COURSE OUTLINE & PROGRAMME

In-house Session on
“ISO Awareness Day: Connecting Our Responsibilities”
7 January 2026 | SEAMEO VOCTECH

1. INTRODUCTION & RATIONALE

This one-day in-house session aims to strengthen a unified and collaborative understanding of the
Integrated Management System (IMS) across all divisions of SEAMEO VOCTECH. Its primary purpose
is to ensure all staff clearly understand their roles and responsibilities as outlined in the Centre’s Terms
of Reference (TOR-01) and relevant work instructions. This shift encourages staff to move from
habitual practices to a structured, process-driven approach aligned with I1SO requirements.

This session will serve as:
1. Induction for New Staff: Providing a clear overview of the Centre structure and workflow.
2. Refresher & Update for Existing Staff: Reinforcing knowledge and introducing any updates
under the current management.
3. Conflict-Prevention Measure: Clarifying workflows and inter-division interfaces to avoid
overlaps, gaps, and miscommunication.

We will focus on creating a collaborative and unified mindset by:
1. Connecting our ISO responsibilities to show how individual roles contribute to the entire
system.
2. Mapping ISO responsibilities to illustrate end-to-end processes.
3. Aligning staff understanding across all divisions.

2. SESSION OBJECTIVES

By the end of this session, participants will be able to:
1. Articulate the key roles, responsibilities, and work instructions of their own division as
formally documented in our Centre's Terms of Reference (TOR-01) and Work Instructions.
2. Locate and utilise relevant ISO documentation on the SharePoint system.
3. Explain how their individual role contributes to the effectiveness of the overall management
system.

3. PRESENTATION GUIDELINES

To ensure consistency and fulfil the session objectives, all Heads of Division must follow the guidelines
below:
1. Presentation Duration:
a. Each division: 15 minutes presentation + 5 minutes Q& A
b.  TPD: 20 minutes + 5 minutes Q&A

2. Standardised Template: A PowerPoint template will be provided.

3. Mandatory Content:
a. Division’s core roles & responsibilities (as defined in TOR-01).
b.  Visual process flow of key work instructions, highlighting inputs and outputs.
C. Key interfaces and dependencies with other divisions.
d. Updates, critical points, or recurring issues requiring clarification.



4. TARGET PARTICIPANTS

All staff with access to the ISO Share point are compulsory to attend, including:

1. Management

TVET Specialists

2.
3. Officers
4

Administrative Staff (from all divisions)

Note: Heads of Division are responsible for cascading key outcomes to staff unable to attend.

5. REFRESHMENTS

1. Mineral water, and light snacks will be provided in the session room.
2. Lunch will be provided for all participants.

6. TENTATIVE PROGRAMME

TIME
08:30 am —09:00 am

09:00 am —09:05 am

09:05 am —09:20 am
09:20 am —09:25 am

09:30 am —09:45 am
09:45 am —09:50 am

09:55am —10:10 am
10:10 am —10:15 am

10:15 am —10:20 am

10:25 am —10:40 am
10:40 am — 10:45 am

10:55am—-11:10am
11:10 am —11:05 am

PROGRAMME
Registration & Opening Ceremony

e Recital of Surah Al-Fatihah by FPO

e Welcoming Remarks by CD, SEAMEO VOCTECH
Brief Introduction on the Session by QAO

Presentation 1: Corporate Affairs Division by Acting CAM (15 mins)
CAD Q&A Session (5 mins)

(few mins gap for next presenter preparation)

Presentation 2: Facilities Management Division by Acting FMM
FMD Q&A Session

(few mins gap for next presenter preparation)

Presentation 3: Finance & Procurement Division by FPM
FPD Q&A Session

Energiser Activity (1)
(few mins gap for next presenter preparation)

Presentation 4: Human Resources Division by HRM
HRD Q&A Session

(few mins gap for next presenter preparation)

Presentation 5: Information Technology Division by ITM
ITD Q&A Session

(few mins gap for next presenter preparation)



