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Case Study

Apprentice Training
Management System for IMPRESS

Impress HCCTA (Humber Client Contractor Training Association) manage an
advanced apprenticeship programme following a national structured framework.
Trainees work towards an NVQ qualification with appropriate key skills. Several
apprenticeship frameworks are used, including SEMTA (Science and Marine
Training Authority) and ECITB (Engineering Construction Industry Training
Board). IMPRESS member companies are based on the chemical and related
sectors; a business environment in which safety and competency are of critical
importance.

“We now have an
efficient tracking
tool and reporting
system for all our
training
requirements.”

Alan Buckley
General Manager, IMPRESS Humber Client Contractor Training Association

Faced with complex training management issues, IMPRESS asked AJM
Consulting to design and implement a system to provide a structured approach
to course design, execution and reporting. Using the MS2 existing management
support system as the basis, AJM Consulting examined the business needs
and, working closely with the people who now use the system, identified how
the required functionality could best be implemented.

Today, the system provides a structured yet flexible tool which both assists in
course development and execution and provides a wide range of management
information. Not only does it manage the training needs of each apprentice, but
it also recognises that training providers must, in today’s quality management
world, be able to demonstrate their overall competency. Hence, additional
reports analyse and report on the performance of the provider.

Whilst the MS2 Training Management System provides a wide range of
functions as standard, a feature of the entire MS2 suite of modules is its ability
to be configured to address the specific needs of each user. And throughout
MS2’s design and despite the complexity of some of its functions, ease of use
has always been the fundamental design philosophy.

Creating Management Advantage



Based on Organisational and Personal Data

At the heart of the MS2 system is a comprehensive structured database which holds
information on organisations and the people who work for them. A range of standard
functions enables activities such as contact recording, distribution list management and
sector analysis. The MS2 Training Module builds on this functionality by enabling the
development of structured courses, allocating these courses to individuals and recording
their progress.

Maintain Organisation Register

Close

Organisation

A Conzulting

People in organisstion =

Fosition

Frefiz  |First Mame SUrmame

Crganization Mame

hl= Catherine Crvvin Oifice Manager

Acordiz Lid
Aker Kvaerner Engineering Services
Anglis Engineering Ltd

Anglian Water Services Lid

BP Chemicalzs

BP Explorstion Lid
C3B Humbertherm Ltd
CPL Procucts Ltdl
Cape Industrisl Services Lid

Ciba Specislty Chemicals Lid

Clark & Co (Engineers Grimshby) Lid
ConocoPhilips Limited
Deborah Services Lid
ECITB
EL-vHS
Fabricom Contracting Limited

Fox & Cooper Limited

Global Mairtenance Services Lid

Grayton Engineering Limited

Grimshy Institute of Further & Higher Education
Harry Carr Limited

Ll bz el Bleabe | jemibael

Structured Course Definition
Courses are defined in a hierarchical method, in which a course consists of a number of
units. Each unit contains a number of elements. However, MS2 goes further than this. In
many cases, units are common to more than one course. By holding a library of units
independently of courses, MS2 facilitates rapid development of a course structure by simply
selecting the relevant units from the library and adding them to the course. Within the
library, each unit contains the
elements which comprise it -
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Having built the unit library, defining an individual course structure is simply a matter of
adding the relevant units to it. MS2 allows the user to edit the course freely whilst it is in
development, for instance by moving the order of the units. Whilst a structure is obviously
beneficial, it is also recognised that some flexibility is a requirement. For instance, some
apprentices may not require an individual unit. MS2 handles this by giving the developer the
choice of making a unit either mandatory or optional.

Strict version control is implemented throughout this process; a course version can be
defined as being in development, current or superceded. When a course is allocated to an
apprentice, only the current course can be used, and an approval process provides valuable
guality management of this process.
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Aspects relevant to the 1SO9000 quality management standard which are enforced by
MS2’s structured approach include:

The MS2 security system ensures that only authorised people can make changes to
course structures, apprentice records or any other data held within the system

. Only the current, approved version of a course is visible to normal users. Until a
course structure is approved, it is only visible to people with the appropriate authority
(for example, those who have responsibility for creating the course structure)

° The course version approval date and person responsible are held as part of the
course structure

. The same (current) version is used throughout the organisation, enforced by MS2’s
multi-user, centralised database architecture

. Superceded versions are permanently held as an archive record

° Printed versions of a course structure are labelled “Uncontrolled Copy - Not Subject to
Revision”.



