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Issue

Employee

Each person who works with the organisation is issued with a copy of this manual, and must sign and return to the Compliance officer a copy of this form which shows that they received that copy.

If you lose your copy of this manual, ask the Compliance officer to give you another one.

Compliance officer

When you issue a copy of this manual, make sure that the person you issue it to fills out a photocopy of this form and gives it to you:

Document receipt form

Document title
RTO Manual

Version
Version 1.0

Issued to


Date
   /    /

Signature




File the receipt in the Document receipt file.

Update

Compliance officer

To change the version number, in Word go to File->Properties->Summary.  The version number is under 'Subject'.  After you change it, go back to editing the document and press Ctrl-A to select the whole document, then press F9 to update all of the fields.  The version number will then be updated throughout. 

When this manual is changed, print new copies and issue them to all staff and get them to sign for them.

Recover the old copies and destroy them.

Materials

All course materials and learning and assessment strategy documents are controlled in the following way.

Electronic copies

Compliance officer

Where you have an electronic copy of a document (PowerPoint presentation, Word document, etc), keep them in a directory which is accessible only to you.

Copy the entire directory onto floppies (or CD if it is too large) and take a copy home, each Friday.  Mark each copy with the date on which you made the copy.  (Taking a copy home means that the material will still be accessible if the building burns down - this is called an "offsite backup").

When someone requests a copy of one of the files, email it to them, or give it to them on a floppy, or print them a copy, whichever is most appropriate.  Tell them to destroy that copy when they are finished with it.

When someone wants to change one of the electronic documents, make a copy of the file to be changed, and change its title to reflect this version (ie "Word processing course.doc" would become "Word processing course v 2.doc" and make the change in the new version.  Keep the old version in the directory.

Physical copies

Compliance officer

If you have an electronic copy of a document, do not keep physical copies of it.  Keep physical copies only of documents which you have only on a physical medium.

If someone asks to use one of the physical copies, either:

· make a photocopy of it and give it to them, telling them to destroy it when they are finished with it, or

· if you cannot copy the materials because of copyright, lend it to them and tell them to return it to you when they are finished with it

As physical copies cannot be effectively 'backed up', you should consider getting hold of electronic copies of all of your physical documents.
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