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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 2: Assessors

Section 1: Recruitment

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



	Recruitment
	· Advertise among accredited Tutors who have delivered a minimum of 4 courses
· Recruitment Pack sent out

· Shortlisting and selection
· Letter of Acceptance/Rejection

· Induction to organisation
· Registration (to be agreed)
· Criminal Records Bureau (CRB) check
	To provide transparent process for recruiting Assessors


Supporting Documentation follows

Documents compiled by Ali Crawford.  Comments to alison.crawford@nhsepp.org
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The Recruitment Process – Summary

An accredited Tutor of the CDSMC is eligible to apply to become an Assessor when he or she has completed delivery of at least four courses.  Not all Tutors will wish to take this step: regular supervision and support from the Tutor Manager/

Co-ordinator will indicate whether there is interest to do so and whether the Tutor is on target to meet the specifications of the Role.

The Tutor Manager/Co-ordinator can nominate a Tutor to an Organisation running an Assessor Training Event.  A two way process of regular communications between Training Organisations and CDSMC Tutor Managers/Co-ordinators will ensure that Training Course dates are publicised and that suitable Tutors are put forward for training.
The Training Event Organiser sends out a Nomination Pack to a volunteer manager/coordinator who wants to nominate a Tutor. This includes 
· Nominator’s Responsibilities, page 5 

· Sponsoring Organisation Nomination Form, page 6,
· Assessor Tutor Questionnaire, page 8
Supporting Information for Assessor Nominations:

· Background to the Assessor Role, page 11
· Role Description: Assessors, page 13
· Person Specification: Assessors, page 15
· CRB check procedure, page 16
· Commonly Asked Questions, page 18
At this stage, discussions between the Tutor and his/her Manager/Co-ordinator are essential to determine that the Tutor is ready.  The Person Specification and Questionnaire can be useful reference documents for this process.  It is also essential at this stage to ensure that the Tutor has an up-to-date enhanced Criminal Records Bureau (CRB) check.
The volunteer manager returns the Nomination Form along with the Tutor’s completed questionnaire to the Training Organisation.  
The Training Organisation confirms when a place is secured for the trainee Assessor (Confirmation of Successful Nomination (Sponsoring Organisation), Page 19)  A successful nomination will be confirmed to the Tutor along with documentation about the training event.  See Confirmation of Successful Nomination (Tutor), Page 20 and Hotel Booking Form, page 21.
Assessor Training - Nominator’s Responsibilities
These guidelines should be followed before referring a Tutor for an Assessor training event.

· To qualify for Assessor training the Tutor must be an accredited self-management Tutor having delivered at least 4 courses, at least 2 of which were delivered after accreditation.  They need to have experience of the accreditation process personally before being responsible for assessing other Tutors. 

· Having been through the Assessor training the Assessors are eligible to assess courses that they are trained Tutors of and other Stanford courses as the skills gained are generic and transferable. [It is recommended that as a minimum, when assessing a Stanford course you are not a Tutor of, you either attend conversion training or receive a full briefing and a current course manual in relation to the course you are assessing]. 

· The nominator will need to ensure that the Tutor has an enhanced CRB check.  It is the nominator’s responsibility to ensure that this check is complete prior to attendance at the training event.  

· The nominator will need to be sure that the Tutor has gained enough confidence to take the next step of training and be satisfied that s/he meets all the essential criteria in the Person specification.

· It is the nominator’s responsibility to explain the process of recruitment, training and accreditation.  Please refer to Background to the Assessor Role document.  

· The nominated Tutor must ensure that they will be able to attend the training event that they are applying for if selected.  In the event of cancellation the Sponsoring Organisation will be responsible for any charges incurred.
· It is the nominator’s responsibility to ensure that the Tutor receives an expense claim form prior to the training event.  This form should then be returned with relevant receipts to the nominator for processing.