Allocating a Course to an Apprentice

Once the course structure is built and approved, it can be allocationed to individual
apprentices. MS2 makes this complex procedure a simple process. It is only necessary to
select the relevant apprentice, the course to be allocated, the start date and the desired
interval between visits.
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@ Show All " Show Apprentices Only

Training Course |Q1052155/24 [ alocate |

Deallocate

First Name |[Surname

MK Craig Mason
......... Mt Faul Masan
r Craig Masan

My Thomas Matthews
Ross WcFarlane

Lead Body |

Persannel

Add

Course Allocation

d;g> First Name Alan Refarence  |Description Duration (Weeks)| +
Transfer Cance| e W ECITB Electrical Maintsnance 208
QPF3052 ECITH Fipe Fitling 208
%’ \/ Start W QPL302 ECITE Plating 208
it Gniis T i P QEW3N2  |ECITE Welding 208
Planned End  [07/03/2009 Q1027610M |SEMTA Mechanical Maintenance 208
o Q1027610E |SEMTA Electrical Maintenance 208
et Course EE R ElRttica MRS RaRce 01027431 [SEMTA Fabrication 208
: == @1052155  |NET Electrical Installation 208
Duration 208 ‘Weeks KE Com Key Bkills Communications 208
Visit Interval g EI: Weeks QNF 3002 ECITH Mechanical Fitting 208
Q10276101 |SEMTA Instrument Maintenance 208
QT 3052 ECITE Mechanical Maintenance 208
10033300c |ECITB Pipefiting - ACE 208

MS2  automatically
creates a course Basic Details Events Personal Details Training Details Visits
plan for the
apprentice, complete
with a schedule of
due dates for visits. Lead Baody |
Other details which

TrainingCDurse|G1DS2155J‘24 Miocate | Deallocate |

Fersonnel Role Marme =]
are necessary for -
MAssessor Mr Gawin Beech
course mana_‘g_ement A Key skills assessor it Migel Bown
may be specified, for Verifier Mr Richard James
instance the name of Delete

people associated
with the apprentice’s course, (such as assessors) and lead bodies.

And, of course, all the supporting data referring to the apprentice is held within MS2, as one
would expect. This includes contact details, next of kin, employer affiliation, college
attended, further education course and so on. To further simplify data entry and
maintenance, attributes such as college attended can be selected from pre-defined lists,
which both avoids data entry errors and ensures consistent descriptions within reports and
analyses. Personal information such as gender, disability and ethnicity is also recorded.

Because not all employees stay with the same company, an apprentice can be transferred
to another organisation with a simple function, and all relevant data is also transferred to the
new record.



Course Progress

Once the course has been allocated to the apprentice, all information on it is available
within the system. Details of the overall course, the units and the elements which comprise
the units can all be accessed. Colour is used wherever possible to show the current status -

for instance in this
example, each
element requires
three assessments
to complete.
Yellow indicates
one assessment,
orange two and
green three (the
element is
completed).

Reports are also
available  which,
for each
apprentice, show
(again graphically
where  possible)
the progress of
each unit and its

Course Progress

Course Details
Course Ref.

Q1052155724

Description MNET Electrical Installation

Apprentice Structure Version| Q10521551

CURRENT

Alan Mason Start | 12032004

I

Wigeks 208 | PlanEnd| 1/
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Units
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End Course L Description | Ensure Safe Electrical Site ¥orking
NET 20 Prepare to Install Electrical Wiring Systems, En Note =
E NET 23 Instal Electrical Wiring Systerns, Enclosures & §
Select NET 41 Connect Wiring Systerns & Eguipment Using S
MNET 45 Inspect, Test & Commission Electrical Installati
é MET 54 Diagnose & Correct Electrical Faults
MET 81 Maintain a Healthy & Safe Warking Emvironment
MET 700 Provide Technical & Functional Information to R
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associated elements, and giving a summary of overall completion to date. These reports
can be produced in outputs such as Microsoft Excel, which enables them to be embedded
in other documents using standard Windows functionality.
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Visit Management

One of the most important aspects of on-site training, and a critical measure of the quality of
course management, is the adherence to planned assessor visits. MS2 automatically
creates a visit schedule when the course is allocated to an apprentice. Naturally, this can be
amended, for instance to take account of holidays, or to insert additional visits. Visits,
together with the identify of the assessor and any comments, are recorded.
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Wigits Date Due Date Done it By =
05/01/2004 05/01/2004 hir Alan Masaon
020372004 0140372004 hlr Alan Mason

