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INTRODUCTION

From January 2008 all of our administrative functions will now be housed in a single website (www.alsg.org/vle). You may already be familiar with some of these changes as they have occurred for some of the courses that have been updated recently.  

· All candidates, co-ordinators and instructors will have a single log-in irrespective of the number of courses they are involved in.  You may already have access to the VLE and if you have this log-in will remain the same – if you haven’t you will be sent your details shortly.

· All organisational and teaching materials will be accessed via this site – updates will automatically be in the teaching material area, so instructors and co-ordinators will always know that they have the most up-to-date material.  The aim is to move towards all instructor material being in download form so that the latest manual and teaching materials are always accessible.  

· The approvals, returns, certificate, critique, annual external assessments and MCQ resit processes are all being streamlined to minimise workload for co-ordinators:
· Approvals will be e-forms and specific names of instructors will not be required.  You will just need to confirm instructor numbers and that you will run according to the regulations.  

· Returns will be submitted via an e-form and faculty lists and course directors reports will be attached to the e-form.  Only post-course MCQs will be submitted by post for analysis.

· Course certificates will be A4 and will be issued via the VLE – they will all continue to have a unique number that can be traced and a logo.  More and more we are receiving requests for these for portfolios and so this seemed a natural move.  Candidates will also have on-going access to download replacements if they lose them.

· Course critiques will be completed on line by the candidates and course co-ordinators and instructors will be able to access the analysis directly on-line.  

· External assessments will be submitted via an e-form on the instructor area of the VLE.

· Candidates who fail the MCQ will be enrolled onto a resit MCQ area and when they go to a course centre to resit the MCQ they will log-on to the VLE and the co-ordinator will have to input a password and time them so that they sit the MCQ under exam conditions.  The candidate will then get the result immediately and ALSG will issue their certificate directly.

· Communication with each other and with instructors will be much easier. Each specific area of the VLE will contain forums to enable:
· Instructors to speak to other instructors

· Co-ordinators to speak to other co-ordinators

· Instructors and co-ordinators to speak to other instructors and co-ordinators

· Working group members to speak to other working group members

In the instructors and co-ordinators section - the pages on the VLE for each course type (e.g. APLS) will contain the following:
	Coordinators

· Welcome and forum

· Links to generic organisation package and specific organisation pack including ALSG forms

· Training packages on the use of the VLE 

	

	Instructors

· Welcome and forum

· Introduction to how the VLE works for them

· Link to the e-external assessment form and downloadable external assessment form

· Course Dates and email links to centres

	

	Teaching Materials Page

· General forum for communication with both co-ordinators and instructors 

· Update forum for issues around updated materials

· Teaching materials to download

· Instructions for accessing candidate feedback (critiques)


OVERVIEW

This chapter aims to give an overview of the organisation behind an ALSG course.  The organisation is the prime responsibility of the course co-ordinator.  The course director has overall control of the course not only from an organisational, but also from an educational point of view.  

There is obviously more than one way to organise a course and constraints placed upon the course co-ordinator due to space, time, finances and other organisational issues can affect this.  The following chapter documents the method we have found to be successful and have developed over the years.  The chapter will cover the following areas in broad detail but it should be used in conjunction with the regulations, which give more detailed information about specific forms that should be used etc.

Throughout the organisation chapter, reference is made to pre-prepared documents on the VLE based organisation package, which you can amend, merge and print.  It is essential that you use these pre-prepared documents (amended for local circumstances) as they contain important information for candidates and faculty alike.  Instructions on how to use these documents are provided on the course co-ordinators area of the VLE.

1.1 
Local Course Centre Organisation

When you are considering organising an ALSG course for the first time in your centre you should decide upon the following items:

1.1.1
Course Director

All ALSG courses should be directed by a fully accredited director who must be present throughout the course. Further guidance on director duties can be found in the course regulations on the VLE based organisation package. The Course director must be available at regular intervals before, during and after the course to provide any administrative staff with their full support.

