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NOS Document Maintenance (Admin) Site
The main admin site is where all of the NOS publication and approval work is done. To access the site
go to:

www. ukstandards.co.uk/admin

Prior to your initial use, you will need to request a login to be set up via nos@ ukces.org.uk
Welcome Page

This is the main welcome page that SSC/Os will see. SSC/Os will see the list of projects under review
for their own organisation.

NOS Maintenance | Home | About NOS | Search | Help | Contacts | Cymraeg

Welcome to the NOS Document Maintenance Site
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Dashboard - List of project s currently under review/development panel
This will show all the projects that the user’s organisation is currently reviewing or developing, along

with a status/colour code for each section to indicate the current position of each project within the
review process. There is also a filter that will allow the user to filter the list and only show projects
according to which sections have work outstanding.

This list is also available by clicking the Dashboard link in the left navigation panel.


http://www.url.com/admin

New Project/Part A
To start a new project click New Item on the Dashboard page (see above screenshot).

SSC/Os will be presented with the following screen, allowing them to input the title of the project.
Projects will automatically be allocatedto their SSC/O.

Pages - PartACreationForAdmin

PartACreationForAdmin\WebPart

Title =

Cancel

Done & [@ € Internet | Protected Mode: Off dg v H100% v
SSC/Os need to input the title of the project and click Save

All users will then be presented with:



Part8 Checklist

aiting Part A Review, aiting Part A Review,

Cash and Valuables in Trz

England | Wales | Scotland | Northern lreland _

Rationale *

Cutline the type/method of engagement activity and the rationale for
its choice - for example, engagement activities may consist of anline
surveys. focus groups, advisory panels, working groups or other
suitable methods

Employers/Organisations =

Cutline the target audience for this activity Give appropriate details
of the employers/organisations approached with particular regard to

their size (small, medium or large) and geographical location

Timescale *

Give dates, locations and timescales for events connected to each
of these activities

Done & [@ € Internet | Protected Mode: Off dg v H100% v
Simply complete each section on each Nation Tab page. All sections are mandatory.

You are able tosave as you go by clicking the Save button. This will save the details entered so far,
and allow you to come back later and complete the rest of the sections. The saved project will now
appear on the Dashboard page. Once a Part A has been started and saved, you are now able to start
populating the QA Checklist (indicated by the Awaiting Submission status/yellow link colour).
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Clicking on the Part A link in that view will open the Part A, complete with previously saved
information.

Finish completing information on all four nation tabs and click Submit to UKNP. Any errors will be
highlighted, and will need to be rectified before submission is permitted.

Welsh Language *
Outline how you measured employer demand for Welsh

translations of the NOS. Please refer to DCELLS Guidance

 You
-1 hay " I o i 1 1 ] H 1 f I
http:/fwales_gov.ukftopics/educationandskills/publications/circulars/? TR R R DT T L
lang=en

There are some fields have not been filled. Please check all tabs.

[ Save ] [ Eiibmit to UKHP ] [ Cancel

An error below an answer box indicates that field needs to be completed before submitting.

Check eachtab for error messages and correct as necessary and re-submit.

Once submitted the Part A will appear on the Dashboard page, coloured blue indicating it has been
Submitted and is Awaiting Review.



During approval, as each nation Panel approves or rejectsthe submission, all members with a login
for your SSC/O will receive an email notification stating whether it has been approved or rejected.

If the Part A is returned by the Panel, you will be able to access the Part A form to view their
comments. You can reply to their comments by clicking the reply button, as well as modifying the
submitted information.

212011 4:03:07
PM

England Gareth Ashby Approved Approved

Reply

Once the Part A is fully approved by all 4 nations, the Dashboard section will be updated, and you
are able to uploading draft NOS documents, when you are ready.
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When the Part A is viewed again, it will show all the information as read only, and will contain a list
of the comments submitted by the Panel during the Approval process.

Uploading Draft NOS
To upload Draft NOS, the SSC/O clicks the NOS (awaiting submission draft/yellow) tab on the
Dashboard page.



Checklist

Title Tree Work

NOS Documents
Upload Single Document | Upload Multiple Documents | New Document |

File Name Status NOS Title

Supporting Documents
Upload Single Supporting Document | Upload Multiple Supporting Documents

here are no items to show in this view.

