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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 3 Lead Trainers

Section 3: Delivery and Accreditation
Stepping Stones to Success depends on Good Practice in delivering training courses through observed delivery and accreditation of Lead Trainers. The points below outline the tasks and aims of this process. 
	PROCESS
	TASK
	AIM



	DELIVERY 


	· Be observed and assessed co-delivering at Tutor training event

· Be observed as a Lead Trainer at a training event

· Complete standardised report after event accompanied by participant feedback forms


	Develop skills through critical feedback and demonstrate self-awareness through report of event



	ACCREDITATION


	· Certificate issued by training agency and name entered on national register (To be agreed)

· Name entered on Stanford University List Serve and certificate issued by Stanford


	To build capacity in communities and ensure consistent practice


Supporting Documentation follows
Documents compiled by Ali Crawford.  Comments to alison.crawford@nhsepp.org
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The Process of Becoming an Accredited Lead Trainer - Summary
In Part 1, section 2 of this supporting documentation – Volunteer Tutors: Training Event Organisation Pack - the following distinctions are made regarding the roles of the Trainers at a Volunteer Tutor Training Event:
1. The Lead Trainer is an accredited Tutor and Assessor who has previously taken the role of Co-Trainer and received feedback from a Trainer of Lead Trainers.  He or she has overall responsibility for the event.

2. The Co-Trainer is an accredited Tutor and preferably an Assessor whose main responsibility is to support the Lead Trainer
3. The Event Organiser is any person, whose main responsibility is to ensure preparation in advance of the event and to ensure all non-training matters are taken care of.

This section describes the process by which a Co-Trainer is assessed and also the path by which a Co-Trainer becomes a Lead Trainer (should they wish to do so).
Co-Training/Co-Delivery
A Co-Trainer works alongside the Lead Trainer at a Tutor Training Event, to deliver all parts of the course as required.  As an Assessor, they may take part in the assessments and feedback to trainee Tutors after their practice deliveries.  The Co-Trainer develops his/her abilities in the following ways:
· Peer Review

The Lead Trainer observes the delivery and assesses the Co-Trainer - as is consistent across all stages of delivery and training in CDSMC.  The Lead Trainer offers feedback verbally and records the assessment on a form for Assessing Lead Trainer or Co-Trainer at a Tutor Training Event – see page 5.  (Note: Ideally this assessment should not be carried out by the Lead Trainer if they also line manage the Co-Trainer).
· Event Report

 At the end of the Training Event, Tutor trainees complete a feedback form: see Tutor Training Event: Evaluation Form, page 6.  A report on the Event is prepared, following discussion involving all Trainers/Assessors who took part in the training.  The report should cover the areas outlined on page 8 - Tutor Training Event Report and should take account of trainees’ comments as well as Trainers’ comments.
Accreditation
The decision to move from Co-Trainer to Lead Trainer is optional and is initiated by the Co –Trainer themselves after receiving satisfactory feedback from a Lead Trainer as described above.  

At this point he or she contacts a Trainer of Lead Trainers to request observation at a Tutor Training Event.  The Trainer of Lead Trainers will accredit the Co-Trainer as a Lead Trainer, based on observations against the criteria outlined on page 5, Assessing Lead Trainer or Co-Trainer at a Tutor Training Event.  A  Confirmation of Lead Trainer Accreditation, page 10, is submitted and a certificate issued in due course.
Assessment / Peer Review Form

 [Note: This form can be used for External Review and for Peer Review at a Tutor Training Event or an Assessor Training Event]

	Tutor Training Event - date and venue



	Name of Trainer observed

Capacity in which the Trainer is being assessed (circle below)

	Lead Trainer
	Co-Lead Trainer
	Assessor Trainer
	Assessor Co-Trainer

	Other Trainers present (name and role)



	Sessions observed



	Name of Assessor

Capacity in which Trainer is assessed (circle below)

	External Review/Assessment
	Peer Review


	
	1
	2
	3
	4

	Support for Individuals
	
	
	
	

	Time Keeping
	
	
	
	

	Adherence to Ethos and Value of Lay-Led Self-Management
	
	
	
	

	Correct Role-modelling
	
	
	
	


1= does not meet the criteria at all

     4 = totally meets criteria

	Assessor’s Comments/Event Observations




	Trainer’s Comments




Signatures

Assessed Trainer: ………………………       Assessor: ………………………………..
Copy given to assessed Trainer:  Y/N       Sent to Trainer’s manager: Y/N

Tutor Training Event: Evaluation Form
Please help us to improve our programme by filling out this 

evaluation form after you have completed the training.

Thinking back over this workshop….

1. What activities were the most valuable?

2. What activities would you give more time to?

3. What activities would you shorten or delete?

4. If you had to change something, what would you change?

How confident are you that you can….
5. Answer questions which might be asked by participants?

	Not at all confident                                                                Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


6. Assist people with making an Action Plan?

	Not at all confident                                                               Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


7. Assist participants using the problem solving process?

	Not at all confident                                                               Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


8. Participants who cry?
	Not at all confident                                                               Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


How confident are you that you can handle….

9. Participants who are silent?

	Not at all confident                                                               Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


10. Participants who challenge you?

	Not at all confident                                                                Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


11. Participants who talk too much?

	Not at all confident                                                                Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


12. Participants who refuse to co-operate?

	Not at all confident                                                                Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


13. Participants who have many personal problems they want to share?

	Not at all confident                                                                Totally confident

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


14. What could we do to help you better prepare for your role as a Tutor?

15. How satisfied were you with the venue?
	Not at all satisfied                                                                   Totally satisfied

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


16. How satisfied were you with the Trainers?
	Not at all satisfied                                                                  Totally satisfied

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10


Any other comments?
Thank you!
Tutor Training Event Report

To be completed by Trainers at the end of a Training Course and returned to a Trainer of Lead Trainers/Training Organisation 

	Date and Venue of Training Event:


	Trainers:


	Number of Volunteer Tutor Trainees:


	What do you feel went well and why?


	What would you do differently next time?



	What have you learnt about yourself as a Trainer?


	Any concerns about particular volunteers?



	Feedback from other staff?



	Any comments from the Event Organiser?



	Main points about the venue - would we use it again?



	


Confirmation of Lead Trainer Accreditation

This form is to be completed by the Trainee Lead Trainer and signed by the Trainer of Lead Trainers.  On receipt of this form a certificate will be issued. 

Name 

Date of attendance at training to be Lead Trainer 
Date and place of being Co-Lead Trainer
Date and place of first Lead Training

Date of accreditation as Lead Trainer
Confirmed by

(Trainer of Lead Trainers)

Date

Please return this form to: [address of training organisation]
For office use

Date certificate issued
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