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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 2: Assessors

Section 2: Training
Stepping Stones to Success depends on Good Practice in Training Assessors.  The points below outline the tasks and aims of this process. 
	PROCESS
	TASK
	AIM



	Training

	· Registration for training 

· Letter confirming details of training course

· Attendance at standardised training course

· Practice delivery skills assessment and feedback given

· Feedback sent to sponsoring organisation from event Trainer

	To understand and apply the quality assurance framework within the ethos and core values of lay led self-management

Develop assessment skills. Become familiar with Assessor information pack


Supporting Documentation follows
Documents compiled by Ali Crawford.  Comments to alison.crawford@nhsepp.org
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The Training Process - Summary
In the previous section, (Part 2 Assessors, Section 1: Recruitment), the stages of recruitment of an Assessor Trainee were outlined, including registration details for the training course.  

The Assessor Training Event Organiser sends Invoicing Instructions to the Hotel for Accommodation costs, page 4 and Invoicing Instructions to the Sponsoring Organisation for the Training Costs, page 5.
The Agenda for the two days is on page 6 and the Aims and Objectives of the Training are included on page 8

During Training, an Assessor Information Pack is given to each Trainee Assessor to supply all the training material required.  The list of Contents of the Assessor Information Pack is on page 9**.  In this section, only the forms and documents from the Assessor Information Pack, which Assessors will use regularly, are included here on pages 10 – 23.
An Assessor Training Course Evaluation Form is included on page 24.  Completion of this form at the end of the training event assists with monitoring of the training process to ensure that the Aims and Objectives are being met. In the event of a complaint being raised by a participant at the training course, a (Sample) Training Event Grievance Procedure is included on page 26.
**The full Assessor Information Pack can be obtained via alison.crawford@nhsepp.org
Invoicing Instruction for Assessor Training Events (HOTEL)
	To 
(insert venue name & address)



	From 

(insert event organiser’s name/address/tel no.)



	Date of Training Event




Some of our delegates for the above event are responsible for their own accommodation charges. Please invoice as detailed below

	Delegate Names
	Invoice to

	
	(Insert sponsoring organisation invoicing details)

	
	

	
	

	
	

	
	

	
	

	
	

	Delegate Names
	Invoice to

	
	(Insert sponsoring organisation invoicing details)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Invoicing Instruction for Assessor Training Events (TRAINING)

	To 
(insert name & address Assessor Nominator)



	From 

(insert event organiser’s name/address/tel no.)



	Date of Training Event




	Delegate Names

	Invoice Amount
	Invoice 

	
	£
	(Insert sponsoring organisation invoicing details)

	
	£
	

	
	£
	

	
	£
	

	
	£
	

	
	£
	

	
	£
	


Agenda

Assessor Training

[date, venue, contact details of venue]

Day One
	Time
	Topic
	Led by

	11.30

11.40


	Introductions 

Hopes for the workshop

Getting to know one another Bingo


	[Name of Trainer]

	12.00

12.10


	Putting the workshop into context

Background to the Training & Support Framework

Building on Current Skills and Experience


	[Name of Trainer]

	12.25

12.40
	First Impressions!

Establishing a relationship from a distance


	[Name of Trainer]

	13.00
	Lunch
	

	14.00

14.30
	A moment you remember

Your role as an Assessor

	[Name of Trainer]

	14.50


	Carrying out the assessment

Assessor’s record Activity


	[Name of Trainer]

	15.30
	Tea
	

	15.45

16.05
	Giving Verbal Feedback

Different Assessment Scenarios part 1


	[Name of Trainer]

	17.05


	Reflections on the day


	[Name of Trainer]

	17.30
	Close
	


Agenda

Assessor Training

[date, venue, contact details of venue]
Day Two
	Time
	Topic
	Led by

	9.30
	Reflections on day 1

Questioning and listening

Open and closed questions


	[Name of Trainer]

	10.10
	Different Assessment Scenarios part 2

Demonstration of Giving Feedback

Assessment Role-play


	[Name of Trainer]

	11.30
	Coffee
	

	11.50
	The Assessor’s toolkit

Completing feedback records

Conducting monitoring visits

Sabotage


	[Name of Trainer]

	13.00
	Lunch
	

	14.00
	Overview of the Training & Support framework

Individual development plans


	[Name of Trainer]

	14.30
	Your worst Fears

Drama Triangle

The social model in relation to assessing


	[Name of Trainer]

	15.10
	Achievements of the workshop

Evaluation forms


	[Name of Trainer]

	15.30
	Closing


	[Name of Trainer]

	15.40
	Tea
	


Aims and Objectives of Assessor Training

Aim

For accredited self-management Tutors to become Assessors, responsible for accrediting trainee Tutors whilst maintaining the consistency of all courses delivered.

