CORPORATE TRAINING PROGRAMME
ATTENDANCE/CANCELLATION PROCEDURE FLOW CHART

Internal recharge for course fee
(if a fee carrying course)

Joining instructions sent out to candidates .
Cancellation
received

Attendance list drawn up by ODU for facilitator
Over 5 Under 5
working working
days’ days’
notice notice
Facilitator checks:
No charge
CHECK LIST:
Late starters — time noted Waiting list
Early finisher — time noted candidate
given
Non-attendees joining
Full attendees instructions
Full attendance Part attendance Non-attendance
Attendance Percentage of
logged in attendance
ResourceLink logged
Over Under
85% 85%
Certificate awarded Certificate not Course
(if applicable) awarded. marked as
Course marked not attended
as incomplete

Internal
recharge for
non-attendance

Internal
recharge for
cancellation

ODU inform Directorate of incomplete attendance, non-attendance
and cancellations with reasons given by candidates