11:15am—-11:25am
11:25am—-11:30am

11:30am —-01:30 pm

01:30 pm —01:55 pm

02:00 pm —02:15 pm
02:15 pm —02:20 pm

02:25 pm —02:40 pm
02:40 pm —02:45 pm

02:50 pm —03:10 pm

03:10 pm —03:15 pm

03:20 pm —03:35 pm
03:35 pm —03:40 pm

04:00 pm

04:30 pm

Presentation 6: Knowledge Management Division by Acting KMM
KMD Q&A Session

LUNCH

Energiser Activity (2)

(few mins gap for next presenter preparation)

Presentation 7: Research & Development Division by Acting RDM
RDD Q&A Session

(few mins gap for next presenter preparation)

Presentation 8: Sales & Marketing Division by SMM
SMD Q&A Session

(few mins gap for next presenter preparation)

Presentation 9: Training & Professional Development Division by
Acting TPM (20 mins)

Q&A Session (5 mins)

(few mins gap for next presenter preparation)

Presentation 10: Quality Assurance Division by QAO (15 mins)
Q&A Session (5 mins)

(few mins gap for preparation of the synthesis)

Synthesis of Session / Closing Remarks by CD, SEAMEO VOCTECH

Group Photo and End of Programme

7. INTER-DIVISION COLLABORATION

The successful execution and documentation of this in-house session require the support and
collaboration of several divisions, with the Quality Assurance Division (QAD) serving as the lead

organiser and content coordinator.

1. Quality Assurance Division (QAD):

e Act as the lead organiser, initiating the session and coordinating the overall programme.

e Develop the core session framework and presentation template.
e Consolidate and align all divisional presentation content.

2. Human Resources Division (HRD):

e Disseminate official communication to all staff (including Research Assistants) regarding

the session details and its importance for staff development.

e Reinforce the session’s attendance expectations in communications, highlighting that
attendance is required for Management, TVET Specialists, and Officers, and strongly
encouraged for all other staff.
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3. Training & Professional Development Division (TPD):
e Coordinate all logistics in collaboration with the Facilities Management Division (FMD),
Finance & Procurement Division (FPD), and Information Technology Division (ITD).
e Responsibilities includes venue booking, provision of refreshments, participant
registration / attendance, and session evaluation.

4. Research & Development Division (RDD):
e Serve as Chief Rapporteur (ARDM) and provide supporting Rapporteurs (RAs).
e Rapporteur duties include: documenting session proceedings/outcomes and acting as
time-keeper during presentations.

5. Corporate Affairs Division (CAD):
Facilitate the scheduled energiser / team-building activities.

6. Knowledge Management Division (KMD):
e Coordinate the official group photo session.
e Capture and document key moments of the event.
e Upload selected photos and a summary to the Centre's official social media channels.

8. POST-SESSION REPORTING & FOLLOW-UP

To ensure the session leads to actionable outcomes and continuous improvement, the Quality
Assurance Division (QAD) will prepare a comprehensive Post-Session Report. This report will be based
on:

e Inputs and data from all divisional presentations.
e Key points, concerns, and suggestions raised during Q&A sessions.
e Observations and synthesis from the session proceedings.

The report will include:

e A summary of key themes and cross-divisional interfaces.
Identification of recurring issues, process gaps, or clarification needs.
Notable achievements or best practices highlighted.

e Recommended action items for divisions or management.

The final report will be submitted to the Centre Director and shared with all Heads of Division to guide
follow-up and reinforce accountability.

9. CONCLUSION

This in-house session is a strategic initiative to strengthen staff competence, reinforce inter-division
coordination, and ensure all roles and workflows are fully aligned with our operational manual (TOR-
01 and work instructions). By standardising understanding across all divisions and clarifying interfaces,
the Centre will minimise process gaps, reduce duplication, and enhance workflow efficiency.

Through this session, SEAMEO VOCTECH advances its commitment to ISO-driven continual
improvement by ensuring every staff member understands their contribution to the broader Centre
processes. This alignment will support smoother daily operations, greater audit readiness, and
stronger cross-functional collaboration.



