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	1
	PURPOSE 
	To assist ACMA in designing  of training  programs / courses/cluster

	2
	SCOPE
	All new Training programmes / courses and existing programmes / courses

	3
	RESPONSIBILITY
	Course Coordinator 


	4
	PROCESS BOUNDARIES  

	
	Starts with: 

Ends with:
	Program Identification 

Preparing of time table with necessary modifications


	5
	PROCESS INPUTS / OUTPUTS & INTERFACES : 
	Inputs : Determined during periodic counselor's conference / Directives from EC

Outputs: Program Note, Course structure, time table, course material - presentations, reading material, workshops, case studies as relevant.


A. Inputs: MoM of counselor's conference
B. Output: Course Structure
C. Interface with other Processes
· Process for Management Review: PM/08

Note: All courses/topics in a new cluster programme would follow this process.
	6
	KEY ACTIVITIES  

	S NO
	Key Activities
	Responsibility
	Reference  Document
	Time Norms

	A
	Identifying learning outcomes and Topic /s Identification  for course/cluster
	Course Coordinator
	MoM of counselor's conference
/Refer Formats
	As and when applicable as per training plan / requirements from members

	B
	Prepare new course structure, coverage, introduction of case studies etc., as a part of training design plan 
	Course Coordinator
	Training Design Plan/
Refer Formats
	Three months / as applicable before the commencement of the program / courses

	C
	Assignment of topics to counselors for content development
	Course Coordinator
	Training Design Plan/
Refer Formats
	Within one month of decision

	D
	Review of the course design
	ACT Head of Clusters   /
External Expert/
Competent Counsellor
	Training Design Plan and course structure /
Refer Formats
	One months before the commencement of the program / courses

	E
	Content Development:

Presentations, reading material, case studies, workshop exercises, feedback form, test papers.
	Respective Counselors as per allocation
	Refer Formats
	20 days before  the
Start of the concerned module.

	F
	Review of content
	Course Coordinator
	Training design plan and course structure /
Refer Formats
	

	G
	Modifications as per review
	Respective Counselors as per allocation
	
	

	H
	Final verification of content(Comparing content against the course structure, topics decided for coverage and depth)
	Course Coordinator (may take assistance from internal/external experts
	Training design plan and course structure/
Refer Formats
	7 days of the start of the 
Relevant module.

	  
	First run of the program
	Course Coordinator /respective faculty
	Feedback Form

Refer Formats
	

	J
	Validation of course design (comparing against learning outcomes)


	Course Coordinator
	Feedback Form: Feedback with respect to course structure, time table, topics, content, mix of practical and knowledge sessions.

Refer Formats
	

	K
	Modification/changes as per feedback
	Course Coordinator
	Training design plan and course structure./
Refer Formats
	

	L
	Review of course structure/content for considering modifications based on participants feedback, external changes etc.
	Course Coordinator
	Feedback Forms

Refer Formats
	Yearly


	7
	PROCESS MEASURES : 

	
	Feedback rating of participants w.r.t course structure and content: at least 80% of participants feedback should be as under;
· Relevance to own company – ‘Relevant’ or above

· Learning from Presentation – ‘Fairly high’ or above

· Ideas Implementable – ‘Many’ 




	8.1
	PRODUCT  / SERVICE MONITORING AND MEASUREMENT 

	S.No
	Output
	Parameter
	Acceptance Criteria
	Control

	1
	Training Content
	Compliance with training design plan
	No deviation from approved design plan subject any authorized changes
	Course Coordinator


	8.2
	PROCESS MONITORING AND MEASUREMENT

	S.No
	Parameter
	Source
	Frequency
	Responsibility

	1
	Review of the course design - structure & proposed contents by ACT Head/External Expert


	Training design plan 
	Every new and revised programme
	Course Coordinator

	2
	Review of progress of design plan
	Submission of allocated work completed by counselors
	Monthly
	Course Coordinator 


	9
	CORRECTIVE  & PREVENTIVE ACTION : 
	Course Coordinator would identify corrective and preventive actions and take appropriate measures for implementations.


10. 
Reference documents:
1. Training Material includes presentations, reading material, case studies, workshop exercises, Test Papers – Pre & Post.

2. Course Review Records.

3. Course Validation Records.

Formats:

1. Minutes of Meeting. PM_45_F1
2. Training Design Plan. PM_45_F2
3. Course structure includes coverage, time table, learning objectives. PM_45_F3 
4. Feedback Form. PM_22_F2 

5. Training Feedback Summsry PM_22_F3
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