
Template 3: Progress report form

New Zealand cyclist skills training
Progress report for cyclist training organisations
Reporting period: ______________to_____________

Submittal date: _____________________________

	Name of CTO: eg LifeCycle Training

	Contact person: eg John Smith

	Location: eg Hamilton

	1. Achievements to date 

List here, in bullet point format, progress that has been achieved to date towards the set-up and delivery of the New Zealand cyclist skills training guidelines (eg instructors employed, course framework established).


	2. Issues

Outline any major issues that have occurred or been managed to date relating to the set-up and delivery of the New Zealand cyclist skills training guidelines (eg changes to budget, instructor resourcing, organisational commitment and delivery of the cyclist skills training programme, adapting existing programmes to meet the guidelines, resources and templates). 



	3. Risk management

Update the status of any risks identified in the delivery of cyclist skills training and any risks that may need to be addressed over the next period. This section does not need to cover risks already identified in the risk management plan. Identify any changes you have made to your existing procedures as a result of adapting to the New Zealand guidelines (eg We have been working through the risk management requirements in the guidelines. We have updated the procedures we undertake with regard to risk management before, during and after training. This has included putting procedures in place and using the templates in the guidelines. All of this has been incorporated into our course framework and we have had training sessions with instructors on risk management procedures). 


	4. Targets for the next three months

List here, in bullet point format, what work is planned for the next period (eg continue to look for instructors to deliver the training, finalise which schools will be involved in the trials).
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