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Schedule 1 
	Number of Criterion
	G:up Role and Responsibilities:

	1
	Organise and host the Familiarisation training/Train the Trainer.  
The courses are appropriately designated for qualified and unqualified trainers i.e. offer a different day two for those trainers not PTTLS (Preparing to Teach in the Lifelong Learning Sector) or equivalent trained or working towards a PTTLS already.  Notify trainers of the dates of the courses they need to attend.

	2
	Support the training provider to:

· Identify the training units that they will deliver

· Match these units against ‘The Core Offer
’  

· Encourage them to offer a good selection of the units to increase choice to the learners and employers
Each unit delivered attracts a flat £100 subsidy, regardless of the size of the unit. G:up is expected to ensure that local training providers pass this subsidy on to learners as far as reasonable, but it is not expected that the training will be provided completely free of charge.

	3
	Ensure all training offered under PROGRESS meets one of the Five Priority Areas: 

1. Facilitating Learning and Development of Young People

2. Safeguarding the Health and Welfare of Young People

3. Maintaining Health and safety in the Workplace

4. Promoting Access to Information and Support

5. Promoting Equality and the Valuing of Diversity

Compile the data from each training provider from Appendix 1 (Schedule of Delivery) and collate a regional database and send this information through to NCVYS.


	4
	Provide the training provider with a copy of the HMRC ruling in relation to VAT.

	5
	Ensure the training provider understands their responsibilities to successfully deliver under this agreement.

	6
	Provide the training provider with a copy of the register to be used whenever training is undertaken. Please see Appendix 2 training provider training delivery register.

	7
	Communicate the Ticket to Progress responsibilities to training providers see Appendix 7 Manual Learner System for training delivered in Nov/Dec 2010 

	8
	Receive process and authorise the completed training registers and learner id number and forward to NCVYS to authorise the processing of payments to training providers. 

G:up will collate the above registers and learner id numbers re courses from the training provider, ensure it is accurate via their access to the Ticket to Progress system, and populate onto a Regional Delivery Agent’s monthly claim form Appendix 3 (Regional Delivery Agent monthly claim form) and send to NCVYS so they can bring down the monies from CWDC ready for when they receive the training providers invoice.  


	9
	Check local training providers are registered with the stated Awarding Bodies in the training providers application form. 
Should any issues arise which are related to the quality of training delivered by any agreed training provider under Progress, G:up will notify NCVYS and where relevant the Awarding Body of any such compliance issues. 

The ‘Progress’ project recognises that the primary responsibility for quality assurance of training lies with the Awarding Bodies, and we do not want to put additional pressures on local training providers in this area. However, we do want to ensure that we learn about the positive outcomes and problems that emerge from this project, so that future voluntary sector workforce projects can build on the best of ‘Progress’. To help us to do this, we will ask local training providers to complete evaluation forms at the end of the programme, and may ask you to provide case studies of learner journeys, and of your own journey as a training provider in the VCS. We may also ask to visit a training session, to help us understand the range of provision offered through the project.

	10
	Provide information to the training provider participating in this project with information about the Common Core of Skills and Knowledge.  Appendix4: Progress and the refreshed common core of skills and knowledge.

	11
	Ensure training providers read an understand Appendix 5 The process for claiming, authorising and payment of the £100 subsidy per learner.

	12
	Assist with the marketing of training programmes through our e-bulletins to our members and wider stakeholders.

	13
	Monitor recruitment against the target numbers indicated in your completed Appendix 1 schedule of delivery. For programmes to be completed before 31st March 2011, we request that you send us information about numbers of learners who successfully completed units, within 4 weeks of the stated end date for their programme.   
Notify and ensure that training providers complete any request asking them to complete an evaluation form at the end of the programme, and they will provide case studies of learner journeys, and of our own journey as a training provider in the VCS if asked. 

	14
	Notify local training providers of any changes to the progress project which come through from NCVYS, and if necessary make amendments to this schedule.



	Number of Criterion
	Training Provider Eligibility Criteria (as collated in the training provider application form)

	1
	I understand that to deliver training under the Progress project our organisation must be a Voluntary and Community Sector (VCS) organisation working in the Children and Young People’s Sector.  I confirm our organisation is both a VCS organisation and working within the (CYP) sector.
I agree to supply G:up with written evidence of our organisational status.