Objectives

At the end of the training, Assessors will:

· Understand the content and origin of the Stepping Stones to Success
· Be aware of the support needs of volunteer Tutors and where their role fits


· Be able to undertake an assessment visit and give critical feedback


· Be able to maintain accurate records


· Be aware of confidentiality issues


· Understand the assessment role when training newly recruited volunteers


· Have an understanding of the social model of disability in assessments


· Be aware of the roles people play 


· Gain an understanding of wider quality assurance issues
· Recognise the appropriate minimum standard of delivery at different stages of assessment
Contents of the Assessor Information Pack

Section 1: Background Information

Introduction

Background to the Assessor Role

Stepping Stones to Success: An Implementation, Training and Support Framework

Section 2: Training Information

Person Specification

Sample Agenda

Aims and Objectives of Assessor Training


I’m OK – You’re OK
Practice Assessment Scenarios

Exercise on ‘good’ and ‘bad’ feedback forms

The fours stages of learning

The Drama Triangle

Evaluation Form
Section 3: Assessment Information

Guidelines for conducting assessments

Pre-assessment phone call checklist

Assessment forms example letter

Giving feedback

Forms

Personal development plan & log book

Section 4: Information for Freelance Assessors

Freelance Assessors Invoicing Procedure and Sample Invoice 

Expenses claim form

Summary of Consultancy Agreement

Section 5: Contact Information

Notification of change to Contact Details 

The complete Assessor Information Pack is available via alison.crawford@nhsepp.org 
The following forms from Section 3 of the Assessor Information Pack are included here.  Please refer to the full pack for details for ‘Guidelines for Conducting Assessments ‘ and the related documents in this section (Assessment Information) for instructions on how to complete and return the forms.
Forms for Assessment and Accreditation of Tutors

Assessor’s Record Sheet and Prompts
This is a prompt sheet to be used by Assessors when observing.  Try to complete this form as discreetly as possible. 

Assessment Record 


This sheet is to be used on Tutors up to accreditation only. This is a summary of the discussion that takes place between the Assessor and the Tutors.  The completed form should be sent for the Tutor to sign and should be on file as a record of the individual’s assessment history.

Tutor Standards Monitoring 
 
This sheet is to be used only for accredited Tutors.

This is the sheet used for ongoing assessment of accredited Tutors.  The completed form should be sent for the Tutor to sign and should be on file as a record of the individual’s assessment history.

ASSESSOR’S RECORD SHEET

Date: 



Session No: 


Course No:

Assessor:






Tutor:


THIS FORM IS FOR ASSESSOR’S RECORDS ONLY

	Venue          

	Preparation

	Materials

	Introduction 

	Action Planning

	Adherence to Manual

	Atmosphere

	Delivering skills

	Freethinking 

	Listening


	Tone & speed of voice

	Reinterpreting beliefs and symptoms

	Progression from one topic to another

	Teamwork

	Information appropriately given

	Timing

	Support for individual members

	Problem solving


Assessor feedback during discussion with Tutor
ASSESSOR’S RECORD SHEET PROMPTS
Date: 



Session No: 


Course No:

Assessor:






Tutor:


THIS FORM IS FOR ASSESSOR’S RECORDS ONLY

	Venue:  Is it accessible / convenient / suitably located / comfortable / friendly.  Is venue having an impact on the course, either positive or negative?  Are refreshments available?  Is the environment being managed?  Access to phone / support?

	Preparation:  Is there any evidence of this either individually or with co-Tutor?  Are charts and agenda displayed and is layout of room suitable?  Do they understand what they are delivering?

	Materials:  Are these made available as needed throughout the session i.e. Blue Tac, name tags, adequate charts?  Easy to read, appropriate to audience e.g. special charts for the visually impaired, Charts 4, 7 and 8 on display?