% . . e 100052004 (1100572004 [Mr Alan Mason
e 12072004 110712004 [Mr Alan Mason
ki 13i08/2004
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E=T 17i01/2005
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Yisit Details

Transter Eg Due Date 13/09/2004 Daone By Role Mame it
Cancel M Euperdsor hir Alan Masaon
%’ Date Done [ 14/08/2004
RUHICDL.JI’SE J
Canfirm

This vigitwas cut short due to a fire alarm and site evacuation. Itwas agreed to insert an additional vigit J

Details within two weeks to complete the assessment|

Not only does this provide a vital training record for the apprentice; it can also be analysed
to show the adherence to the visit plan for all apprentices. Colour coding gives instant
visibility to the current situation, highlighting any visits which are imminent, and giving
warning of those which are overdue or nearly so:

Forward ¥isit Plan

Mame Course Campany Last Visit Mext Due \Weeks Since|Comment

QPF30:21 hitsui Babcock Energy Lig11/08/2003 |f [ All visits completed
Bacan, Richard QPF305218 hiitsui Babcock Energy Ly 1 3/02/2005 | 1810472005 From last completed visit
Carpenter, Michael CIPL3052/9 LES Engineering Limited|17/01/2005 |21/03/20058 From last completed visit
Drring, William GET302M8 LES Engineering Limited|06M 2/2004 |07j02/2005 From last completed visit
Foley, Shane GEW30/2114 heldan Fabrications Limi| 20/09/2004 ¢ | All visits completed
Greensmith, Katl Q1027610116 hiitsui Babcock Energy Liy01/09/2004  |f [ All visits completed
Hetrick, Christopher QPF30:2012 Karden Pipework Limited|05/02/2005 | 15/04/2005 From last completed visit
Lofts, Wayne CIPF302111 LES Engineering Limited|06/01/2005 |04/04/20058 From last completed visit
hason, Alan Q1052155124 AdM Consulting 01/02/2005 |08/04/2005 From last completed visit
Mason, Craig QOMT 302117 Weir Engineering Service| 04/02¢2005 |08/0452005 From last completed visit
Parker, Adam QEVW3I0/2I6 Jacobs Cataltic UK Limil 21/02/2005 | 26/0452005 From last completed visit
Simons, Reuben CET30/2M149 LES Engineering Limited|01/01/2005 | 21/03/20058 l|From last completed visit
Sleeman, Matthew CIMT 3002021 Mitsui Babcock Energy LY 201 2/2004 | 21J02/2008 From last completed visit
Stith, Richard 1003330015 Jacobs Cataltic UK Limil15/0152005 |21/0352005 From last completed visit
Steer, Michasl QT 30/2120 hiitsui Babcock Energy Ly 12/02/2005 | 18/04/2005 From last completed visit
Stephensaon, Richard GIMF 307204 LES Engineering Limited|08/01/2005 | 2110372005 From last completed visit
Summers, Kirk CIPF302IT LES Engineering Limited|10/01/2005 |21/03/20058 From last completed visit
WWhite, Jason GIPL30r2122 Meldan Fabrications Limi| 06/01/2005 |1 403/2005 From last completed visit
Voods, Adam GMF 3002110 LES Engineering Limited|03/02/2005 |11/04/2005 From last completed visit
Woods, Andrew Q1052155113 Jacobs Cataltic UK Limil11/0152005  |[15/0372005 From last completed visit

Done = 7 weeks agn 10 Done 7-9 weeks ago T Done 8-11 weeks ago B Done=11weeks ago-




Whilst the Forward Visit Plan gives a picture of the current situation, there is also a need to
provide a historical summary of assessment adherence. MS2 provides a tool to analyse the
visit performance for a selected period, showing the reviews planned and completed during
the period. This report can be ordered by apprentice name, employer or planned date,
simply by clicking on the relevant header, and it can of course be printed.