1.1.2 
Course Administrator/Co-ordinator

The ALSG course should be organised by a local team.  Following the identification of the Director, it is essential to then consider the Course Administrator/Co-ordinator roles.  These roles may be undertaken by one person or may be two or more. The Course Administrator ideally needs to be available for enquiries throughout the year and this person will probably take responsibility for the paperwork and the bookings and candidate/faculty liaison.  The Course Co-ordinator on the other-hand has responsibility for the smooth running of the course itself.  As a guide, the combined role will require approximately 120 hours of work per course.

1.1.3 
Equipment

Please refer to the course specific equipment list for details of all requirements.

1.1.4 
Setting the Course Date

It is important when setting the date for your course that you consider faculty and equipment requirements.  If you feel that either of these might be an issue, then consult the ALSG website for other course dates prior to setting yours (www.alsg.org). 
When the date is set, you will then be in a position to move on and begin the detailed work of the course organisation. 

SECTION 2

PRE-COURSE ORGANISATION

2.1 
At least 4 months Before the Course

2.1.1. Candidates – shortlist and offer letters

As soon as you have finalised your course date, you should let ALSG know by clicking on the email link on the co-ordinator page of the VLE.  Your course will then be published on the overall course list with a link to an email form which will come directly to you from potential candidates.  Some courses have regulations on the number that should be recruited via this route – please refer to the course regulations.
After having chosen your candidates, the offer letters should be sent out.  Include a booking form with the offer letter and specify a particular date by which this should be returned.
2.2 
At Least 2 Months Before Course
2.2.1 
Application and Materials order to ALSG

An approval e-form should be sent to ALSG.  You will then be allocated a course approval number.

An order should be sent for all course materials (as detailed on the order form) as early as possible. The order will not be despatched until the course is approved and full payment has been received.

2.2.2 
Programme

The standard programme is included on the VLE organisation package.
2.2.3 
Faculty

Write to or telephone potential faculty members to confirm their availability and to check on accommodation and dietary requirements.  Recruit faculty according to the regulations. 

2.2.4 
Facilities

Book a venue for the course, which includes:

1 lecture room

plus
a teaching/testing station room for each station (e.g. if a maximum number of six stations in any rotation, then six rooms will be required ideally).  However, the minimum number of rooms should be the number of groups on the course.  The lecture room can be one of your teaching rooms if necessary.

Plus
1 faculty room.
Try to ensure that all the rooms are close together.  

2.2.5
Catering

Arrange for meals and coffee during the course and also for the course dinner (including transport if this is not on-site).  Ensure that you check for any special dietary requirements with all candidates and faculty members.  Remember then to pass this information on to the caterers.  An easy way to let the caterers know times for coffee breaks, meal breaks etc is to send them a copy of the programme with the breaks highlighted.  

2.2.6
Other Services
· Book hotel accommodation

· Book tables at restaurants for the candidate meal

· Scenario/Moulage Assistants/Patients (where required)
Assistants may be required for each of the scenario testing stations.  It is normal practice to pay these a small honorarium.  Try to give them as much notice as possible and brief them in advance about what will be required of them.  Make sure they have a map/directions to the course venue and are aware of the time they will be required.
2.3 
Approximately 6 Weeks Before Course
2.3.1 
Candidates Pre-course material package

Send out the candidates' pre-course material between 6 weeks and 4 weeks before the course to give candidates time to assimilate all the information.  The package should include:

· Candidate instructions (see VLE organisation package) – it is important to use the standard one because it describes the use of the on-line MCQ system.

· Course Manual 

· Programme (N.B. Do not send faculty programme by mistake)

· Map/Directions to course venue

· Details of local hotel accommodation (they should book this themselves not through you)

· Any additional paperwork stipulated in the regulations.

2.4
4 Weeks Before Course
2.4.1
Instructors Pre-course material package

Send out the pre-course material to instructors, which should include:

· Letter (see VLE organisation package) including details of any hotel accommodation which has been booked for them.

· Instructor Manual (if first course for a fast track instructor)

· Programme - the Instructor programme should detail faculty allocations.