· The nominator must ensure that the Tutor Questionnaire is fully completed and returned to the Training Organisation 2 weeks prior to the start of training.  Failure to do so can result in the nominated Tutor being withdrawn from the event and the cancellation policy will take effect.
· The nominated Tutor must have adequate Internet connection to be able to take part effectively  i.e. Broadband  (applicable to Long Distance Learning only) 
Sponsoring Organisation Nomination Form 

Assessor Training
DETAILS OF TUTOR TO BE NOMINATED

Name

Address

Post Code

Tel

Email

Any Special Requirements (eg access, diet)
NOMINATOR’S CONTACT DETAILS

Name

Tel 

Email

Sponsoring organisation
Are you a Stanford License Holder?
 Yes ☐        No ☐
      Don’t know ☐
[Go to http://patienteducation.Stanford.edu/ for information on licensing]

ADDITIONAL INFORMATION
	


Please state date of training event this nomination is for    
Is this nomination for: (please tick box)

Residential training course


⃞
Distance Learning training course

⃞
Is the nominated Tutor Enhanced CRB checked?



yes/no      
*CRB Disclosure Number:

*If not available, please provide reason below:
Is the nominated Tutor accredited?





yes/no


Has Assessor Person Specification and Background to the Assessor Role and responsibilities been discussed with Tutor?




yes/no
Please advise Nominated Tutors level of proficiency, including ability to communicate electronically.
Does the Nominated Tutor have regular access to a computer  
yes/no
Has the nominated Tutor confirmed they are able to attend the above training date if selected? 









yes/no

INVOICING DETAILS 
Please complete the appropriate section below relating to the training this nomination is for:
Residential Course
Name and address of person/organisation:

Status of invoicing organisation:  PCT/Voluntary Organisation/if other please give details 

[Name of Training Organisation] is responsible for training costs only. The sponsoring organisation is responsible for all other costs incurred, including any charges incurred due to cancellation by the sponsoring organisation or nominated Tutor. **

Or

The sponsoring organisation is responsible for training costs and all costs incurred, including any charges incurred due to cancellation by the sponsoring organisation or nominated Tutor. **
** Delete as appropriate

We understand and accept the above conditions

Name: (please print)
________________________________________
Signature:                   ________________________________________
For and on behalf of:   ________________________________________ Name of Sponsoring Organisation
Distance Learning Course

Name & address of person/organisation 

Status of invoicing organisation:  PCT/Voluntary Organisation /if other please give details
The sponsoring organisation agrees to pay the cost of the training to Lampeter University Wales. The sponsoring organisation is responsible for any charges incurred due to cancellation by themselves, the nominated tutor or cancellation as a result of failing to complete and return the Tutor Questionnaire. 

We understand and accept the above conditions

Name: (please print)

_________________________________

Signature:


_________________________________

For and on behalf of:
_______________________________Name of Sponsoring Organisation
Assessor Tutor Questionnaire
Please consider carefully how you might clearly demonstrate that you meet all the essential criteria of the person specification in your answers 

	Name:




1. What does self-management mean to you?

2. When observing a self management course as an assessor, what would you look for as evidence that effective self-management was being promoted, encouraged and practised and where would you expect to find that evidence.

3. What do you understand the role of Assessor Tutor to be?
4. What is your “ideal Assessor” in terms of personality and skills?


5. Why would you make a good Assessor Tutor?

6. How would you give negative feedback?

7. Becoming an assessor may place additional demands on you in completing paperwork and meeting dead lines.  How would you do this? 

8. Role Play – describe how you would deal with the following situations:

a) On an accreditation visit, you observe one Tutor dominating each activity, and a noticeable tension between the two Tutors.





b)
You realise at the end of your accreditation visit that one Tutor has an appointment, and cannot stay behind for the feedback session.  You have concerns about this Tutor’s delivery skills

Supporting Information for Assessor Nominations
Background to the Assessor Role and Responsibilities
Background

The role of the Assessor is to conduct assessment (for non-accredited self-management Tutors) and monitoring (for accredited Tutors) visits (from here on collectively referred to as ‘assessments’) to assess the standard of delivery by Tutors using the CDSMC, and working within the Stepping Stones to Success; An Implementation Training and Support Framework developed by the voluntary sector and the EPP.  This role is only open to accredited self-management Tutors, who have delivered at least 4 courses, at least 2 of which were delivered after accreditation.  Accredited Tutors need to have experienced the accreditation process personally before being responsible for assessing other Tutors.  This reinforces the role modelling aspect of the lay led self-management course.