	2
	To deliver training under the Progress project trainers WILL need to be qualified or registered and working towards PTLLS or already qualified to an equivalent level as defined below:

PTLLS ‘equivalents’

· NVQ L3 in Training and Development

City and Guilds

· 7302 
Certificate in Delivering Learning

· 7307 
Certificate in Teaching Adult Learners

· 7407 
 Certificate on Further Education Teaching

There is a wide variety of qualifications which are PTTLS equivalent, therefore if you don’t hold one of the above but think you may be PTTLS equivalent you can check this on the Standards Verification UK website at http://tariff.svuk.eu/search/browse/ 

All of my trainers are all either PTTLS or equivalent trained or working towards a PTTLS qualification, and I agree to provide evidence of qualifications obtained or ‘working towards’.
I have stated who our trainers are and their individual qualification status within the training provider application form and will inform G:up in writing of any changes to trainers we may wish to use throughout the life of the Progress project. 
I agree to supply G:up with certificates for all of my trainers specified in the training application form who are currently PTTLS or equivalent qualified.

I agree to supply G:up with evidence of learner registration to a PTTLS course for all of  my trainers specified in the training application form who are currently working towards PTTLS.

	3

Remove if not cascading training 
	I understand that as long as my lead trainer attends and completes the full two-day familiarisation training, we may choose to cascade this training to the remainder of our trainers, through negotiation with G:up, I agree to read Appendix 8  Familiarisation training: guidance on cascading and complete the included curriculum development grid and negotiate the delivery of cascading with G:up.

	3.5
Removed if not in partnership
	I understand that training partnerships are welcomed and that to deliver training under the Progress project that we are the lead organisation in the partnership that has applied and we are a VCS organisation.  We have stipulated in the application form who we are in partnership with and what awarding bodies they are registered with.

I agree to provide written evidence of our partnership arrangement and provide evidence of their registration with their awarding body.

	4
	I confirm that as a training provider we are registered with an awarding body from the list below:

ABC, Active IQ, Asdan, BDi, Cache, C&G, Edexcel, EDI, FAQ, HABC, NCFE, NOCN, OCN, OCR, SHARED, Sports Leaders UK

We are registered with (insert the awarding body here)

Our partner organisation (insert partner organisation here) is registered with (insert the awarding body here)

I agree to supply G:up with written evidence of our registration with the above awarding body/ies.
I will ensure that any training we deliver under Progress will meet the quality standards of the relevant awarding body. 

	5
	I understand that Progress training is not available to volunteers or staff affiliated to statutory or private organisations or programmes and that the Progress project is ‘voluntary and community sector owned and led’ and is intended to benefit staff and volunteers working in the VCS CYP workforce. Learners must therefore be affiliated to a voluntary or community organisation, social enterprise or other similar not for profit organisation to be eligible.
Interpretation of ‘Voluntary and Community sector-led’

Where this happens please be aware of the following guidance:

· That only VCS learners are able to receive the subsidy and you must show that you have clear ways in which to differentiate.

· That open courses can be run where you have both VCS learners and statutory or independent/private delegates, but the latter are to be charged the full rate.

· Where a partnership or consortium are acting as the training provider then again you need to be aware of the points above plus a clear communication plan or audit trail to ensure that you are clear who is VCS and therefore eligible and those that are not.

Eligibility Criteria for learners

Individuals eligible for training should:

· Be a member of staff or volunteer from a voluntary or community organisation. For Progress training, this definition of VCS does include social enterprises, mutuals and co-operatives and other not for profit organisations (excluding state-led/governmental organisations or projects addressing the aims of statutory services);

· Be working with young people aged 13 – 19 or up to 25 with a disability, within scope of the project;

· Complete a self assessment tool online and discuss this with the learner’s organisation / employer / training provider*;

· Be strongly encouraged, by the training provider, to work with their employer/organisation in completing a full Training Needs Analysis (TNA) at an appropriate time during or after undertaking their training. NCVYS will make available a suite of TNA tools for learners to use.**

*Training providers should ask the learner to discuss the self assessment with their organisation or employer, but where this is not possible the training provider should discuss the self-assessment results directly with the learner to ensure training undertaken is appropriate to their needs/roles working with young people. 

** The purpose of this element is to encourage progression routes and to re-enforce the notion of using Progress training as a platform to further training and development.