· Map/Directions to course venue and hotel

You may find it useful to follow the despatch of the faculty packs with a phone call or email directly to each member of faculty. This enables you to check that they have received the pack and are happy with the hotel accommodation you have booked for them. It also allows them an opportunity to ask you any questions they may have.

2.5
In Advance of Course
2.5.1
Welcome Package

Prepare the welcome package for candidates, which should be given to them at registration and should include:

· Welcome letter -  (see VLE organisation package)

· Label  - (Merge document on VLE organisation package)

· Badge - (Merge document on VLE organisation package)

· Programme – (see VLE organisation package)

· Faculty Listing -  (document on VLE organisation package)

· Candidates Listing - (Merge document on VLE organisation package)

Faculty will also need a welcome package, which should include:


· Label - (Merge document on VLE organisation package)

· Badge - (Merge document on VLE organisation package)

· Final Programme – (see VLE organisation package)

· Faculty Listing - (Merge document on VLE organisation package)

· Candidate Listing -(Merge document on VLE organisation package)

A copy of an instructor manual and all materials from the instructor CD-ROM should be available for reference in the faculty room throughout the course. Mark this clearly as reference so it doesn’t get confused with faculty’s own manuals.

2.5.2
Marking Sheets

We have found that the more preparation you carry out before the course, the better the course runs.  This is especially true where the marking sheets are concerned.  It is recommended that the following are prepared in advance:

· Teaching Station Feedback Sheets (VLE organisation package)

These show the rotation in detail on the marking sheet and help this to run   more smoothly.  Faculty members are asked to assess candidates on the following scale:

R = Remedial; S = satisfactory; I = consider for Instructor Potential {On all except 1 day courses where I is not an option}

· Overviews of Rotations – included in course programme (web-based organisation package)

The course co-ordinator should have a set of overviews, which enable him/her to maintain control of the timetable more effectively.

· Scenario and Practical Skill Testing Sheets (web-based organisation package)

These should give details of the candidate’s name, status, specialty and hospital and should be placed in order for the instructors.

2.5.3
Other Paperwork

You will need to ensure that you have sufficient copies of the following available for the course:

· Copies of guide notes for each of the workshops / skill stations from the instructor CD-ROM to go on clipboards with the mark sheet in each room.

· Copies of all scenarios to be used on the course (you may find it useful to colour code by scenario type and laminate for durability)

· MCQ papers (one per candidate)

· Incomplete Attendance Forms (to be given to any candidate who misses any part of the course)

2.5.4
Equipment

Equipment is extremely important.  Ensure that you have all the equipment listed on the equipment list (web-based organisation package).  If possible arrange to have spares available and also to have additional batteries and bulbs. 

In addition to the teaching/testing station equipment you will need:

· Audio visual equipment as per the equipment list in the web-based organisation package.

· Pencils/erasers for MCQ paper

· File for each candidate - this is used to keep all result sheets in order to make referral easy.

SECTION 3

COURSE ORGANISATION ON THE DAY
3.1
Co-ordinator Duties

The course co-ordinator should be available at all times during the course to troubleshoot and to make sure that the course is running to time. 

3.2
Faculty Meetings

These meetings should be held at the beginning of the first day and at the end of each day and at the end of the course.

The aim of the faculty meetings is to:

· Ensure all faculty members are clear on course guidelines 

· Ensure I/Cs are allocated mentors

· Ensure all faculty members are happy with lecture material, teaching station material and testing station material.

· Discuss problems identified with particular candidates and direct the faculty mentor to discuss the problems with the candidate and arrange extra teaching as necessary. 

· Highlight candidates who are doing well.

· Give feedback on all candidates so that the mentors can then feed this back to the candidates throughout the course.

At the faculty meeting at the end of the course, the faculty should:

· Select I.P.s according to the method described on the web-based organisation package.

· Briefly discuss any problems with the course, which need rectifying before the next one.  These may be highlighted by the faculty feedback forms.

A Course Directors Faculty Meeting Checklist is provided on the web-based organisation package.

3.3
Lectures

· Check that the projector is working and focussed properly.

· Check that seating is arranged so that all candidates can see.

