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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 3 Lead Trainers

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



	TRAINING


	· One day formal training event with Lead Trainers Manual

· Organise and observe volunteer Tutor training event


	To develop familiarisation with the Lead Trainers manual. Opportunity to practice delivery and share experiences 

Further develop lay led approach within training context




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





page 3
Programme
for Training Lead Trainers




page 4
Practice Delivery Sections






page 5
Invoicing Instructions (training)





page 6
Contents of Lead Trainers Manual





page 7
Lead Trainer Training Course Evaluation Form 



page 8
(Sample) Training Event Grievance Procedure



page 10
The Training Process - Summary
In the Previous Section, (Lead Trainers: Recruitment), the stages of recruitment of a Lead Trainer Trainee were outlined.  

Once a Trainee is accepted for training, the Training Event Organiser sends a letter confirming details of training, which includes a Programme for Training Lead Trainers, page 4 and details of Practice Delivery Sections, page 5 for the event.

The Event Organiser sends Invoicing Instructions to the Sponsoring Organisation for the Training Costs, page 6.
During Training, a Lead Trainers Training Manual is supplied to each Trainee.  The Contents of Lead Trainers Manual is on page 7.
Documentation from the manual is not included here.
During the Training Event, the trainee delivers a practice session from the training manual and receives feedback from the Trainers of Lead Trainers on their delivery.  
A Lead Trainer Training Course Evaluation Form is included on page 8.  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 10.
Prior to the training, the trainee will have had the experience of co-ordinating a volunteer Tutor training event.  This role involves registering Tutor trainees onto the course and liaising with hotel staff and Lead Trainers to ensure that all aspects of the Event are handled, (except the training).  He or she will also have had experience of delivering some parts of the Tutor Training Event, and therefore will also have some familiarity with the material in the Lead Trainers Manual.
	Programme for Training Lead Trainers



	[Date, Venue]




Aims: 

· To be familiar with Lead Trainers Manual

· Understand process of being assessed as a Lead Trainer
· Have and opportunity to prepare a session and briefly deliver part of it

Materials:
Tutors’ Manual, Lead Trainers’ Manual

Agenda:

	10.30
	Coffee

	10.45
	Introductions

Aims

Scaling

Background

Putting the manuals in context

The manuals/materials for training of Tutors

	12.00
	A walk through the Lead Trainers’ Manual

Scenarios

Delivery Practice/Preparation in Pairs

	1.00
	Lunch

And Practice Preparation with Partner

	2.00
	Delivery Practice

	3.15
	Tea

	3.30
	Feedback

	4.30
	Any Fears?

Scaling

Trainer’s Personal Toolkit

	5.00
	Close


Practice Delivery Sections
Lead Training [date]
	Partners
	Section
	Subject



	[name]
[name]
	4
	Working with Groups (pages 47-51)


	
	Preface –

Appendix 6
	Social Model of Disability  section


	
	1
	Introduction Section

(pages 13-15)


	
	2
	Adult Education 

(pages 31–33)


	
	Appendices
	History (page 45) and Discussion around Trainers fears (pages 52-53)


Each person has a partner and will need to look at each section allocated and highlight any questions that they have.  Study the subject that is allocated to you and your partner, and prepare to deliver this on the day.

Invoicing Instruction for Lead Trainer Training Events (TRAINING)

	To 
(insert name & address of Nominator)



	From 

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



	Date of Training Event




	Delegate Names

	Invoice Amount
	Invoice 

	
	£
	(Insert sponsoring organisation invoicing details)

	
	£
	

	
	£
	

	
	£
	

	
	£
	

	
	£
	

	
	£
	


Lead Trainer’s Manual

CONTENTS
PREFACE







         PAGE
Trainer’s Pre-training Checklist





 4

Training Guidelines







 6

Materials








 9

Major Objectives of the Training




 
10

SECTION ONE 

Pre-Course Briefing for any Staff or Observer Present
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Pre-Course Briefing Meeting for Co-Trainers
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Introduction Session
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SECTION TWO 

Guidance Notes for Delivering Manual Session 1 and 2
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Guidance Notes for Delivering Manual Session 3 and 4
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Guidance Notes for Feedback on Session 5 and 6
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Adult Education and Special Sensitivities
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Delivery Skills Practice Assignments
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SECTION THREE 

Delivery Skills Practice and feedback
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Recruitment and Marketing
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SECTION FOUR 

Working with Groups
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Discussion Around Tutors' Fears
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Bringing It Together and Closing
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Debriefing for Staff
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Conclusion and Report
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APPENDICES

Appendix 1: 
Tutor Quiz & Answers
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Appendix 2: 
Roles of the Lead Trainer and Co-Trainer
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Appendix 3:
Training Deliverers of the CDSMC
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Appendix 4: 
SAMPLE PROGRAMMES: 
Four Day Event
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Three Day Event
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Two Day Event   
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Appendix 5:
Frequently asked questions
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Appendix 6: 
Social Model of Disability and Special Sensitivities
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Appendix 7:
Resource Table suggestions
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Appendix 8: 
Administration of Local Courses
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Appendix 9: 
Forms and Certificates                               
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Lead Trainer 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 Lead a CDSMC Tutor training event:

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.
The 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 deliver a practice session?

8. 
Other comments? 
(Sample) Training Event Grievance Procedure
At a Lead Trainer Training, the Trainer of Lead Trainers who is leading the event is responsible for all aspects of your training.  

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