I agree to only claim for learners who are a member of staff or volunteer from a voluntary or community organisation, who are working with young people aged 13 – 19 or up to 25 with a disability, within scope of the project.

I agree to encourage learners to work with their employer/organisation in completing a full Training Needs Analysis at an appropriate time during or after undertaking their training.

	6
	I understand that for the purposes of the Progress project, all trainers must attend a two-day Familiarisation/Train the Trainer course, delivered by YMCA George Williams College one of the Progress National Partners.

I understand that If any of my trainers are not currently PTTLS or equivalent qualified or already working towards a PTLLS course by putting them through the day 1 of the PTTLS course within the 2-day familiarisation course will qualify my trainer to start delivering Progress training.

I agree that my trainers that are not already PTTLS qualified or working towards this, will attend the 2nd day of the two-day Familiarisation/Train the Trainer course which will be delivered to include day one of a four-day PTLLS qualification, and my trainer will complete and submit the PTTLS registration form, and submit their CV and education certificates if appropriate.

I understand that none of our trainers can deliver on the Progress project and make a claim for the subsidy until they have individually completed the 2-day familiarisation course.

I agree to inform G:up which type of day 2 of the familiarisation course each of my trainers requires i.e. non-PTTLS route or PTTLS route.

	7
	I understand that to deliver on the Progress project we must deliver units as stated on the Progress unit database, which can be located at http://growingupinthewestmidlands.info/progress  
I understand that all units on the database meet the five identified priority areas of Progress, which are as follows:

1. Facilitating Learning and Development of Young People

2. Safeguarding the Health and Welfare of Young People

3. Maintaining Health and safety in the Workplace

4. Promoting Access to Information and Support

5. Prompting Equality and the Valuing of Diversity

We have specified in our application form which priority areas we intend to deliver under and also which specific units we intend to deliver, should these change or be amended we agree to submit this in writing to G:up for approval before delivery.
I agree to complete Appendix 1 Schedule of Delivery, which will include all of the units we intend to deliver.

	8
	I understand that each unit delivered attracts a flat £100 subsidy, regardless of the size of the unit and that G:up expects us to ensure that we pass this subsidy on to learners as far as reasonable, but it is not expected that the training will be provided completely free of charge. 

We have stated in our application form how we intend to pass this subsidy onto learners. 


	Number of Criterion
	Training Provider Role and Responsibilities

	1
	I agree to deliver accredited training under the PROGRESS project in the West Midlands from the PROGRESS project unit database for those qualifications for which I am registered with the associated awarding body.

	2
	I understand that only units from the PROGRESS unit database attract funding, in terms of progression routes and pathways onto full qualification programmes which can be delivered. 

I agree to deliver units from the PROGRESS unit database.
I understand that the schedule of delivery brings down the money from CWDC to NCVYS and this document is a ‘live’ document, which we need to amend accordingly as we add or remove units between now and March 2011.
I agree to complete Appendix 1 Schedule of Delivery and submit with the LLDA, and agree to update this form and re submit to G:up if we need to change any of the information. 

	3
	I agree to ensure all learners are eligible for Progress training.

	4
	I understand that in order for payment to be made against learners trained, learners need to have an id learner number. 

I agree to support and encourage my learners to complete the skills profile and self assessment tool on the ‘Ticket to Progress’ website and secure their voucher.  I understand that this will help learners identify their skills needs under the five priority areas of training.

I agree that our responsibility includes:

· Registering our organisation with the ‘Ticket to Progress’ website as a ‘verifying organisation’.

· Explain the need to register online to learners and support them to complete online registration whilst ensuring they link their profile to the training provider, prompting them where necessary
.
· Confirming the learning to be undertaken for each learner id number.

· Prior to training commencing, noting all the learners’ unique id numbers and log these on the registers to be signed by learners at the training.
· Once training has taken place, update the status of the learners within the Ticket to Progress site. Status levels include ‘registered’, ‘attended’ and ‘verified’ I understand that this can be performed for multiple learners at once as a batch edit.
I understand that my learners need to do the following with our support
Once details of training have been agreed with their provider (course, date, eligibility etc) learners must register online and activate their ‘Ticket to Progress’. Registration comprises three key stages:
· Completion of personal details;
· Completion of the self-assessment exercise;
· Linking their profile to their training provider.
I understand that during Nov/Dec 2010 the ‘Ticket to Progress’ online system is not fully operational and a manual system is in its place to ensure learning can start.  I wish to deliver units in Nov/Dec and have read and understood Appendix 7 Manual Learner System for training delivered in Nov/Dec 2010 and agree to undertake the roles within this so I may deliver progress units during this time.