· Check that the instructor has arrived and has his/her slide CD-ROM and is aware of the lecture time and length.

· Give "5 minute warnings" at the end of each lecture to keep lecturers to the time allocation - if room set up allows.

3.4
Demonstrations

· Check that the equipment required is available.

· Check that the faculty members involved are aware of the time and length of the demonstration.

· Check that the scenario has been chosen and practised in advance of the demonstration.

3.5
Teaching Stations/Workshops and Scenario Teaching

· Ensure that relevant copies of guide-notes and scenarios are on a clipboard in the room with the mark sheets.

· Remind and assist faculty members to set-up their equipment for the teaching stations well in advance to enable you to collect together any missing equipment.  An equipment list is given on the web-based organisation package.   A copy of the relevant skill station material which includes an equipment list should be made available in each teaching station. 

· Label the doors to make rotation easier.

· Inform candidates and faculty of room allocations.

· Give the teaching station sheets (on VLE organisation package) to the faculty member(s) responsible for each particular station.  Make sure that they are aware how you want them to be completed.

· Give "5 minute warnings" before a changeover is due to keep faculty members to the time allocation.  If you are not strict about changeover times, complications arise and there will be an unfair distribution of teaching amongst the candidates.

3.6
Testing Stations

3.6.1 
Scenario and Practical Skill Testing

· Again, remind faculty members to set-up their equipment for the testing stations well in advance to enable you to collect together any missing equipment

· Label the doors to make rotation easier.

· Inform candidates and faculty of room allocations (try to ensure that the rooms are close together).

· Give the testing station sheets (VLE organisation package) to the faculty member(s) responsible for each particular station.  Make sure that they are aware how you want them to be completed.

· Ensure that changeover time is adhered to as much as possible.  If you are not strict about changeover times, it can complicate matters considerably.  

· Collect in the assessment sheets as often as possible.

· Arrange retests as necessary.

3.6.2
Written Examinations

· The pass mark for the candidate written papers is 80%.

· Allocate an extra person to invigilate the written papers.  This will ensure that the course co-ordinator is free to collect in and collate the results and troubleshoot.

· The course co-ordinator should then ensure that the papers are marked and the results transferred to result sheets.  

3.7
General

Throughout the course, the course co-ordinator should be thinking about the timetable at least one/two hours in advance, to ensure that everything is prepared. 

As and when problems arise, the course co-ordinator should be available to solve them (as mentioned in the introduction this should be in consultation with the course director).

Results from marking sheets for all teaching stations should be collated and transferred to the summary sheets (on VLE organisation package).  Results from testing stations should be transferred onto the candidate excel spreadsheet, these can be merged with the candidates individual result sheets.  These should be handed to candidates at the end of the course.

SECTION 4
POST-COURSE ORGANISATION

4.1 
Certification

The post course returns should be completed as per the instructions on the VLE organisation package as soon as possible. Once validation checks have been carried out by ALSG, your faculty will receive an email informing them the course evaluation is available on-line. Successful candidates will be advised to print off their certificates – they will only be able to do this after completing the on-line course evaluation.

4.2
Equipment

Equipment should be checked against the lists and returned.

4.3
MCQs

Following the course copies of any MCQs should be destroyed to avoid confusion – MCQ papers may have changed by the time you come to run your next course.

4.4
Accounts

Ensure that:

· all candidates have paid.

· faculty members have been paid expenses.

· all suppliers have been paid.

and then finalise the accounts.

4.5
Re-sits

Please refer to course regulations for the time limits for re-sits.

Re-sit MCQ papers can be taken on line under the supervision of an Instructor or co-ordinator.  The candidate must arrange with the instructor for a convenient time, within the time limit specified in the regulations.  ALSG will review on-line resits regularly and issue certificates as appropriate.  To register for an on-line resit, you should click the link on the course co-ordinator’s page of the VLE.

Candidates who need to re-sit any of the practical testing stations, or who miss any part of the course, should be invited back to the next available course. Arrangements can be made directly with other centres if this is more practical.  They need to be given an Incomplete Attendance Form (VLE organisation package) to take with them.
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