Save (Not sent) Submit Draft NOS ] [
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This page has two sections — NOS documents and Supporting Documents.

There are three ways to upload documents to the system — either load a blank NOS Template and
complete online, or upload single or multiple completed documents.

To start a blank template and complete online, click the New Document link. This will load the blank
DOCX template for you to complete. Once completed, click save within the document to save the
document to the window.

To upload single or multiple documents, click the relevant Upload Documents link to be presented
with the Upload screen.



1
--JDrag Files and Folders Here

Browse for files instead

0 out of 0 files uploaded
Total upload size: 0 KB

| Cancel

Depending on the version of Windows and Internet Explorer you are using, you will be presented
either withthe Drag and Drop window as shown, or a Windows Explorer style window. With the
Dragand Drop window simply browse to the required NOS documents in either DOCX format or an
XML file that conforms to the required schema, and drag them to the Drag and Drop window. Once
all the documents have been added to the window, click Done to returnto the main Upload Screen.

These documents must be in the correct version of the NOS docx template. AlINOS documents
should have the full URN only as the title eg ASTFM14. For details of how to populate the NOS

template, please refer to the NOS Template Guidance and examples available at:
http://www.ukstandards.co.uk/help/Pages/Guidance-Notes.aspx

Please note you only need to submit new or revised NOS for approval. Please see the section on
Final NOS for the process for imported NOS.

Any incompatible file formats will be indicated within the screen. These files will not be uploaded to
the system and should either be re-uploaded in the correct format.

The system will attempt to get all the metadata from the document and add to the relevant
metadata fields for the document. If this is successful you will see an OK message next to the
document within the upload screen. You do not need to edit the metadata for the document unless
you wish toadd additional metadatatoit

Addressing missing values
If metadata is needed, most likely because the system couldn’t get the data from the document, a
message will appear indicating missing values and you need to edit the metadata.

To adjust the metadata on a document click the Edit link. This will load the metadata window and
show you all of the metadata available for that document. Simply change the data for the required
field and press save. Any mandatory fields are marked with a red asterisk (*).

Please note that Suites and Relevant Occupations are pre-populated pick lists, so this information in
your NOS documents needs to match the existing items in the lists. If you require items to be added
to these lists, please request this via nos@ ukces.org.uk prior to uploading your draft NOS.



mailto:nos@ukces.org.uk

Peer Review

From the metadata page, you are able to mark up NOS for peer review. By checking the box next to
peer review in the metadata for each individual NOS, this will enable log in users (S5C/Os and Panel
members) to be able to view these NOS. This functionality has been added at the request of SSC/Os
to enable other SSC/Os to view their NOS and to send comments to the originating SSC/O separately

via e mail. Please note that you will need to separately inform specific SSC/Os that you have done
this to alert them.

Uploading Supporting Documents
This includes status of NOS lists and support for imported and tailored NOS. Any file type canbe
uploaded, and documents must be completed on your own system prior to upload.

Draft NOS Submission

Once all the NOS documents have been uploaded and their metadata completed, theyare ready for
submission for approval as draft NOS. Click the Submit Draft NOS button to submit them for draft
approval. Once submitted you will not be able to edit the metadata or the documents until England
and Scotland Panel members have either approved or rejected the NOS.

England and Scotland Panel members will review the NOS and supporting documents submitted,
along with their metadata, and you will receive an email notification when they have either
approved or rejected the document(s), along with any comments made. If the NOS are rejected then
you will need to make any amendments necessary and resubmit as Draft NOS.

Checklist
Once Part A is approved, you canstart to populate the checklist but you should only submit the
completed checklist alongside Part B.

The Checklist is accessed from the Dashboard page.