	5
	I understand that I cannot claim the £100 per learner without submitting the training register signed by each learner and accompanied by each learners ‘Ticket to Progress’ id number.

I agree to produce a completed Appendix 2 local training provider training delivery register at the end of day 1 of each approved unit we deliver under progress, which has been signed by each learner for each day/session and obtain each ticket to progress id number and send these to G:up for authorisation and signing.

I have read and understood Appendix 5 The process for claiming, authorising and payment of the £100 subsidy per learner and will comply with this.
I have read and understood Appendix 6: The local training provision flowchart


	6
	I agree not to include VAT in my invoices even if I am VAT registered. 

NCVYS has obtained a ruling from HMRC that confirms that delivery of the (vocational) training and delivery of the familiarisation/train the trainer elements of the project are exempt from VAT. Training providers should not therefore include VAT on their invoices to NCVYS, even if they are VAT registered. As vocational training is exempt from VAT generally, training providers should be comfortable with this position. Any specific enquiries relating to this should be directed to the project team at NCVYS.

	7
	I agree that all guidance/action plans/compliance issues from External Verifier (Awarding Body) audits are actioned within the appropriate timeline and all details are sent to G:up who in turns notifies the Training and Accreditation Leads at NCVYS.

	8
	I understand that all unit delivery is evaluated and the feedback is reviewed and collated and key points sent to the Training and Accreditation Leads at NCVYS as well as suggestions/requests for units to be included on the database.

	9
	I understand that I need to ensure that the training on offer shows clear links to the Common Core of Skills and Knowledge where the unit does not have it embedded i.e. non-Integrated Qualifications Framework (IQF). In line with Appendix 4 Progress and the refreshed common core of skills and knowledge.

	10
	I understand that the £100 subsidy per unit will be used to benefit learners in the children and young people’s voluntary and community sector. 
I understand that we may charge learners for training and we have demonstrated in our training provider application form how the subsidy will be used for the benefit of the learner and/or wider children and young people’s workforce. 

	11
	I understand that G:up will provide guidance on using the ‘Progress’ name in marketing materials for programmes, and we agree to check this with them before sending out any marketing materials that use the Progress name.

I understand that G:up will publicise any Progress training we deliver as part of a regional core offer to learners through their membership and wider networks and stakeholders across the CYP sector in the West Midlands. 

I agree to let G:up know in writing (no more than 150 words) how we will engage with our existing networks to promote our training and how we intend to market this to VCS organisations.

	12
	I understand that Progress will only pay for units that have been delivered by 31st March 2011 however training courses can complete after the 31st March 2011. 



	13
	I understand that G:up will monitor recruitment against the target numbers indicated in our completed Appendix 1 schedule of delivery. For programmes to be completed before 31st March 2011, they will request that we send them information about numbers of learners who successfully completed units, within 4 weeks of the stated end date for our programmes.

	14
	I understand that the ‘Progress’ project recognises that the primary responsibility for quality assurance of training lies with the Awarding Bodies, and that they do not want to put additional pressures on us. We understand that they want to ensure that they learn about the positive outcomes and problems that emerge from the project, so that future voluntary sector workforce projects can build on the best of ‘Progress’. 
I agree that we will complete any request asking us to complete an evaluation form at the end of the programme, and will provide case studies of learner journeys, and of our own journey as a training provider in the VCS if asked. 

I agree that G:up may visit any training session, to both quality assure and help NCVYS understand the range of provision offered through the project.


	15
	Our organisation has the following policies in place:

· Equality and Diversity (Equal Opportunities)

· Financial procedures/arrangements

· Safeguarding/Child Protection

· Health and Safety

I agree to provide evidence of the above policies.

	16
	I understand that if NCVYS makes any changes to the progress project once this LLDA has been signed that G:up is responsible for notifying us of any changes, and if necessary will make amendments to this schedule and or its appendices in this schedule.


