BSB20115 IMPROVEMENT FORM

	REASON(S)
	TICK

	Client Suggestion
	 FORMCHECKBOX 


	Error in materials
	 FORMCHECKBOX 


	Error in operation
	[image: image1.png]TEIA)



 FORMCHECKBOX 


	Staff Issue
	 FORMCHECKBOX 


	Audit / Review
	 FORMCHECKBOX 


	Other (specify)
	 FORMCHECKBOX 




	REQUESTED IMPROVEMENT

	Printed Material:     FORMCHECKBOX 
           Web:     FORMCHECKBOX 
      LMS (i.e. Moodle / Blackboard):    FORMCHECKBOX 
DVD:                  
 FORMCHECKBOX 
           Audio:   FORMCHECKBOX 

Other:
 FORMCHECKBOX 


	Area / Title / Topic / Task:       

	Explanation of where improvement required:

	Please be specific. Adding screenshots is recommended to clearly indicate location of area.

     

	Name:       
	Date      

	School Approval

Where an error is outside of the scope of TEIA (e.g. not in the work of the RTO but in such areas as Blackboard, network errors, etc.), approval is provided for repairs to be carried and the resulting charges invoiced to the school. If this section is not completed, non-TEIA errors will not be addressed and remain the responsibility of the client.

	Authorising Name:       
	Date      

	ACTION TAKEN

	Action taken to improve learning resources:

     

	IMPEMENTATION DETAILS

	Material’s Revision Number:        

	File/Master Location:       

	Name:       
	Date       


Please be specific in location details within a course. Use slide numbers, clear directions and other forms of specific location.  Screenshots with explanations are wonderful.
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