PartA PartB Checklist Documents

Title Demo Test

SSC Producer - How have you ensured -
that you have met the NOS Quality

Criteria in relation to Functional Analysis

(refer to Section 3 of the NOS Quality

Criteria)? -

S5C Producer - How have you ensured -
that you have met the NOS Quality

Criteria in relation to the ldentification of

existing NOS and common functions

(refer to Section 4 of the NOS Quality -
Criteria)? *
SSC - How have you ensured that you -

have met the NOS Quality Criteria in

relation to the Specification of NOS (refer

to Section 5 of the NOS Quality Criteria

for the detail of each component)? = -

SS5C - Does each NOS have a unique, -
concise title which clearly and accurately

describes the function and enables the

MNOS to be used outside the sector if

appropriate? (5.5) = -

S5C - UK wide standards: In what ways -
have you ensured that you have

systematically collected, managed and

used feedback on the NOS to ensure they

can be used across the UK, and that -
consultation has taken place across a

representative sample of employers in

each nation across the UK? (5.17)=

How have you ensured that you have met -
the NOS Quality Criteria in relation to the

Importing and Tailoring of NOS (refer to

Section 6 of the NOS Quality Criteria) =

Tailoring NOS: In what ways have you -
ensured that there is a clear rationale and
a critical need to tailor NOS? (6.2)

I Save ] Internal Submission ] [ Cancel

Populate all sections of the Checklist.



Click Save to save your progress so far, and complete later. Click Submit once you have answered all
guestions to submit the form for internal QA checking, correcting any errors found if necessary.

Tailoring MOS: In what ways have you -
ensured that there is a clear rationale and
a critical need to tailor NOS7? (6.2)

You must specify a value for this required field.

Internally Reviewing submitted Checklists before sending to UKCES

Any Checklists submitted need to be internally checked by someone else in your organisation before
you submit the completed checklist to the UK Commission for final approval. You should already
have allocated someone internally as your 2™ level QA person.

To access and review a submitted Checklist, the user simply clicks the Awaiting my approval left
hand menu option. This opens up all projects for your SSC/O with checklists for internal review.
Click on the Checklist tab in the relevant project. This will show as Awaiting Review/blue.

NOS Maintenance | Home | About NOS | Search | Help | Contacts | Cymraeg

Awaiting My Approval

NOS QA PROCESS

The NOS Quality Assurance Process

| Awaiting My Part B & NOS :
e Pre-D Part A Submissi Checklist Fina) Mo
PP i = o i Submission
Activity & Sign off Submission

% & Approval
+ DashBoard & sign off

Reporis
+ Top Searches

+I NOS Statistics .Awamng Other Form(s) Awaiting Submission .Awamng Review .Appruve:l

Include
, Peer Review Parta [7] PartB [7] Checklist [7]NOS [7] Welsh NOS
Documents Apply
Tools
.2 EXpDI‘l—TDDI There are no items to show in this view

Privacy Terms Copyright © 2011 UK Commission for Employment and Skills All rights reserved.

& & Intemnet | Protected Mode: Off f3 v H100% -

This will load the Checklist form, with submitted information as read only, with additional boxes
where the user cancarry out the second level internal QA. Once completed click on the submit to
UKCES button.
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PartB
Part B follows the exact same process as Part A but is started by clicking the Part B tab on the

Dashboard page for the relevant project. This will load a screen similar to that of Part A which needs
completing in the same way. Complete each question, saving as you goif necessary by clicking the
Save button. Once complete click the Submit to UKNP button and if necessary correct any errors
indicated.

Pages - Part B

Checklist

Title Cash Processing 2011

L England | Wales | Scotland | Northern lreland _

Give details of those who participated in your engagement activities *

Give a brief summary of your English findings/outcomes *

Explain how the findings in England informed the development of the
NOS =

Highlight any specific issues raised by those consulted in relation
to:

Done & [@ € Internet | Protected Mode: Off da v H100% v

Add any comments needed and click Submit to UKCES for approval.

Submission of Final NOS

Once Part B has been approved by all 4 nations and the checklist has been approved, you should
upload your final NOS and supporting documents as per the process described under Draft NOS.
Simply open the NOS (awaiting submission final/yellow) screen from the Dashboard page, upload
the final NOS and supporting documents and press Submit to UKNP.

You only need to upload new and revised NOS.

12



Imported NOS

Where you are importing NOS from elsewhere, whether your own NOS from another suite, or from
another SSC/O, these do not need to be uploaded on to the NOS Database. Eachindividual NOS will
only appear once on the NOS Database.