Appendix 1 Schedule of delivery

Training Provider Lead Organisation (Insert Name Here)

Date of submission to G:up (insert date here) 

	Priority Area

1 - 5
	Unit Name
	Unit Number
	Closed/Open Course? (If closed, please specify the target group)
	Training venue
	LEA area/s training provided for 

i.e. Staffordshire or  Coventry
	Name of Trainer delivering the course
	Potential number of learners you intend to deliver to
	Date of intended training delivery
	Time of training

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Appendix 2 Training provider training delivery registers

Progress attendance sheet - to be completed by all Training providers (trainers) on day one of training for each unit delivered. Training providers can use their own forms as long as all the fields on this form are included.
	Unit Name:
	Unit Code:

	Date training commenced:
	Awarding Organisation:

	Training Provider Organisation name                                              Tutor Name and signature:
                                                                                                             Name printed and signature by hand only

	Learner name (printed)
	Organisation
	Learner signature (by hand only – not to be reproduced electronically)
	Ticket to Progress Learner id number 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Training tutors/trainers must ensure that this form is signed and dated by all learners who have ATTENDED the course.  Please use a continuation sheet if required. Completed forms should be scanned if possible and submitted to G:up.  If sending by email please send to progress@bayc.org if posting, please send to G:up c/o Hilda Simister House, 581 Pershore Road, Selly Park, Birmingham, B29 7EL. 
Appendix 3 Regional Delivery Agent monthly claim form.

For use by Regional Delivery Agents 

About this form

G:up should complete this form on a monthly basis and submit to NCVYS in the last week of each month. It should record both the training scheduled (part A) and training delivered (part B) in the time period.
	Region / name of RDA
	West Midlands G:up

	Time period (MM/YY)
	


PART A: Training scheduled in this calendar month

Below please summarise all details of all the training you have agreed with your local training provider in this time period (calendar month) – even if that training is not due to take place this month.
	Name of local

training provider
	Unit name
	Unit number 

(as listed on Progress unit database)
	Scheduled no. of Learners *
	Course start / end dates

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


* If the course includes any learners not from the voluntary and community sector - and therefore not benefitting from the Progress subsidy- they should not be counted here. 
PART B: Training delivered in this calendar month

Below please summarise all details of all the training actually delivered by your local training providers in this time period (calendar month). 
	Name of local

training provider
	Unit name
	Unit number 

(as listed on Progress unit database)
	Actual no. of Learners *
	Course start / end dates

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Part C: authorisation of RDA
I confirm the above information is accurate to the best of my knowledge 

Signed 

Name 





Date

Appendix 4: Progress and the refreshed common core of skills and knowledge

What is the Common Core of Skills and Knowledge?

The common core describes the skills and knowledge that everyone who works with children and young people is expected to have. The six areas of expertise in the common core offer a single framework to underpin multiagency and integrated working, professional standards, training and qualifications across the children and young people’s workforce. This includes those who work with children and young people all the time as well as those who work with children and young people as only part of their job role. It includes both paid staff and volunteers. 

The common core reflects a set of common values for practitioners that promote equality, respect diversity and challenge stereotypes.  The six areas are:

· Effective communication and engagement with children, young people and families 

· Child and young person development  

· Safeguarding and promoting the welfare of the child or young person

· Supporting transitions

· Multi-agency and integrated working

· Information sharing

It is understood that the use of the common core will vary by sector and role, and that different organisations will find the most appropriate ways of giving expression to all the six areas of expertise. Similarly, some roles will place greater emphasis on one or more of the common core’s six headings: not all practitioners will be regularly involved in supporting transitions, for instance; but all will need to understand at least the most important aspects of each of the six areas of expertise in a way that is relevant to the context in which they work. 

However the six areas of expertise in the common core work as a whole – many of the skills described under one heading are also relevant to other headings – so it will be important for individuals and organisations to consider the common core in the round. 

How does the PROGRESS Project promote the Common Core of Skills and Knowledge?

We recognise the need and actively encourage for individual organisations to link into their local One Children’s Workforce activities in terms of developing job descriptions, induction, and training and development provisions.  We also promote engagement with the One Children’s Workforce development strategies which are developed, driven and implemented by the local Children’s Trusts.

All Training Providers participating in this project will need to ensure that the training on offer shows clear links to the Common Core of Skills and Knowledge where the unit does not have it embedded i.e. non Integrated Qualifications Framework (IQF).
Please see the mapping activity below for initial guidance.

Further information available from NCVYS Training & Accreditation Leads.