	Introduction:  Is this clear, warm, welcoming, relaxed, good role modelling; know participants by name, why Assessor present?

	Action Planning:  Is the Tutor modelling correctly, different to co-Tutor, clearly described with confidence level 1-10 there?  Not accepting vague plans, are they behaviour specific?  Are they ready to problem solve?  Have they action plans available?  

	Adherence to Manual:  Appropriate examples being used, can you follow it?  Paraphrasing appropriately?  No inappropriate additional material used?  Aims and objectives achieved?

	Atmosphere:  Is this relaxed, encouraging, comfortable and non-threatening?  Are equal opportunities recognised and handled appropriately?


	Delivering skills:  Is the Tutor audible, inclusive, concise, using appropriate humour, facilitative?  Is discussion time managed with confidentiality and respect?  Ability to work effectively with co-Tutor?

	Freethinking:  Non-judgmental, no comments, 3 minutes, permission to paraphrase, waiting for responses, using group as a resource first, writing precisely what was said, not ignoring anybody and reading list of suggestions at end? 

	Listening:  Appropriate body language, acknowledging participants’ input, appropriate verbal response?  Wait before replying, repeat back what was said and ensure that all group members are given the opportunity to be heard?  Good eye contact?

	Tone & speed of voice:  Appropriate to size of room?  Participants able to understand?  Friendly?

	Reinterpreting beliefs and symptoms:  Gentle persuasion, appropriate use of charts, dispel myths, empowerment?  Moving from negative to positive, emphasising the positive?  Using symptom / pain cycle appropriately?

	Progression from one topic to another:  Time for group to realise change of activity, no long pauses, prepared to swap ‘Lead’.  Linking sessions to help the flow.

	Teamwork:  A joint effort which is equal to sharing of delivery, support of co-Tutor following manual when co-Tutor delivering, seamless delivery.  Evidence of good preparation.

	Information appropriately given:  Using group first if possible, appropriate / not appropriate?  Doesn’t add own bits.  Sign-posting to other resources – help book, resource table, etc.

	Timing:  Overall as indicated in manual, with room for some flexibility.

	Support for individual members:  Using gentle persuasion, being inclusive to all participants during session and one-to-one support?  Being available to chat at break?

	Problem solving:  Using steps correctly, displaying chart, group involvement?  Identifying real issue, not giving solutions.  Ask person if there is anything on list they can use – come back and let group know progress?


Assessor feedback during discussion with Tutor
ASSESSMENT RECORD

FOR NON-ACCREDITED TUTORS

Feedback During Debrief After Observation 

	Date of assessment:
	
	Tutor:
	

	Session No:
	
	Assessor:
	

	Course No:
	1
	2
	Other


	I liked …


	You need to …



	Agreed Action …



	Tutor’s Comments...




	ASSESSOR
	TUTOR
	Form to be returned within 10 days

	Name 

................................................
	Name  

........................................


	Date copy sent to Tutor:

……………………….


	Signature  

................................................
	Signature  

........................................
	


Has Tutor passed assessment? 
     

Yes   
□       

 No

□
Do you have any additional comments?  
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
STANDARDS MONITORING

 FOR ACCREDITED TUTORS

	Date of assessment:
	
	Tutor:
	

	Session No:
	
	Assessor:
	

	Number of Courses Delivered:
	Sessions Monitored:


	
	Very Good
	Good
	Satisfactory

	Atmosphere
	
	
	

	Adherence to Manual
	
	
	

	Delivery Skills
	
	
	

	Listening Skills
	
	
	

	Support for Individuals
	
	
	


	Tutor’s comments & concerns...



	Assessor’s comments & concerns...



	Action agreed...




	ASSESSOR
	TUTOR
	Form to be returned within 10 days

	Name 
..........................................
	Name  
........................................

	Date copy sent to Tutor:
…………………………..



	Signature  
..........................................
	Signature  
........................................
	


Has Tutor passed assessment? 
     
Yes   
□       

 No

□
Do you have any additional comments?  
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
You may wish to use this example as a template for the letter you send to Tutors with their completed assessment forms. 

[Assessor name

Assessor address

Assessor telephone number]
[Tutor name

Tutor address]
Date

Dear [Tutor name]
It was very nice to meet you in [Assessment location] and I want to thank you for allowing me to sit in on your programme and complete the assessment. 

