your QMS and any other info about the version ETD Staff are working with.

Managing your ETD staff could also not be easier. The QMS Administration
Management System lists all your registered ETD staff so that everyone in the
organisation will have instant access to the staff | A1 A Ar&yiStfation and can easily
access vital information such as their qualifications and subject matter expertise. This
also makes it easy for freelance staff to make contact with each other. You decide how
much or how little info you want to put on the system. Separate pages are set up for
trainers, assessors and moderators.

2 Trainer 1 - Windows Internet Explorer
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Trainer 1 ——

LOGO
[ = 7]
* SETA Assessor Registration Number: 613/A/000034/2005
—_— * SETA Moderator Registration Number: 613/M/000160/2007
Education & Training Qualifications:
* SAQA 7977 Moderate Assessment (ETDP)

* SAQA 7975 Design & Develop Assessment (ETDP)
¢ SAQA 7978 Plan & Conduct Assessment of Learning Outcomes (ETDP)
* SAQA 9957 Facilitate Learning Using a Variety of Methodologies (ETDP)

Trainer 2

SAQA Qualifications Held:

¢ List of SAQA Qualifications held

Related SME Qualifications:
* Details of SME qualifications
Contact Details:
* P.0.Box 2510, Hillcrest, 3650
* 031 767 2160
* email@address.co.za
* www.agn.org.za
ETQA Approved Scope:

* National Certificate in Tourism Guiding
¢ Project Management 3

ETQA Moderator Approval:
* ETOA |etter
ETQA Assessor Approval:

* ETOQA Letter

<
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Does this sound exciting 8 ¢

Would you like a free demonstration 8 e

Contact the Adventure Qualifications Network cc and we will post you a demonstration
CD-Rom. This is a fully functional demonstration programme which you can try out.

You will not be able to change the demo version for use in your own company, but it is
fully loaded with sample documents and resources which you can imagine being your
own.

We are so convinced you will love the QMS Administration Management System that we
will send you the demo version absolutely free with no obligations. An order form and
confidentiality agreement is included in the demo CD when you are ready to order your
QMS Administration Management System.

It will take us approximately two weeks to set up your own system once we have
OAAAEOAA OEA ET & O AGET 1T x AlIntvdwedks fra@ haw,
your QMS Administration Management problems could be a thing of the past.

As an added bonus, we securely store a full copy of your QMS Administration

Management System, so that should a disaster happen, we can provide you with a new
copy within 24-48 hours.

Details of costs are supplied on the demonstration CD in the order form.

Request your Demo CD now8.

Call: 031767 2160

Email: andrew@aqn.org.za
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