Summary of Training and Development

First Stage:  Assessor Training Event
Accredited Tutors hoping to become Assessors will attend a training event of 12 hours in total to meet all objectives as detailed in the document ‘Assessor Training:  Aims and Objectives’.

Second Stage:  Shadowing and Initial Practice

· Shadowing an assessment conducted by another Assessor
· Conducting an initial assessment visit to a local course
· Giving critical feedback successfully
· Completion of assessment documents
· Debrief with Trainer
· Accreditation Certificate issued
Third Stage:  Accredited Assessor
· Operating in a consistent and reliable manner to comply with the training and support framework
· Using observation and experience of visiting courses to support the development of lay-led approach in the UK
· All Assessors must undertake at least one supervision annually

In order to preserve the integrity and impartiality of assessments, where possible Assessors should not conduct assessments for organisations where: 

· S/he line manages staff to be assessed

· S/he recently trained the Tutor(s) being assessed
Review

The quality of assessment paperwork will be monitored on a quarterly basis to ensure that standards are maintained.  Any concerns raised will be followed up with the individual Assessor.

Telephone Support

Telephone support will be available from a Lead Trainer who will provide professional development and training support.  

Payments to Freelance Assessors
In order to sustain the provision of a reputable assessment service and avoid a ‘free for all’ in fees, the following rates are standard as at April 2005. The following payment of fees for assessments will be made to freelance Assessors only as follows:

· Assessment of one Tutor during one visit:
£80 + travel expenses

· Assessment of two Tutors during one visit:
£100 + travel expenses

· Assessment visits requiring an overnight stay:
£25 per night (in addition to the above).   Hotel and subsistence expenses will also be paid.

Assessors will be paid the agreed fee on receipt of the correctly completed documentation and receipted expenses claim form.
Cancellation

If an assessment is cancelled with more than five days notice, no fee will be charged to the organisation or paid to the Assessor.

In the event of cancellation within five days of the assessment date, a fee of £50 will be charged to the commissioning organisation.  Freelance Assessors only will be paid a cancellation fee of £40 on receipt of an invoice as above.

On any occasion when an Assessor arrives to conduct an assessment and finds it cannot take place the full assessment fee will be charged and paid as detailed above.
Role Description: Assessors

ROLE TITLE:


Assessor

RESPONSIBLE TO:
To be added

ACCOUNTABLE TO:

To be added

CONTRACT:


Role within existing job description

LOCATION:


To be added

HOURS:


To be added

ROLE  SUMMARY

To carry out assessment and monitoring visits to assess the competency of Tutors. 

KEY RESPONSIBILITIES

Delivery and Support

· Accredit and support Tutors

· Run supervision days for Tutors

· Contribute to the development of training manuals and support materials

Quality

· To be custodians of the Stanford licence agreement and UK training and support framework

· Promoters of the vision and values of the UK training and support framework

· Responsible for assessing the quality of Delivery 

· Responsible for accrediting and monitoring Tutors 

· Contribute to the development of a network of quality assured Tutors

Development 
· Support organisations to develop high quality lay led self-management programmes

· Review and contribute to the development of materials in light of practice

· Represent the values and principles of lay led self-management 

· Support an increase in capacity of lay led self-management Tutors while protecting the values and quality of the Programme

· Establish effective relationships with Peers nationally  

· Support the process for increasing capacity to deliver lay led self-management 

Professional Responsibilities
· To maintain accreditation and obtain Peer review 
· To be responsible for ensuring that they keep abreast of current issues in relation to self-management 

· Disseminate information appropriately and ensure that confidentiality is maintained 

General Management

· To facilitate conflict resolution as necessary
· Other appropriate duties as requested by employing organisation
Health and Safety

· Take all reasonable care for the health and safety of yourself and others who may be affected by the way you work

· To co-operate with your employer to meet the requirements of the Health & Safety at Work Act 1974

· Report any incidents or untoward accidents to the employing organisation.

This role description is not exhaustive.  The role-holder will be expected to undertake appropriate duties from time to time as requested by the employing organisation.

