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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 1:  Volunteer Tutors
Section 9:  Database of Tutors
As we have seen in the preceding sections, assessment, monitoring, refresher training and good practice review sessions are the key to maintaining the standards of the programme and support for Tutors.  Staying up to date with each Tutor’s progress and status is essential and good record keeping can help with this.

This section outlines a suggested database framework to assist with this record keeping.
Documents compiled by Ali Crawford.  Comments to alison.crawford@nhsepp.org
Database of Tutors
A database programme such as Microsoft Access gives a flexible tool for designing a database and maintaining and updating information.

Fields to include could include:

Contact details

Name

Address

Phone – home, work, mobile

Email

Limits of Information Sharing Agreed – (eg has Tutor agreed in writing to have contact details shared with other organisations running self-management course, or with other Tutors?)

Checks
Satisfactory references received
Enhanced CRB check results 

Training Record
Initial Training Event date/venue/Lead Trainer
Other Training Received

Assessments and Monitoring 
Date and outcome of first assessment

Date and outcome of second assessment

Accreditation Status

Date and outcome of monitoring visit

Date next monitoring visit due

Assessor Status

Areas of work

Availability for Tutoring – days, times

Willingness to assist with Awareness Raising Activities

Willingness to assist with Administrative work

Supervision and Group Review Meetings

Date of individual supervision and support meetings
Date next supervision session due

Date of group review meetings attended

Resources

Resource table material held
Charts and agendas 

Flip chart stand

Other equipment needs 

Notes on Special Requirements

eg transport
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