
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.  
 

 
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.   
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“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 

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.   

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 - 
once defined, it can be used 
in any number of course 
structures.  
 
MS2 provides functions to 
simply create new units and 
their associated elements 
and enables each to be 
d e s c r i b e d .  E x t e r n a l 
documents can be linked to 
these, enabling simple “drill 
down” to a massive quantity 
of information.  



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 
quality management of this process. 

 
Aspects relevant to the ISO9000 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.  

 
 
MS2 automatically 
creates a course 
p l a n  f o r  t h e 
apprentice, complete 
with a schedule of 
due dates for visits. 
Other details which 
are necessary for 
course management 
may be specified, for 
instance the name of 
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 
t o  c o m p l e t e . 
Yellow indicates 
one assessment, 
orange two and 
green three (the 
e l e m e n t  i s 
completed).   
 
Reports are also 
available which, 
f o r  e a c h 
apprentice, show 
(again graphically 
where possible) 
the progress of 
each unit and its 
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. 



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. 

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: 



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. 

 
Further reports which 
are provided by MS2 
include an overall 
visit performance 
report for any 
selected date range, 
listing each visit and 
providing its details. 
A summary is 
calculated, showing 
how the training 
m a n a g e m e n t 
adheres to the 
schedule for each 
apprentice. In effect, 
MS2 is providing a 
s e t  o f  k e y 
p e r f o r m a n c e 
indicators which 
measure the quality 
performance of the overall training management function. 



Contact Management 
 
Part of the underlying 
management system on 
which the MS2 training 
module is based is a 
contact management 
system. This enables a 
complete record of all 
contacts with each 
apprentice (or other 
p e r s o n  s u c h  a s 
e m p l o y e r )  t o  b e 
recorded. This contact 
data is held as part of the 
ind iv idua l  person ’s 
records, enabling instant 
drill down to the contacts 
from the main list of 
people registered within 
the system.  
 
O t h e r  c o n t a c t 
management functions 
include the ability to 
create a standard letter 
within MS2, for instance 
concerning recruitment or 
other personnel issues. 
This can then be sent to 
a selected person, and 
details of the letter 
automatically added to 
that person’s record. It is 
also possible to export 
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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