
Enough 
funding?

Establish Interest
What course should be run 

in what city?
Education Sub-committee
Comms. Sub-committee

NZOHS OHTA Course Organization

Establish Dates
Not School holidays, 
no clashes with other 
conferences/events

Education Sub-committee

Establish Funding
How many courses is it 

viable to run in this period?
NZOHS President/Council

Propose Schedule
How can we fit it all in?

Education Sub-committee

NO YES

Find Lead Tutor(s)
Who is going to be 

responsible for running the 
course(s)?

Education Sub-committee

Organize Venue(s)
Where can we run the 

course(s)?
NZOHS Admin

Does it work?

Rethink!

NO

YES

Publish Schedule
This is what courses are 

planned! Advertise!
Education Sub-committee
Comms. Sub-committee

NZOHS Admin

NZOHS to run 
OHTA course

Get 
Funding!

6-12 months

3-6 monthsPlan, Organise tutors
Budget! Who can help with 

the course?
Education Sub-committee

Lead Tutor

Review/Set Fees
Based on costs, funding 
and expected interest

Education Sub-committee

Arrange Course 
Practical

Where and how are we 
going to do this?

Lead & other tutors

Make Course booking 
available

Sign up here!!!
NZOHS Admin

2-3 months

Advertise Course
Come and sign up for our 

awesome course!!!
Comms. Sub-committee

Enough 
sign-ups?

1 month

YES NO

Call off Course
Inform NZOHS, inform 

attendees, cancel venue, 
publicize cancellation

Lead tutor
Education Sub-committee

NZOHS admin
Comms. Sub-committee

Is course at 
capacity?

YES

Confirm Venue
Also confirm with OHTA, 

outside tutors and practical 
facilities

NZOHS Admin
Lead and other tutors

NO
Keep Advertising

Keep bookings open. Email 
members

Comms. Sub-committee
NZOHS Admin

Close bookings
No more sign-ups

NZOHS Admin

Send Invoices
Please organize payment!

NZOHS Admin

Finalize Numbers
Close bookings if not done 

already, 
send final invoices

NZOHS Admin

Print Course Material
and make any last-minute 

arrangements
Lead & other tutors

Run Course!!!
and obtain feedback
Lead & other tutors

2-3 weeks

Course

Review
Feedback – pass on if necessary
Processes – revise if appropriate
Financials – send remaining bills

Report – to NZOHS Council
Education Sub-committee

NZOHS Admin

After Course

Inform OHTA
So that they can send exam 

papers
NZOHS Admin

Send Course info, 
Finalise Budget, Tutors
Venue details, pre-reading

Lead & other tutors
NZOHS Admin

1 week

Send Exams to OHTA
Including any extras

Lead tutor