Person Specification: Assessor
Criteria: E = Essential D = Desirable
Abilities, Experience and Skills

	Accredited and sponsored Tutor of Stanford Self-Management Programmes, having delivered at least 4 courses , at least 2 of which must be delivered after accreditation
	E

	Good people management skills


	E

	Ability to work with and support Tutors by telephone and face to face


	E

	Good group work skills
	E



	Good communication skills, including listening skills 


	E

	Ability to give and receive feedback


	E

	Ability to keep accurate administrative records


	E

	Ability to work to deadlines
	E



	Ability to write concise and effective assessments


	E

	Good IT skills, including the ability to communicate electronically and regular access to a computer
	E

	Ability to work flexibly and travel 


	D

	Experience of working with voluntary and community groups

	D


Knowledge

	Understanding of issues affecting people from minority groups including people with disabilities
	E

	A good understanding of the development of self-management in the UK
	D


Other Requirements
	All Assessors must have an enhanced CRB (Criminal Record Bureau) check
	E


CRB Check Procedure

As from the 1st of July 2004, all people who work with vulnerable adults whether in a paid or volunteer capacity will be required to have a police check at an enhanced level.

This means that ALL volunteer and paid Tutors of the CDSMC are required to go through this process before they can deliver a course or have direct contact with course participants. This applies even if they are just coming to co-deliver a session or to help out.

These checks can only be requested once it has been decided that a person is to be offered the position of volunteer Tutor. At present the process is taking about six weeks, although this should come down to about 3-4 weeks.

The process will broadly be:

1. Initial selection of volunteer

2. Interview of volunteer

3. If selected a letter conditionally offering them a place will be sent out along with a character enquiry form and information on how to go through disclosure

4. Once this is completed and is satisfactory then the person may begin delivery of courses
A character enquiry form is a request for information regarding any previous offences prior to the information being received from the disclosure services.

Please note none of this prevents a perspective volunteer from attending a six-week course as a participant.

The Disclosure Procedure
A volunteer manager/co-co-ordinator should make arrangements for the volunteers to obtain a police check through the organisation that they will be volunteering for, according to the arrangements already in place for the clearing of their own staff set up by the personnel department.

These arrangements vary but the main contact is usually the personnel manager. It is important that you are fully aware of the procedure before the recruitment procedure begins.
After selection at interview the volunteer is sent a conditional acceptance letter and an explanation of the disclosure service.

The disclosure process basically follows one of these two routes.
     A  

1. The volunteer phones the disclosure service
2. .He or she is asked to provide information that relates to them personally.  When telephoning the application line, they will also be asked to provide the 11 digit Registered Body number. They will answer some questions and a part completed form will be sent out to the volunteer
3. Once the volunteer has completed the application form, they forward it to the person who asked them to apply for a Disclosure, together with any original identity documents that are requested
4. The organisation then completes the rest of the application and returns it to the Criminal Records Bureau (CRB)
5. The results of the searches are then sent to the registered body and the volunteer in about six weeks

Or B
1. The volunteer obtains the form directly from the Organisation that recruited them

2. The forms are completed and returned to the Organisation with proof of identity

3. The Organisation forwards the form to the CRB

4. Results are sent to the Organisation and volunteer after about 6 weeks

Documentation required includes:

· A ten-year passport

· Birth certificate

· New UK driving licence

· Marriage certificate

· Proof of address



Utility bills



Bank statements

· Details of addresses over previous 5 years.
Contact Details:
The Disclosure Service   www.disclosure.gov.uk
The Criminal Records Bureau   www.crb.gov.uk
Criminal Records Bureau

PO Box 165

Liverpool

L69 3JD 
To obtain an application form direct from CRB call   0870 90 90 844 

Help-line 0870 90 90 811
Some Commonly Asked Questions

Will there be a lot of travel involved?

Assessor Tutors are geographically spread across the country to support the delivery patterns of organisations using the CDSMC.  Therefore it is expected that Assessors will work within their local regions.  However, there may be occasions where Assessors will be asked to conduct visits outside of their area.
Will the paid work be uncertain?

Organisations delivering courses are encouraged to develop an annual schedule of courses.  This should make it easier to plan when and where assessments will be needed.  However, Assessors will need to be flexible and be ready to meet demand. 
Will I have the energy to do the job?