As part of the dialogue you would normally have with SSC/Os whose NOS you are importing, you
would ask them to add the relevant metadata tothe back page of the original NOS eg you would
need to ask the relevant SSC/O to add the name of the suite you have imported this NOS into. You
will need to agree a timescale with the relevant SSC/Os for them to make these changes, to take
place post approval of your current project.

If you are importing your own NOS from other suites, you would need to update this information on
the relevant original NOS. We would recommend in these instances, that you make the changesto
the metadata of the NOS you are importing and submit these along with the new and revised NOS as
part of your current project. This will save you time and effort at a later stage.

Final NOS approval

Once the Final NOS have been approved, they will be published into pdf and made live on the public
NOS Database website. At the same time, all staff with logins for your SSC/O will receive an e mail
notification informing them that the final NOS have been approved.

The content of NOS documents including the metadata onthe last page will not be able to be
changed without completing the full Project approval process again. The system metadata canbe
changed by the originating SSC/O by accessing the individual NOS document via the searchfacility
and clicking on the edit icon.

Submitting Welsh Documents

To access the facility to submit NOS in Welsh for approval, uncheck the completed box on the
Dashboard page and click apply. This will bring up a list of all projects including those completed to
the final English NOS stage. Click on the Welsh NOS tab of the relevant project. This will open a
screen which will enable you to upload Welsh NOS documents in the same way as the English
version. Thereis a separate Welsh NOS docx template under the New Document link as opposed to
the English version.

Welsh NOS can only be submitted once the English versions have been fully approved and there is
only a final approval process. The one submission and subsequent approval will result in the NOS
documents being made live and publically available.

13



Other facilities for SSC/0 login users

Reports
From within the Admin site you are able to view various reports from the reports section of the left

navigation panel. Simply click the report that you wish to see to be taken to a page showing that
report.

NOS Statistics
This report will show you the top downloaded NOS for each of the groups authenticated users (those
with logins) and public users.

Peer Review Documents
This report shows you any NOS that SSC/Os have made available for peer review (see Peer Review

section on page 8). It will show a list of NOS ordered by SSC/O, along with some key data about that
document. Simply click the document to view the NOS and e mail your comments directly to the
relevant SSC/O.

Export Tool

This tool will allow admin users to export data from the system in XML format. This will enable the
data to be imported into other systems quite easily.

To export data, click the link to be presented by the export criteria page. Choose the criteria for the
export, such as Organisation or occupation and click Export. The system will then search for all the
documents that matchyour criteria and generate anxml file with all the data. Because of the time
this process could take, your file may not be available for some time, Therefore you will be emailed
with a link toyour file, which you can click to download it to your local machine.

Search and Search results

Free Text Search

The easiest way tosearch for documents is to use the free text search. Simply type the word or
phrase into the search box and click Search. This will search both the metadata for the document as
well as the document itself, for the word or phrase entered.

The full search functionality will be re-introduced from the end of September and a Version 2 of this
document will be produced to include user guidance for this area.

Search results and Search refiners

Whichever method of searching you choose, the system will show the results of the search in the
results page. This will show links to the NOS that match the search criteria, along with additional
data on the NOS that will help you give context to the document. Simply click the name of the
document to open it and view its contents.

The results page will also show a series of 'refiners' that will allow you to narrow down the results in
order to find the required document more easily. This appearsat the left of the page, and contains a
series of fields and values. The number within the brackets next to eachvalue indicates how many
documents have that value associated with it.
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You can click on one of the values to refine the search results even further. The system will then only
show the documents that have that field value, making it much easier for you to find the
document(s) required.

Bulk Download

You are able to bulk download multiple documents into a zip file on your local machine. You choose
which documents to download by clicking the check box next to each document link, so thatan X
appears in it. Once all the NOS documents required are checked, click the Download button to save
the files into a zip file. You will be prompted to select a location on your local machine where the file
is to be saved to, as well as being able to change the file name.

Once downloaded, simply open the zip file to view the individual documents.

15



Public Web Site

Welcome Page

This is the main page that all visitors will see when browsing to the site.

