[image: image1.png]PSg

publlshmg
skills
group




PUBLISHING SKILLS GROUP

PUBLISHING TRAINING PROVIDERS’

VOLUNTARY CODE OF PRACTICE
THE SELF-ASSESSMENT PROCEDURES AND GUIDANCE FOR TRAINING PROVIDERS

The voluntary code of practice for publishing training providers operates through self-assessment and transparency of information. It has been developed through industry collaboration, and is made available by the Publishing Skills Group. It is intended to enable suppliers of publishing training to evaluate their own service provision against a set of key criteria. It is as relevant to sole practitioners as it is to large training organisations, and is designed to encourage all in the industry to strive for excellence. It is non-bureaucratic, simple and easy to administer but it does rely on the integrity of the training suppliers to participate in an open and honest fashion. Participation is entirely voluntary and no pressure will be applied to use the code.

A self-assessment form is freely available as a download from the Publishing Skills Group website www.publishingskills.org.uk . Working through the self-assessment form is intended to help you evaluate your current business practices and identify where it is possible to improve. All training providers are encouraged to adopt and develop the best practice principles espoused in the code, in ways which best meet their own objectives and the needs of their customers.

Organisations engaging with this process are encouraged to publish their completed self-assessment forms prominently, for public scrutiny, either on their websites, or in print, or both. If they would like to be listed on the PSG website as a training provider who has taken part in the process and whose self-assessment form is publicly available, they should provide the url or, if necessary, email a copy of the completed questionnaire to Sally Morris, Chair of the Publishing Skills Group at info@publishingskills.org.uk . It is hoped that as training purchasers become aware of the code, they will begin to ask suppliers if they are participating, and in this way it will become more widely recognised.

SELF-ASSESSMENT FORM FOR

PUBLISHING TRAINING PROVIDERS

Complete this form by typing in answers where required or ticking the appropriate boxes

Contact details

Name: 


John Whitley


Company/

organisation:

Publishing Training Centre


No. employees:
10
Telephone:

020 8874 2718
Fax: 


020 8870 8985
Email: 


john@bookhouse.co.uk
Website: 

www.train4publishing.co.uk
1. Describe, in no more than 100 words, the training services you offer and the nature of your business.

PTC is a lead provider of courses for professionals working in the  World of Books, and to a lesser extent Journals. As a natural extension of our services for those working with words in whatever meduim, we offer a wide range of training programmes for corporate clients, charities, associations, government agencies and other organisations. These cover the business of publishing in its widest context, from editing and proofreading to electronic publishing, rights, contracts, marketing, production and management. PTC is an educational charity dedicated to improving the personal and business skills of all engaged with preparing, handling and managing the written word.
Making training work – before, during and after the delivery:

2 Beforehand:

2.1 How do you go about identifying training needs?



Focus groups




 FORMCHECKBOX 




Feedback from customers


 FORMCHECKBOX 




Market research



 FORMCHECKBOX 




Feedback from associations


 FORMCHECKBOX 




Other (please specify):


Feedback from delegates
2.2 Does your promotional literature and/or course descriptions:


use clear English?



 FORMCHECKBOX 


specify course content?


 FORMCHECKBOX 


detail expected learning outcomes?

 FORMCHECKBOX 

accurately describe the opportunities 
 FORMCHECKBOX 

developed by the training, such as 

increased earning potential or

promotion prospects?



 FORMCHECKBOX 




2.3 Before delivering a course, what information about delegates do you request to ensure the individual or group needs match the proposed content?

Yes
     Sometimes
No

Job descriptions

 
  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       



Job function and title


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       


Experience



  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       



Age




  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       



Other (please specify)


 Learning objectives
2.4 Before delivering a course, what additional information do you supply to the delegates?


Yes
     Sometimes
No

Detailed schedule


  FORMCHECKBOX 
 
   
 FORMCHECKBOX 
  

 FORMCHECKBOX 

  



Prior reading



  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
      



Preparatory work


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       



List of participants


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       



Details of the tutor


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       


Details of the venue


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       




2.5 Are there circumstances when you would decline a training enquiry / request? If so, please elaborate.

If we are unable to meet the training brief we would decline to tender
2.6 Do you advise the participants or their employer if the nominated trainer has to be changed?

Yes
     Sometimes
No

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 
       


3 During the delivery:

3.1 Do you have a regular training venue?






 FORMCHECKBOX 

3.2 If yes, does it provide:



Yes
        Usually

No


air conditioning or natural air flow?
  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       


natural light?



  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       


a quiet
environment?


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       


spacious rooms?


  FORMCHECKBOX 
 
  
 FORMCHECKBOX 


 FORMCHECKBOX 
     





comfortable seating?


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 
       


technical support?


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 

       


other (please specify)?

 Latest equipment, break-out rooms, Computer training suite
3.3 Do you or does your trainer confirm learning objectives at the start of each programme?