The Curriculum and the Common Core Skills and Knowledge Mapping 

Level 2

	Priority 1 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	Common Core of Skills and Knowledge Met

	Understand why communication is important in maintaining positive relationships with young people and in meeting their communication and language needs, wishes and preferences

Understand how different experiences can enhance the learning and development of a young person

Understand how changes to, or in, a young person’s life can affect their behaviour and development

Understand how to enable young people to use their learning to enhance their future development

Be able to use reflective practice to improve own contribution to young person development


	Effective communication and engagement with children, young people and families

Child and young person development  

Supporting transitions



	Priority 2 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	Common Core of Skills and Knowledge

	Understand the importance of establishing and maintaining a trusting relationship with individuals and know how to recognise the signs that an individual is at risk of harm 

Understand the needs and rights of young people

Understand and risk taking behaviour and risk assessing in young people’s settings

Understand the importance of working together within the context of young people’s services

Know about the legislation, guidance and policies and procedures for safeguarding the welfare of young people (this may include e-safety, cyber bullying, sex-texting etc)  

	Effective communication and engagement with children, young people and families 

Child and young person development  

Safeguarding and promoting the welfare of the child or young person

Supporting transitions

Multi-agency and integrated working

Information sharing



	Priority 3 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	

	Know the relevant health and safety policies and procedures of the work setting

Be able to recognise the risks and hazards in the work setting and during off-site visits, to ensure young people in your care are safe from harm.

Be able to understand and follow the work setting procedures for reporting and recording accidents, incidents, emergencies and illnesses of both workers and young people
	Effective communication and engagement with children, young people and families 

Safeguarding and promoting the welfare of the child or young person



	Priority 4 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	

	Understand the role of practitioners in establishing needs when providing information and support to young people

Enable children and young people to find out about and use services and facilities

To understand and enable signposting to services which are available for young people 

Understand the value of partnership working in the context of integrated delivery

Understand the potential effects of transitions on children and young persons development
	Effective communication and engagement with children, young people and families 

Safeguarding and promoting the welfare of the child or young person

Supporting transitions

Multi-agency and integrated working

Information sharing



	Priority 5 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	

	Understand issues in Equality and Diversity and Inclusion when working with young people

Understand the importance of Equality and Diversity and Inclusion and be able to work with young people in an inclusive way


	Effective communication and engagement with children, young people and families 

Child and young person development  

Safeguarding and promoting the welfare of the child or young person

Supporting transitions


Level 3

	Priority 1 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	Common Core of Skills and Knowledge Met

	Be able to support young people to make and maintain positive relationships and when there are relationship difficulties

Work with others to support young people to achieve the best possible outcomes for them

Be able to monitor young people’s development and provide interventions if this is not following the expected pattern

Be able to meet professional responsibilities by reflecting on own performance and practice

Identify the role and value of supervision as a key component in their professional practice
	Effective communication and engagement with children, young people and families 

Child and young person development  

Safeguarding and promoting the welfare of the child or young person

Supporting transitions

Multi-agency and integrated working

Information sharing (Not specifically but alludes to)



	Priority 2 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	Common Core of Skills and Knowledge

	Be able to work in partnership with other organisations to safeguard a young person

Work with others to provide an integrated service that is centered on young people 

To understand and work within your own professional and personal boundaries 
Implement the key legislation, guidelines, policies and procedures for safeguarding young people in your care


	Effective communication and engagement with children, young people and families 

Child and young person development  

Safeguarding and promoting the welfare of the child or young person

Supporting transitions

Multi-agency and integrated working

Information sharing



	Priority 3 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	

	Be able to recognise and manage risk to health, safety and security in the work setting or off site visits

Be able to plan and provide environments and services that support young people’s health and safety.

