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Coordinator Tasks – closing off an activity  Apr 26 
 

Collect docs from tutor  - have conversation with 
them about what worked well and what can be 
improved  

  

Collect Go box and any resources – return to 
reception for restocking/ cleaning 

 

Tutor return signed with any invoices to Karen  

Upload photos to Smugmug – add link to Project 
plan 

  

Update REAPiT  
Update details on each tab – add any relevant 
notes to general comments  
Add rationale for variance  
Narrative – outcomes and impact  
Add any qualification gained e.g. licence  

 

Reception/ACE Admin can do these – Coordinator 
to check them. Initial when completed. 

• Check enrolments entered  

• Check all learner demographics entered 
including NSN – if missing let ACE Admin know 

• Check all learners on attendance sheet have 
enrolment form or enrolled via IBDN website 

• Attendance hours added   

• Change learner from pending to completed  

• Evaluations Entered  

• Print evaluation summary  

• Print Cover Sheet 

Update project plan with post actions – 
Add tutor and coordinator reflections PNI 
Print and sign 

 

Collate all docs together into a pack 
Signed Coversheet  
Signed Activity summary 
Project plan 
Signed Costing sheet 
Attendance sheet 
Enrolment forms if applicable– in alphabetical 
order 
Evaluation summary 
Evaluation forms 
Flyer 
Relevant info such as course notes, communication 
with tutor or learner audience, etc. 

 

Give pack to team leader  
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