Yes
     Sometimes
No

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 

       




3.4 Do you or does your trainer check that delegates are getting what they require from the course?


Yes
     Sometimes
No

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 


4 And afterwards:

4.1 Do you have delegate feedback sheets?






 FORMCHECKBOX 

4.2 Do you review and act on the information from the feedback sheets?


 FORMCHECKBOX 







4.3 Do delegates’ employers have access to the information from the feedback sheets? 


Yes 

No
When requested

 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 
 


      



4.4 Do you have a compensation policy if customers are not satisfied?


 FORMCHECKBOX 



4.5 Do you or does your trainer follow up with the delegates after the training?

Always
Where appropriate
   Rarely     

Never 

   FORMCHECKBOX 



 FORMCHECKBOX 

      
       FORMCHECKBOX 


  
    FORMCHECKBOX 



4.6 Do you or does your trainer follow up with the employer after the training?

Always
Where appropriate
   Rarely     

Never 

   FORMCHECKBOX 



 FORMCHECKBOX 

      
       FORMCHECKBOX 


  
    FORMCHECKBOX 

5 In-house training

(i.e. training delivered for multiple delegates from one institution)

Complete only if applicable


5.1 When designing a training proposal, do you:



Yes
     Sometimes
No

confer with the training manager
  FORMCHECKBOX 

     
 FORMCHECKBOX 


 FORMCHECKBOX 
 



confer with the line manager

  FORMCHECKBOX 

      
 FORMCHECKBOX 


 FORMCHECKBOX 
 



confer with the potential delegates
  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

5.2 What information do you gather before designing the training proposal?


Yes
     Sometimes
No
Group size



  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Group experience


  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Reporting lines


  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Performance issue to be addressed
  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       


Business improvement objectives
  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Timing




  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Evaluation criteria


  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Intended follow up procedures
  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Internal support available

  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Required resources


  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       



Any internal resistance to

proposed changes


  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       


How soon the proposal is required
  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 
 
       


Venue details



  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 
 
       


Budget




  FORMCHECKBOX 

       
 FORMCHECKBOX 


 FORMCHECKBOX 

       


Any other information

(please specify)?


      
5.3 When presenting your training proposal do you:







Yes
    Sometimes
        Rarely        Never
deliver a written proposal?

  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 
        
offer to discuss the proposal



with the client? 


  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
  
        
expect to have to refine

the proposal?
 
        
     
  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
  
  








5.4 Do you provide your client with sample materials before the course?





Always      Sometimes      Never
  FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 

     
      
  
        

6 Training and development of staff and trainers

6.1 How do you recruit new trainers?


Interviews




 FORMCHECKBOX 




Trial presentations



 FORMCHECKBOX 




Shadowing of experienced trainers

 FORMCHECKBOX 




References




 FORMCHECKBOX 




Review of training materials


 FORMCHECKBOX 




Personal recommendation


 FORMCHECKBOX 




Qualifications




 FORMCHECKBOX 




CV 





 FORMCHECKBOX 




Other (please specify):


     
6.2 Is prior training experience

always required?
  preferable?
  
   not relevant?

           FORMCHECKBOX 


        FORMCHECKBOX 




 FORMCHECKBOX 
 
          

      

        
6.3 How do you ensure your or your trainers’ skills and knowledge are relevant and up to date? 

Attend or provide train-the-trainer courses
 FORMCHECKBOX 

Attend other trainers’ courses


 FORMCHECKBOX 

Regular discussions with practitioners
 FORMCHECKBOX 

Provide written guidelines for trainers
 FORMCHECKBOX 

Provide reading lists for trainers

(or read widely if you are the trainer)

 FORMCHECKBOX 

Subscribe to and read industry journals
 FORMCHECKBOX 

Recruit working publishers to

deliver training




 FORMCHECKBOX 

Review training materials


 FORMCHECKBOX 

Other (please specify):


Test materials with key clients
6.4 Do you have a training budget for yourself or your staff?



 FORMCHECKBOX 


6.5 Do you have a training budget for your trainers?





 FORMCHECKBOX 

Yes
No
N/A
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 
 


7 Quality Assurance

7.1 Do you have a well documented quality assurance system?



 FORMCHECKBOX 

7.2 Is a copy of your quality assurance system available on request?


 FORMCHECKBOX 

7.3 Do you operate a national system such as ISO 9001 or Investors in People?

 FORMCHECKBOX 

7.4 How do you evaluate the quality of the training materials you provide?

Dedicated member of staff, feedback from clients, regular reviews
7.5 How do you keep your training materials up to date?

Constant reviews, discussions with trainers, feedback from clients
7.6 How do you evaluate the quality of training provision?

Feedback forms 



 FORMCHECKBOX 

Follow-up with delegates


 FORMCHECKBOX 

Follow-up with delegate’s employer

 FORMCHECKBOX 

Regular customer surveys


 FORMCHECKBOX 

You / your staff sitting in on the course
 FORMCHECKBOX 

Other (please specify):


     
8 Action planning

8.1 What actions have you identified in the course of this exercise that you will undertake to improve your service to your clients? Please include a timeframe for completion.


QA documentation is somewhat fragmentary and needs to be drawn together to be publicly available. Priority for 2007
When you have completed this form please post it to your website and / or provide printed versions for public scrutiny. Please email the url or, failing that, attach a copy to info@publishingskills.org so that you can be appropriately listed on our website.
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