Be able to support young people in assessing risk for themselves


	Effective communication and engagement with children, young people and families 

Safeguarding and promoting the welfare of the child or young person

Supporting transitions



	Priority 4 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	

	Understand your role as a practitioner in providing access to information and support when working with young people

Be able to establish and address the information and support needs of young people

Understand and implement the value of partnership working in the context of integrated service delivery

Be able to enable young people to recognise areas of change in their lives and  support them to make positive changes in their lives 

Be able to support children and young people experiencing transitions
	Effective communication and engagement with children, young people and families 

Supporting transitions

Multi-agency and integrated working

Information sharing



	Priority 5 

	Suggested Knowledge and Skills  Requirements (not an exclusive list)
	

	Understand the value of diversity and the importance of equality and anti-discriminatory practice

Ensure your own actions support the equality, diversity, rights and responsibilities of individuals

Promote inclusion, equality, participation and the rights of children and young people

Understand the importance of issues in diversity, equality and inclusion
	Effective communication and engagement with children, young people and families 

Child and young person development  

Safeguarding and promoting the welfare of the child or young person

Supporting transitions




Appendix 5 The process for claiming, authorising and payment of the £100 subsidy per learner
	Stage
	NCVYS, G:up and local Training providers role and responsibilities in relation to claiming and payment of the £100 subsidy per learner

	1
	The £100 training subsidy goes through two key stages. 
The first stage involves NCVYS claiming the subsidy from CWDC:

· This takes place monthly and is based on evidence of learner registration on the Ticket to Progress website. Training providers need to ensure they can support all learners to register on the site, and then G:up can check the levels of registration online to ensure NCVYS is drawing down the correct amount of subsidy. 

· G:up will need to submit this information to NCVYS monthly via Appendix 3 (Regional Delivery Agent monthly claim form), this will include two tables – one for training registered in that month and another for actual training delivered in that month. 

· Monthly submissions should be sent to NCVYS in the final week of each month.

· NCVYS draws down the subsidy in advance of training delivery in order to speed up the rate at which we are able to pay local providers following delivery.



	2
	The second stage of the subsidy involves payments from NCVYS to local training providers, as follows:
· Local training providers can begin the claim process following day one of the course(s) delivered (whether the course is one day or longer);

· As evidence of completion they will need to supply electronic copies of Appendix 2 (local training provider training delivery register), for day one of the training. This sheet should include the learner’s name, the learner’s Ticket to Progress unique learner number (generated upon registration), the learner’s signature (in hand, not electronically reproduced), and the date of training, name of course unit, location and signature of the course tutor.  Local training providers should send this information to the G:up following day one of training delivery; (within 7 days)
· G:up will then take the evidence of training completed - for all their local training providers active in the month of claim - and summarise that information within the relevant part of Appendix 3 (Regional Delivery Agent monthly claim form).
· Once satisfied with the evidence of training delivery, G:up should send the monthly monitoring claim form to NCVYS (again, in the final week of each calendar month) and inform local training providers to invoice NCVYS for payment;

· Local training providers should invoice NCVYS at £100 per learner/per unit who attended day one of training. Invoices should not be based on the original numbers of learners registered for the course. NCVYS will not release payment for learners who do not attend. Local training providers are encouraged to enforce cancellation policies directly with learners, to protect them from such losses.
· NCVYS’ standard terms of payment are within 14 days of receipt of invoice




Appendix 6: The local training provision flowchart
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1
About this briefing

This is a joint briefing for Regional Delivery Agents (working with local training providers) and National Training Providers (working directly with NCVYS). It covers processes and guidance on the delivery of Progress training until December 2010.

Partners will be aware that we are still waiting for the Ticket to Progress website to be fully available. The reasons for this delay are no longer technical but relate to the completion of the ILM level 2 assessment – a process that will demonstrate our system is data secure and meets all conditions of Data Protection legislation. This will give our funders confidence to allow us to use the system and begin training delivery in full.

However, because the continued delay is seriously affecting our efforts to work with training providers, NCVYS is (from the date of this briefing) authorising all RDAs and NTPs (subject to satisfactory completion of Local Learning Delivery Agreements and Schedules of Delivery) to proceed with training delivery from now until the end of December only - using a manual system of learner registration – outside of the normal Ticket to Progress website system.

This briefing covers all relevant guidance, information and conditions should you choose to proceed with training delivery in late October / throughout November in this way. Please note sections of this briefing will relate only to RDAs or NDPs – so do read carefully.

Back to contents
2 
The manual learner registration system

General approach – guidance for all training providers

The manual learner registration system helps us temporarily bypass registering learners on the Ticket to Progress site by collecting some of their registration details manually - ready for mass upload to the TtP website once it is live. Skillsprofile will perform this manual upload based on the data provided.

Training providers should use the Ticket to Progress – standard upload form (excel doc) to capture this information from learners, once they are satisfied learners are eligible and have agreed dates for training, but before training takes place. The simplest approach is for training providers to collate all learners for October and November on one form – regardless of whether those learners are taking just one or multiple units. 