Becoming an Assessor is the next stage in the development of self-management Tutors, therefore you will need to utilise all your self-management skills to decide whether you are able to be an effective Assessor and how you will manage the demands of the role.

Will I have to give critical feedback to other self-management Tutors?

Your role will be to help self-management Tutors develop their delivery skills in a supportive and enabling way.  Sometimes this might involve you giving negative feedback to enable the Tutor to review their practice.  However, you will be fully trained in the role of Assessor, which will include how to give difficult feedback to people you are assessing. 

Will I get caught in the benefit trap?

The role of Assessor will not provide a guaranteed income to freelance Assessors.  The nature of the work will be sporadic.   If you are concerned that taking on this role might affect your entitlement to benefits you will need to check this out with the relevant agencies.
[Address of Training Organisation]

[Date]

Confirmation of Successful Nomination for Assessor Training 

To [name of contact of sponsoring organisation]
I am pleased to confirm that [name of trainee] has been selected to attend the Assessor training event on [date of training event] and details have been sent to them today.

After the training event you will be contacted by the Lead Trainer, who will be able to give you feedback from the event and discuss any additional support that may be needed to enable the trainee Assessor to reach accreditation.

Yours sincerely

[name, address, email of Event Organiser]

[date]

 [Address of Training Organisation]

[Date]

Assessor Training Event [date and venue]

Dear [name of Tutor]
I am pleased to confirm your place at the Assessor training on [date] in [town].

The training will take place at the [name of hotel] and overnight accommodation will be arranged for you for the night of the [date].  Please confirm as soon as possible should you require an overnight stay prior to the event, you will of course also need to discuss this with your sponsoring organisation first.  Directions of how to get there are enclosed [and you may also wish to know that the hotel has a swimming pool for guests as appropriate].  If travelling by train, it is approximately a [insert number] minute journey by taxi from           Station to the hotel.  Please obtain a receipt for the purpose of reimbursement. 

Also enclosed is an agenda for your information, which I would be grateful if you could bring to the training. [Sample agenda is included in ‘Section 2: Training’ of these documents]
Should you have any queries, please do not hesitate to contact me.

Yours sincerely
[name of event organiser]
Encs
Assessor Training Event [venue, date]

Hotel Booking Form

Name:




Address:




Email:




Phone (day):




Phone (evening):   




Date of training:   



                         
	Which nights do you require accommodation? (tick the boxes)
Dates:     [date] □                     [date]   □
Total number of nights:


	Will you need accommodation for a carer/personal assistant?



	Please specify anything that the Event Organisers need to know in order to help you (for example: mobility needs, medication):



	Will you be bringing a wheelchair?      



	Please specify any dietary requirements:



	In an emergency, who would you want us to contact?

Name:                                                    Phone number:


	Please return this booking form in the SAE enclosed to

[name, address of event organiser]


Expenses Claim Form

Name__________________________________________________________________________
Address________________________________________________________________________________________________________________________________________________________

________________________________________________________________________________

Position___________________________________________________________
Claim Period: From_____________________ To________________________

Part 1: Car Mileage

	Date
	Journey/Reason for Journey
	Miles

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	                                                         Total: Car Miles
	


Part 2: Public Transport

	Date
	Journey/Reason for Journey
	£  p

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	                                         Total: Cost of Public Transport
	


Part 3:  Accommodation and Subsistence

	Date
	Item/Reason For Expense
	£  p

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	                           Total: Accommodation and Subsistence
	


Part 4: Other Expenses

	Date
	Item
	£  p

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	                                                    Total: Other Expenses
	


Part 5: Summary

	
	£  p

	Total Car Mileage from Part 1 @  £ 0.     p  /mile
	

	Total Public Transport from Part 2
	

	Total Accommodation and Subsistence from Part 3
	

	Total Other Expenses from Part 4
	

	TOTAL CLAIMED FOR PERIOD
	


Notes

1. All Expenditure must be supported by a receipt

2. Any misrepresentation of expenses will be treated as gross misconduct

I certify that I have incurred these expenses in carrying out my contractual duties
Signed____________________________________________ Date __________________________
Authorised for Payment (sign) ______________________ Date_________________________ 
Print name of volunteer manager /co-ordinator_____________________________________
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