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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 1:  Volunteer Tutors
Section 5:  Monitoring Forms: Assessment and Accreditation
Ensuring standards of delivery and support for Tutors is a vital part of delivering quality programmes.  The points below outline the stages at which monitoring/assessment and accreditation occur.
	PROCESS
	TASK
	AIM



	TRAINING


	· Options for training 

· Attendance at standardised training course 

· Practice delivery skills assessment and feedback given 

· Feedback given to the sponsoring organisation
	To gain familiarisation with the CDSMC manual, development and ethos of the Programme. To develop delivery skills and have the opportunity to practice delivery 

	DELIVERY


	First Course:  Planned and delivered within 3 months of initial training.


· Assessment visit and feedback


Second Course: Planned and delivered within 12 months of initial training.

· Assessment visit and feedback

Refresher training for those who do not deliver their first course within 6 months of training
	To build on the initial training and to gain confidence and expertise through delivery

	ACCREDITATION


	· Certificate issued upon successful delivery of two courses by training organisation

· Name entered on database of accredited Tutors by sponsoring organisation 
	To build capacity in communities and ensure consistent practice

	ONGOING


	· Monitoring of delivery through assessment visits every 12-18 months

· Updates and further training opportunities

· Attendance at one good practice review group per year (peer group supervision)
· Refresher training, or co-training with experienced Tutor for those who have not delivered for 12 months
	Cement skills in further delivery using this as a stepping stone to other opportunities i.e. Assessor, Lead Trainer etc




Supporting Documentation follows
Documents compiled by Ali Crawford.  Comments to alison.crawford@nhsepp.org
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Assessing Volunteer Tutors
In order to maintain consistency and standards in Course Delivery, Tutors are assessed at all stages of their development.

At the Initial Training Event

At the initial training event, each volunteer has the opportunity to prepare and deliver a small section of the CDSM course.  He or she is then offered feedback by the Lead Trainers on this delivery and is marked against a set of criteria on a ‘Delivery Skills Feedback Form’ as shown on the next page.  This form is made available for the Volunteer Manager/Coordinator of the Organisation sponsoring the Tutor.

During delivery of the first two courses
A Tutor is assessed by a trained Assessor during their first and second course deliveries.  Success in these two assessments Leads to Accreditation.  Accreditation gives a Tutor a ‘Passport to Practice’ which they hold independently of the organisation that recruited them.  
See the Assessment Record for non-accredited Tutors form on Page 4.

Maintaining Accreditation
An accredited Tutor may be required to attend update training – for example when a new manual is published.  Attendance at group Supervision event for volunteer Tutors is mandatory at least once a year.  In order to maintain Accreditation, a Tutor is monitored by an Assessor every 12 – 18 months.  
See the Standards Monitoring for Accredited Tutors form on Page 6.

An example of an Accreditation Certificate is on page 7.
For more information on Assessment and Monitoring, see Part 2 of this Framework – “Assessors”.

Delivery Skills Feedback Form 
Trainer(s) ONLY to complete this form. Trainees offer verbal feedback. 

Please rate the trainee by putting a TICK in the box that best corresponds 

to your assessment. 

Trainee Tutor’s Name: _________________________________________________
Trainee Tutor‘s Recruiting Organisation Main Contact: __________________
Senior/Assistant Trainers: ______________________________________________

	
	Excellent
	Good
	Fair
	Poor

	Followed the Manual 

content and process
	
	
	
	

	Evidence of preparation
	
	
	
	

	Worked well with partner 
	
	
	
	

	Spoke clearly to whole group 
	
	
	
	

	Interacted well with group
	
	
	
	

	Encouraged group participation 
	
	
	
	

	Modelled techniques correctly 
	
	
	
	

	Correct Freethinking procedure
	
	
	
	

	Used Problem-Solving
	
	
	
	

	Used charts effectively
	
	
	
	

	Created & maintained a 

non-threatening environment
	
	
	
	

	Kept to time
	
	
	
	


Comments: _____________________________________________________________________ 
Recommend trainee as a Tutor: 

a) 􀀀 
YES 



b) 􀀀
YES, but not immediately without further support 

please explain why:_______________________________________________________________________

___________________________________________________________________________
c) 􀀀 
NO
please give reason and outline ’action’ to be taken: _________________________
___________________________________________________________________________
ASSESSMENT RECORD

FOR NON-ACCREDITED DELIVERERS

Feedback During Debrief After Observation 
	Date of assessment:
	
	Tutor:
	

	Session No:
	
	Assessor:
	

	Course No:
	1
	2
	Other............


	I liked …


	You need to …


	Agreed Action …


	Tutor’s Comments...


	ASSESSOR
	TUTOR
	Form to be returned within 10 days

	Name 
................................................
	Name  
........................................

	Date copy sent to Tutor:
…………..



	Signature  
................................................
	Signature  
........................................
	


Has Tutor passed assessment? 
     
Yes   
□       


 No

□
Other Comments…………………………………………………………………….

………………………………………………………………………………………….
STANDARDS MONITORING

 FOR ACCREDITED DELIVERERS
	Date of assessment:
	
	Tutor:
	

	Session No:
	
	Assessor:
	

	Number of Courses Delivered:
	Sessions Monitored:


	
	Very Good
	Good
	Satisfactory

	Atmosphere
	
	
	

	Adherence to Manual
	
	
	

	Delivery Skills
	
	
	

	Listening Skills
	
	
	

	Support for Individuals
	
	
	


	Tutor’s comments & concerns...



	Assessor’s comments & concerns...



	Action agreed...



	ASSESSOR
	TUTOR
	Form to be returned within 10 days

	Name 
..........................................
	Name  
........................................

	Date copy sent to Tutor:
…………..



	Signature  
..........................................
	Signature  
........................................
	


Has Tutor passed assessment? 
     
Yes   
□       

        No

□
Other Comments…………………………………………………………………….

………………………………………………………………………………………….
	This is to certify that
Tutor’s name
from

----name of recruiting organisation----

has become a fully 

Accredited Tutor 

of the Chronic Disease 
Self-Management Course
Signed (Assessor)…………………………………………….
Training Organisation …………………………………………….
Date …………………………………………….
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