I enclose two copies of my feedback - as we discussed, you should sign them if you are happy with what I have written.

Please keep one for your records and forward the other in the SAE to your sponsoring organisation.

If you want to discuss the comments I have made, or any other relevant issues, please feel free to phone me before signing the forms.  

Good luck with your future courses. 

Kind regards, 

[Assessor name]

Notes for development plan and log book

The development plan and log book is for your personal use to keep a record of the assessments you have carried out in order to contribute to your personal development.  It can be copied as necessary to record more assessments.

Date of assessment 
Enter the date of the assessment being carried out.
Organisation and Tutors’ names
Enter the organisation’s name and the name(s) of the Tutor(s) being assessed.

Date of debrief with Tutor
Enter the date on which you carried out your debrief with the Tutor after your feedback
Date paperwork sent to Tutor/Senior Trainer 

Enter the date that you have returned the completed Assessment Record (pink form) or Standards Monitoring form (orange form).   
Date payment and/or expenses received

Enter the date that you received payment [Freelance Assessors only] and/or travel expenses for conducting the assessment.

Confirmation Assessor Accreditation Form

This form is to be completed and signed by the Lead Trainer supporting you, on completion of both your shadow and initial assessments.  Once complete send to Training Organisation for registration and issue of your Assessor Accreditation certificate.

Assessor Development Plan and Log Book

	Name: 


	Date of initial training:

	Date of Shadow assessment                                                 Details

	Date of Initial assessment                                                     Details

	Date of Debrief                                                                     Details


Assessment Records
	Date of assessment
	Organisation and Tutors’ names
	Date of debrief with Tutors
	Date paperwork returned to assessed Tutors and assessed Tutors’ coordinator (or manager)
	Date payment and/or expenses received

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Assessment Records continued….
	Date of assessment
	Organisation and Tutors’ names
	Date of debrief with Tutors
	Date paperwork returned to assessed Tutors and assessed Tutors’ coordinator (or manager)
	Date payment and/or expenses received

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Confirmation of Assessor Accreditation

This form is to be completed by the Trainee Assessor and signed by the Assessor Trainer who has supported you up to your accreditation.  On receipt of this form a certificate will be issued. 

Name 

Date of initial training

Date and place of shadow assessment

Date and place of initial assessment

Date of accreditation (to be completed by Assessor Trainer)

Confirmed by

(Assessor Trainer)
Date

Please return this form to:

[name and address of training organisation]
For office use

Date certificate issued
Assessor Training Course Evaluation Form
Name ________________________________ (please leave blank if you prefer)

Feedback is necessary and valuable for programme growth and improvement.  Please fill out the following evaluation as specifically as possible.  Your assistance is appreciated.

Please scale the following question between 0 and 10, if 0 = no confidence and 10 = as confident as possible to conduct a CDSMC assessment visit:

Before training started: ______


At the end: ______
Please tick one box for each question: 

1.
Did you find the length of programme:
Just right □


Too long □


Too short □

2.
Each day’s schedule was:
Reasonable □
     
 Too intense □

Not intense enough □

Please complete the following:

3.
Which particular session did you find useful and why?

4.
What particular session did you find least useful and why?

5.
What was the most single important aspect of the course for you?

6.
Is there anything you think should have been covered, that     wasn’t?

7.
How did you find the opportunity to discuss/ consider/ practice 
assessments?

8. 
Other comments? 
(Sample) Training Event Grievance Procedure
At an Assessor Training, the Lead Trainer is responsible for all aspects of your training and the conduct of the Trainers and events organiser.  

If you (the prospective Assessor) have a complaint about your training, this should be addressed to the Lead Trainer.

If the complaint is not resolved during the training event, then you have the option to ask your Volunteer Manager/Co-ordinator to convene a meeting (you, your line manager and the Lead Trainer) after the training event, to facilitate an agreement.   

If at this stage the complaint is not resolved, or if the complaint is in regard to the behaviour of the Lead Trainer, then the Lead Trainer’s line manager should be informed, who will arrange a further meeting to deal with the issue.

At all times in this procedure, discussions will be recorded in writing and you will be given definite timescales for an outcome.  You have the right to appeal.

You have the option of being accompanied by a colleague or friend in any meeting as part of this process.
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