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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 3 Lead Trainers

Section 1: Recruitment

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



	RECRUITMENT


	· Advertise among accredited Assessors

· Recruitment pack sent out 

· Demonstrate suitability through observation of practice as co-Trainer at Tutor training events 

· Short listing and interviews 

· Letter of acceptance/rejection

· Induction into organisation

· Registration (To be agreed)

· Enhanced CRB Check


	To provide transparent processes for recruiting Lead Trainers




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

An accredited Assessor is eligible to apply to become a Lead Trainer when suitability has been observed through observation of practice as co-Trainer at a Tutor training event.  As with previous ‘stepping stones’, not all Assessors will wish to take this step: regular supervision and support with a Lead Trainer will indicate whether there is interest to do so and whether the Assessor is on target to meet the specifications of the Role.

A Lead Trainer can nominate an Assessor for Lead Trainer Training to an Organisation running a Training Event.  A two way process of regular communications between Training Organisations and Lead Trainers will ensure that Training Course dates are publicised and that candidates are put forward for training.  
The Training Event Organiser sends out a Nomination Pack to a volunteer manager/coordinator who wants to nominate a candidate. This includes 
· Nominator’s Responsibilities, page 5 

· Sponsoring Organisation Nomination Form, page 6,
· Background to the Lead Trainer Role, page 8
· Person Specification, page 9
· CRB check procedure, page 10
At this stage, discussions between the candidate and his/her Manager/Co-ordinator are essential to determine that the Tutor is ready.  The Background to the Role and Person Specification 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.  (CRB checks should have been done at previous ‘Stepping Stones’ points).

The volunteer manager returns the Nomination Form to the Training Organisation. Confirmation of a place at a training event is sent to the nominating organisation and to the nominee along with documentation about the training event*.  See Confirmation of Successful Nomination (Sponsoring Organisation), Page 13 and Confirmation of Successful Nomination (Tutor), Page 14
 *Programme for Lead Trainer Training and Information about Practice Delivery are included in the next section ‘Section 2: Training’.
Lead Trainer Training
Nominator’s Responsibilities

These guidelines should be followed before referring an Assessor for a Lead Trainer training event.

To qualify for Lead Trainer training the Assessor must be an accredited Assessor of Stanford lay-led self-management programmes.  The nominator will need to ensure that the prospective Lead Trainer has an enhanced CRB check that is recent.  If there has been a long time period between the CRB check that was carried out for either the Tutor or the Assessor role, then it is the nominator’s responsibility to ensure that a new application for this check is made. (See notes on page 10)
The nominator will need to ensure that the Assessor has gained enough confidence to take the next step of training.  It is the nominator’s responsibility to explain the process of recruitment, training and accreditation.  

The nominated person 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 person receives an expense claim form prior to the training event. This form should then be returned with relevant receipts to the nominator for processing.  (Expenses claim form example on page 15).  An acknowledgement of this form will be returned to the nominator, this is confirmation that the nomination has been accepted.
Nominations must be sent on a Sponsoring Organisation Nomination Form, page 6, via email or post to:  [name, address and email details of Training Organisation] 
Lead Trainer Training
Sponsoring Organisation Nomination Form 

DETAILS OF ASSESSOR 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 the nominated Tutor Enhanced CRB checked?
yes/no      
*CRB Disclosure Number:

*If not available, please provide reason below:

Is the nominee an accredited Assessor?




yes/no


Has Lead Trainers Person Specification been discussed with Tutor?
yes/no

Has the nominee confirmed they are able to attend the above training date if selected? 









yes/no

I have read and understood the Nominators Responsibilities 


yes/no


INVOICING DETAILS
Name & address of person/organisation 

Status of invoicing organisation
PCT/Voluntary Organisation /other (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)

__________________________________________
Authorised signatory:        __________________________________________
For and on behalf of:         __________________________________________ 




 (Please complete name of Sponsoring Organisation)


Background to the Lead Trainer Role

Background

The role of the Lead Trainer is to be responsible for delivering a quality assured Tutor training event, working within the Stepping Stones. A Lead Trainer needs to have undertaken the role of a Tutor and an Assessor before co-delivering or Leading a Tutor training event. Therefore this role is only open to people who are accredited Tutors and accredited Assessors of the CDSMC. The Lead Trainer is responsible for overall decisions regarding whether to run or cancel a course, whether a participant passes or fails and for the quality of training provided.

Summary of Training and Development

First Stage:  Lead training Event

Receive up to 10 hours training (to include 7 hours training event and 3 hours preparation.  Organise and observe volunteer training event

Second Stage: Shadowing and Initial Practice

To be observed and assessed Leading a Tutor event.  Complete a standardised report after the training event, accompanied by participant feedback

Third Stage: Accredited Lead Trainer
Gain accreditation (once the above stages have been successfully completed) Deliver at least one volunteer Tutor training event a year

Review

Attend annual group supervision for reflection and gaining peer feedback.

Provide a report on events and send to person overall responsible for quality, within the organisation.
Person Specification: Lead Trainer
Criteria: E = Essential D = Desirable

Abilities, Experience and Skills

	Accredited Assessor of Stanford Self-Management Programmes
	E

	Good people management skills
	E

	Experience of Organising a volunteer training event
	E

	Experience of co-training at a  volunteer training event
	E

	Excellent group facilitation skills, including conflict resolution
	E

	Excellent communicator, influencer and ability to act with integrity
	E

	Ability to work with minimal supervision , act decisively with a ‘political’ environment
	E

	Excellent understanding of the UK training and support framework and ability to influence further development
	E

	Ability to act decisively in a crisis and support members of the team
	E

	A clean driving licence [or ready access to a car driven by someone with a clean driving licence]
	E

	Ability to work flexible hours at short notice and travel out of home area as necessary
	E

	Experience of successful partnership working across staTutory, voluntary and community sector
	D


Knowledge

	Understanding of the social model of disability and adult learning theory
	E

	Commitment to ensuring social inclusion and  challenging health inequalities
	E

	Working with voluntary and community groups
	D

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


Other Requirements

	All Lead Trainers must have an enhanced CRB (Criminal Records 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 
[Address of Training Organisation]

[Date]

Confirmation of Successful Nomination for Lead Trainer Training 

To [name of contact of sponsoring organisation]
I am pleased to confirm that [name of trainee] has been selected to attend the Lead Trainer 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 event Lead Trainer, who will be able to give you feedback and discuss any additional support that may be needed to enable [name of trainee] to reach accreditation.

Yours sincerely
[name, address, email of Event Organiser]

[date]

[Address of Training Organisation]

[Date]

Lead Trainer Training Event [date and venue]

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

The training will take place at the [name of venue]. 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.  If travelling by train, it is approximately a [insert number] minute journey by taxi from [name of] Station to the hotel.  Please obtain a receipt for the purpose of reimbursement. 

Also enclosed is a Programme of the Training for your information, which I would be grateful if you could bring with you.  A note of the Practice Delivery Section you will be delivering is enclosed.  Please contact your partner in order to discuss this. [Programme of the Training and Practice Delivery Sections are included in the next section of these documents Section 2: Training]
Should you have any queries, please do not hesitate to contact me.

Yours sincerely

[name of event organiser]
Encs 
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_____________________________________
Stepping Stones to Success 
    Lead Trainers   
3:1 Recruitment   page   13