/= Welcome to the National Occupational Standards (NOS) database - Microsoft Internet Explorer provided by UKCES
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Welcome to the National Search the standards database from here

Occupational Standards (NOS) SEARCH

database

This website contains the National Occupational Standards for all sectors of UK industry and ultimately

aims to help raise performance in business, industry and the public sector. Find Out More About NOS

See how NOS can help and are used by:

Qualifications

m

Individuals Employers Regulators Education sgg?r:cﬁ,;“!as
& & and Awarding & Training Standards Settin
Employees Businesses Bodies/ Providers 9

Organisations Organisations

Click here to see which NOS are under review in the next few months, and see how you can get involved. This includes links to current live
consultations.

FLEASE NOTE THAT WE ARE CURRENTLY IN THE FROCESS OF CONVERTING ALL THE CURRENT APPROVED MOS INTO THE AGREED NOS TEMPLATE.
THIS MEANS THAT THE WEBSITE |5 LIVE WITH LIMITED SEARCH FUNCTIONALITY. THE TARGET FOR COMPLETION OF THIS WORK 15 34 5T AUGUST.

et | Protected Mode: Off

Navigation
This is the main navigation panel for the site. Either click on the link, or hover for a drop down menu
of more pages. Home will take you back to the main welcome page.

Home | About NOS | Search | Help | Contact Us

.

Free Text Search
Search is either available via the home page or through the drop down link under search. Simply
type in the search word or phrase and click search.

The full search functionality will be re-introduced from the end of September and a Version 2 of this
document will be produced to include user guidance for this area.
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Search the standards database from here

Search NOS SEARCH

Advanced Search

About Links
These are the main links tothe help pages, giving more details about what NOS are and how they
relate to different people.

These pages are also available through the About NOS link on the main navigation bar.

FIND OUT MORE ABOUT NOS

See how NOS can help and are used by:

||| REGULATORY | ||| ‘ ‘FSECTOR SKILLS |

EMPLOYEES BUSINESSES ‘ ety PROVIDERS aNeATous | |
|ORGANISATIONS

| | ORGANISATIONS

The NOS Database as a communication tool

The following areasof the website are available so that we can all make use of the NOS Database
public website as an effective to tool to raise awareness of NOS and encourage more employers and
stakeholders to make use of these valuable resources. The website is therefore reliant on SSC/Os to
provide nos@ ukces.org.uk withaccurate and current information. As we all begin to signpost
employers and stakeholders to the NOS Database website, this is an important mechanism to also
involve more people in your current work and consultations.

Consultations and current projects
Throughout the site, public users are signposted to the page below via t he following information

with links: Click here to see which NOS are under review in the next few months, and see
how you can getinvolved. This includes links to current live consultations.
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/f Ongoing NOS Consultations - Microsoft Internet Explorer provided by UKCES
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The list below shows details of current ongeing NOS consultations

Josie Armitage ~

Project Name: Management and Leadership NOS
Description: A review of these NOS which form an
important part of all management qualifications and
the Management & Team Leading Apprenticeships
Start Date: 23 August 2011

End Date: 16 September 2011

Undertaken By: CfA Business Skills @ Work

Project Hame: Youth Justice, Custodial Care, Witness
Care, Casewaork for the Justice Sector, Managing
Justice Sector Services

Description: A scoping exercise to gauge the demand
for a review of the above NOS Suites

Start Date: 01 July 2011

End Date: 30 November 2011

Project Name: Mational Occupational Standards for
the Gambling-Related Harm Workforce

Description: A project to develop a suite of NOS for the
gambling -related harm workforce

Start Date: 01 June 2011

End Date: 28 February 2012

Undertaken By: Skills for Justice

tndertaken By Sfittsfor Justice

Project Name: Children’s Care Learning and
Development - Welsh

Description: Full review of these NOS

Start Date: 01 April 2011

End Date: 30 March 2012

Undertaken By: Skills for Care & Development

Project Name: Health and Social Care NOS - Welsh
Description: Full review of these MOS

Start Date: 01 April 2011

End Date: 30 March 2012

Undertaken By: Skills for Care & Development

Project Name: Wood
Occupations/StonemasonryHeritage Skills - Carving
Description: occupational representatives have
requested the development of at least one standard.
Start Date: 07 March 2011

End Date; 23 December 2011

Undertaken By: ConstructionSkills

Project Name: Cladding Operations — Plant
Ergonomic Manipulating Machines
Description: Occupational representatives have
indicated that changes are required.