& Monthly Review Report

EL Month | February
Year 2004

Mame Employer [Crate Planned Diate Done
Bacan, Richard Mitsui Babcock Energy Ltd 020212004 02/02r2004
Steer, Michael Mitsui Bahcock Energy Lid 02022004 020252004
Parker, Adam Jacohs Catalytic UK Limited 09/0212004 09/02r2004
Sleeman, Matthew Mitsui Bahcock Energy Lid 08/m022004 09/02r2004
mMason, Paul Aker Kvaerner Engineeting Services| 2300252004 230252004
Chambers, Micholas Mitsui Bahcock Energy Lid 24j0272004 24/0272004
Greensmith, Karl Mitsui Babcock Energy Lid 25/0252004 25/0252004

Reviews Planned Completed on Target

Reviews Cormpleted Completed Early

Ferfarmance Completed Late

Perfarmance

Further reports which
are provided by MS2
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pro\”dlng its deta”sl Number ofvisis dus within | yaar 1
A summa I’y IS DusDate  DateDons  Date Details Summary Apprentice Nans \fisit Done By Hate
CaICUIated1 ShOWIng 5A0AS89 25001938 Coursa OPFA02 Vistl  Jon Altof
H AW ZTN N899 Coursa OPF302 Visil2  J Aot
how the training a0 0D Corss OPFUE Vi Jon AR
010500 01 052000 Coursa GPF3D2 Visit4  Jon Altoft
mana g emen t 03472000 0G07/2000 Gourse QPF302 visits  Jon Altft
04022000 040972000 Course OPF30E Yisdh  Jon Alft
0612000 06A 173000 Course ORF3DE vigwT Jon At
adheres to the 13/12000 130 172000 Course OMF 302 Paul Magnn
14412000 14n 173000 Course OMT 30 Nichales  Chernbers
Sched ule for eaCh 1541200 15A 152000 Course CHOETE!0] Karl Greensmith
. 144200  04n 2000 Course GEWWAOR Visit! Shane  Fakey
0BA1401 RO 001 Courss OPF30A Vigiltd Jon Altofe
apprentice. In effect, oD oo
H HH 1601201 {6012001 Course OMT 302 Micholas  Chambers
MS2 is pI’OVIdIng a O 704 Qourse CHOZEIOl  Karl  Creanciith
f k 05022001 050272001 Courge OEVWIR Visit?  Shana Folay
12032000 2032001 Course OPF302 wist!d  .Jon Atoft
set 0 € y 19032001 1903m001 Course ONF 302 Raul Masun
0032001 200032001 Course GMT 302 Hicholes  Ghembers
p e r f O r m a n C e NA32001 21032001 Course CHIOZTE1T1 Katl Greenstaith
indicators which AZRe Raport Dew: 73022008

measure the quality
performance of the overall training management function.



Contact Management

Part of the underlying
management system on

Contact Management

which the MS2 training o ":““Clm“g

module is based is a N

contact management Date T
system. This enables a e

Delete

complete record of all
contacts with each
apprentice (or other
person such as
employer) to be
recorded. This contact
data is held as part of the
individual person 'S wigitwas due on 1211 2/2004, howeever, the apprentice advised us that he would be on holiday on that date and ,
reCOI'dS, enabllng Instant therefore, ithas been rearranged for the following week, to take place on 17/12/2004.

drill down to the contacts
from the main list of
people registered within
the system.

Details

Create letter for Mr Alan Mason (AJM Consulting)

Other contact

manageme nt fU n Cth nS cancel " Creste letter in WWord (not archived) & Select from list of standard MS2 letters (recorded)  Creste letter in MS2 (archived)
include the ability to
dard | con [l [
Create a Stan ar etter Eurapate Ihnovation Centre
within MS2, for instance GRIMSBY

concerning recruitment or Reterence [aummany
other personnel issues.
This can then be sent to
a selected person, and

detalls Of the |etter Thank you far applying for an Advanced Modern Apprenticeship with IMPRESS. To ensure that we have all the relevant J
H information for each applicant we require everyone to complete an IMPRESS application farm, which | have enclosed
automatically added to i 1 I
y .
that person's record. It is Please complete the form as fully as possible and retum itto me atthe above address. | have also enclosed an
. "Equality of Opportunity Survey Form” which | request you also cormplete and return with your applicaton. This form is
aISO pOSSIb'G tO eXport for statistical data only and the information an it will not affect your application in any way.

the letter, with address
details and content, to
Microsoft Word, enabling
it to be customised.

MS2 Flexibility

MS2 is very modular and can be configured flexibly to suit individual requirements. It can also
be customised and specific functions added easily. It can operate as a single user system on
an individual PC, or can be installed onto a site network, giving access to many people. If
required, several levels of security can be implemented, including restricting functions to
specific people or PCs, and encrypting sensitive data. The functionality described in this case
study can be modified and enhanced as required to suit the needs of a wide variety of
organisations. Unlike many management systems where the supplier insists that the client
changes established procedures to match the system, we can work with the client to develop
a solution which is highly beneficial and uniquely addresses the needs of that client — as was
the case with IMPRESS.
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