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Stepping Stones to Success:

An Implementation, Training and Support Framework

Part 1:  Volunteer Tutors

Section 7: Outline of Supervision Days

Stepping Stones to Success depends on Good Practice in Support and Supervision of Volunteer Tutors.  The points below outline the tasks and aims of this process. 
	PROCESS
	TASK
	AIM



	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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Background and Aims of Supervision
Supervision encompasses skills development, quality assurance, personal & professional development and training and needs to be carried out by an accredited Tutor of the CDSMC

The information you require during these sessions will be unique to your group or organisation.  However, you should maintain continuity in the questions you ask volunteers involved in your group or organisation. You can monitor progress in responding to the needs and concerns of volunteers.

Group Events encompass Skills Development and Training, Volunteer Appreciation Days and Celebrations

Individual Sessions provide support, and address individual training and development needs, as well as being an opportunity for two way feedback. A suggested supervision form, (reflecting the aims below) for a one-to-one session is on page 
Aim of supervision session:

For the group or organisation to gain
· An improved understanding of the tasks and issues involved in volunteering for each part of the group or organisation
· A perception of how things are going
· To hear the volunteers views and ideas of the development of the group or organisation
For the volunteer to gain
· Direction from the volunteer co-ordinator, management committee or trustees
· Feedback on their work
· Support and advice
The session may cover
· Problems that have been encountered on either side

· Things the volunteer needs more information or training on
· Relationships with others
· Time management
Supervision Session Form 
Name of volunteer:



Name of supervisor:

Date of Meeting:

Volunteer’s feedback:

· Tasks  and issues

· How is it going? (What works?  What doesn’t?)

· Information and Training needs

· Relationships

· Ideas for the future

Supervisor’s feedback

· How is it going?

· Support and advice

· Ideas for the future

Action by Volunteer:

Action by Supervisor:

Date of next meeting/contact:

Signed:




Supervisor

Date:
Signed:




Volunteer

Date:
Volunteer Tutor Review Process
An annual review may be carried out in much the same way as an annual appraisal for employed staff.  It would not be intended as a substitute for regular supervision and support for Tutors, but more of an opportunity to think about the ‘longer view’.  This can be a useful tool for audit purposes. 

An example of a Review form and an accompanying explanation follow:
	This review process is an opportunity to have some time with the Volunteer Co-ordinator to talk about all aspects of being a Volunteer Tutor.  It should be a very positive experience, which allows you to think about what you have achieved over the last year and to work out how you see your role developing in the coming year.  

The topics for discussion include Your Role, Your Status as a Tutor, Contacts, Your Expenses, Course Administration, Support and Supervision – and anything else you wish to raise.  A summary of the discussion will be recorded on a Volunteer Tutor Review Form along with any action that needs to be followed up.  The wording will be agreed by you and signed by you and the Co-ordinator when you are both happy with it.  You will have a copy, as it is useful to keep a written record like this to look back on, and to plan for the future. 
A copy will be kept by your Volunteer Co-ordinator.  Information on the form will not be shared with anyone else without your permission.



Volunteer Tutor Review Form

Your Details
	Name:



	Address:
Post code:

	Phone  Home:                          Work:                           Mobile:

Email:

	Organisation:
(to which you were recruited)

	Data Protection Act Explained?


Your Role

	Topic
	Yes/No or Comment
	Action Agreed 
by whom? 
by when?
	Date done

	What do you enjoy?

	
	
	

	What don’t you enjoy?


	
	
	

	Is there anything we could do to make your role easier?
	
	
	

	Is there any training you feel you need?
	
	
	

	Can you see any other areas of work in the organisation that you would like to try?
	
	
	


Your Status
	Topic
	Yes/No or Comment
	Action Agreed 
by whom? 
by when?
	Date done

	Have your references been received?
	
	
	

	CRB check been ok?
	
	
	

	When did you do your training?
	
	
	

	Accreditation status? 
	
	
	

	Have you received your accreditation certificate?
	
	
	

	How many courses have you delivered?

Monitoring visit due?
	
	
	


Contacts
	Topic
	Yes/No or Comment
	Action Agreed 
by whom? 
by when?
	Date done

	Do you have contact details of the relevant people in the organisation
	
	
	

	Do you have contact details of other volunteers?
	
	
	


Your Expenses
	Topic
	Yes/No or Comment
	Action Agreed 
by whom? 
by when?
	Date done

	Do you have expense forms and addressed envelopes?
	
	
	

	Do you know where to send your claim forms?
	
	
	

	Do you know how to complete the claim form?
	
	
	


Course Administration
	Topic
	Yes/No or Comment
	Action Agreed 
by whom? 
by when?
	Date done

	Have you had an admin pack explained to you?
	
	
	

	Are you gathering resources for your Resource Table?
	
	
	

	Do you have a set of charts?
	
	
	

	Have you prepared your own set of agenda charts for each session?
	
	
	


Support and Supervision
	Topic
	Yes/No or Comment
	Action Agreed 
by whom? 
by when?
	Date done

	Which volunteer support sessions have you attended?  (You need to attend one a year min)
	
	
	

	How far are you willing to travel for volunteer support sessions?
	
	
	

	How frequently would you like to attend support sessions?
	
	
	


	Is there anything else you would like to discuss today?

(Make a note overleaf of any other topics discussed)


Date of Review……………………………Date of Next Review………………..………

Volunteer Tutor – print and sign………………………………………………….
Supervisor – print and sign…………………………………………………………….
Framework for Annual Supervision and Training
The framework below is a suggested schedule of supervision and support for Volunteer Tutors

* A monitoring visit for an Accredited Tutor must be undertaken at least once every 12 – 18 months. 

** Attendance at least one peer group supervision a year is essential for an accredited Tutor to retain their accreditation.  Ideally 2 or 3 other group sessions will be available to attend, including skills delivery/development and appreciation/celebration days.

	
	Each session
	Each course
	First course
	Second 

course
	Monthly
	Quarterly
	Annually
	Every 12-18 mths

	Delivery skills feedback 
	· 
	
	
	
	
	
	
	

	Support & Supervision
	
	· 
	
	
	
	
	
	

	1st Assessment

	
	
	· 
	
	
	
	
	

	2nd Assessment

	
	
	
	· 
	
	
	
	

	* Monitoring accredited Tutor
	
	
	
	
	
	
	
	· 

	** Peer group supervision 
	
	
	
	
	
	
	· 
	

	One to one supervision
	
	
	
	
	
	
	· 
	

	Christmas celebration
	
	
	
	
	
	
	· 
	

	Appreciation Days
	
	
	
	
	
	
	· 
	

	Phone call

	
	
	
	
	· 
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