Start Date: 16 March 2011

Project Name: Removal of Hazardous and MNon
Hazardous Waste - Asbestos Survey

Description: Potential new NOS, in discussion with
Asset Skills

Start Date: 04 February 2011

Project Name: Associated Industrial Services —
Facade Cleaning —Heritage Skills

Description: Occupational representatives have
indicated that changes are required.

Start Date: 06 December 2010

Fnd Nate: 23 Necember 2011

Fnd Nate: 23 Necember 2011
[

Fnd Nate: 23 Necember 2011
|

@ e Internet | Protected Mode: Off v

» | fj 0.

R

The success of this part of the website is reliant on SSC/Os providing up to date information on your
current NOS consultations and was added at the request of SSC/Os to have this facility available so
both other SSC/Os and partners are aware of current projects. Please provide information on your
live NOS consultations via e mail to nos@ ukces.org.uk

Werecommend that you make use of this valuable facility by sending this information throughon
aregular basis.

The bottom of this same page shows details of current NOS projects for SSC/Os. Againthe success
of this part of the website is reliant on SSC/Os providing up to date information on your current NOS
projects and was added at the request of SSC/Os and other partners to have this facility available.
Please provide information on any new or changed projects via e mail to nos@ ukces.org.uk. The

information currently on this page is taken from current SSC/O contracts but we are aware that
SSC/Os are starting different projects throughout the course of the year and we would need this
accurate information to put on the website.

Werecommend that you make use of this valuable facility by sending this information throughon
aregularbasis.
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Josie Armitage ~

The list below shows details of current NOS development and review projects. Please contact the relevant Sector Skills Council or standards setting
organisation to get involved.

AssetSkills: Commercial Energy Advice; Facilities Management, Pest Control; Residential Block Management; Residential Landlords; Cleaning and Support
Services - Clean Rooms; Cleaning and Support Services - Fire and Floods; Cleaning and Support Services - Generic; Cleaning and Support Services - ICT
Equipment; Cleaning and Support Services - Industrial Cleaning; Domestic Energy Assessors; Housing: ORs, DECs and ARs; Valuation of

Residential Property for Secured Lending

m

CfA Business Skills @ Work: Human Resources; Management and Leadership; Trade Union; general pan sector high level review; Lip speaking;
Enterprising skills i

Cogent: Nuclear Operations; Packing: Nuclear Material Accountancy and Safeguards; Water Treatment Management; Sustainable Business Practice

ConstructionSkills: Construction Operations; Road Building: Highways Maintenance and Repair; Decorative Finishing and Industrial Painting Occupations:
Trowel Occupations; Town Planning. Conservation and Building Control

Creative & Cultural Skills: Archaeological Practice; Live Events & Promotion

e-skills UK: IT & Telecoms Professional; IT Users

& @ Intemet | Protected Mode: Off v ®100% v

Case Studies

Case studies showing arange of users eg employers who have effectively used NOS, how they have
used them and the benefits of doing so have been made available by audience. SSC/Os and other
stakeholders have sent these through to be uploaded on to the website.

Again the success of this part of the website is reliant on SSC/Os providing up to date case studies

and this facility was added at the request of SSC/Os and other partners. Please provide up to date
case studies via e mail to nos@ ukces.org.uk. We recommend that you make use ofthis valuable
facility by sending this information throughon aregular basis.
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Case Studies for Employers and  search the standards database from here

Here are a selection of case studies showing how employers and businesses are using NOS

Case study Ad sales Guardian news and media.pdf

Case study Ad sales IPC media.pdf

Case study Ad sales Kent Messenger.pdf

Case study Armourers. pdf

Case study Courts Tribunals Prosecution sector pdf
Case study Fire and rescue sector pdf

Case study Forensic science sector pdf

Case study Health and Safety BBC pdf

Case study Mentoring and befriending foundation pdf

EEEEEEE®REE

Case study mines rescue senice pdf

VA

Case study Northern Ireland Court Service.pdf
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