About the Standard upload form – guidance on completion of fields

· Your organisation name – here you enter the name of your organisation as training provider.

· Your verifier ID & name – training providers can leave this field blank for now. This relates to details all training providers will be given once they register their own organisation details with the Ticket to Progress website. You will remember this is a condition of service for all trainers – as you will need to monitor your learners, confirm the details of their training and ensure they ‘link’ their Tickets to you. Full guidance on this will be provided at a later date. Please note the terms ‘verifier ID’ and others used by NCVYS in briefings like this - such as ‘verifying organisation’ - are specific to the Skillsprofile system. They should not be confused with any other systems run by Awarding Organisations or similar employing the term ‘verifier’ in their own context. Neither does it relate to the verification of training.
· Photograph filename and all fields marked ‘office use only’ – training providers can ignore these fields.

· All other fields – should be completed with learner details.

· Local training providers should submit the standard upload form to their RDAs, who will enter it onto the monthly monitoring claim form and submit monthly to NCVYS.

· National training providers – should submit the standard upload form to their main contact at NCVYS (usually Isabelle or Gethyn).

Why is registration so important?

Because evidence of registration is key to allowing us to draw down the training subsidy from CWDC, meaning we can pass it on quickly to training providers upon evidence of delivery. Ensuring registration takes place is also a condition of service as governed by your Local Learning Delivery Agreement (for local providers) or Training Provider contract (for national providers).

Registration of learners undertaking training in November/December should be completed immediately. National Training Providers should send their standard upload forms direct to their main contact at NCVYS. Regional Delivery Agents should collate forms from their local providers and send to NCVYS in one batch. All forms should be submitted electronically; printed copies will not be accepted.

Specific guidance for RDAs

RDAs are responsible for ensuring the information provided by their local providers on the standard upload form is accurate. RDAs should keep copies of all standard upload forms submitted – but in addition to sending these to NCVYS they should also collate this information into PART A of the monthly monitoring claim form (training scheduled in this period). This form is included with this briefing, and once PART A is completed it should be sent to NCVYS as soon as possible, along with copies of the standard upload forms from their local training providers.

Back to contents
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Evidence and payments systems – Local Training Providers/ RDAs (Specific to the manual learner registration system only) 

Evidence provided by trainers

Local training providers are asked to send RDAs electronic copies of their attendance sheets for day one of each unit/course delivered in this period. This sheet should include the learner’s name, the learner’s Ticket to Progress ID number* (generated upon registration), the learner’s signature (in hand, not electronically reproduced), the date of training, name of course unit, location and signature of the course tutor. An example template is included with this briefing. Local training providers should send this information to the RDA following day one of training delivery;

*the TtP ID number is not required for training under the manual learner registration system, but will be required once the site is fully live. 

Evidence processing guidance for RDAs

If satisfied the evidence provided by local providers is accurate, RDAs should then collate this information – for all of their training providers – onto PART B of the monthly monitoring claim form (attached with this briefing) and send to NCVYS. At the same time RDAs should signal to their training providers that the evidence is accepted and instruct them to invoice NCVYS for payment. 

Timescales for payments

RDAs should send their completed monthly monitoring claim forms (with PART A and PART B) complete to NCVYS as soon as they have received their final attendance sheets for November. (Please note RDAs should keep copies of the attendance sheets but do not need to submit these to NCVYS). 

If PART A of the form is submitted early enough, NCVYS will be able to draw down the subsidy in our October claim with CWDC, meaning training providers should receive payment by the end of November. If there are delays to receiving this information then payment may take longer. In the future, as we move into the full Ticket to Progress website, trainers will be able to register learners further in advance of training delivery, meaning NCVYS should be able to draw down the subsidy quickly and would hope to issue payment within 14 days of invoice. With this manual system however, training is taking place almost at the same time as registration, so providers will need to be aware the payment processes will take longer than usual.

Guidance on invoices

Training providers should invoice NCVYS at £100 per learner/per unit who attended day one of training. Invoices should not be based on the original numbers of learners registered for the course, but the numbers that attended. NCVYS is unable to release payment for learners who register but do not attend, so training providers are encouraged to enforce their cancellation policies directly with learners, to protect them from such losses.

All invoices should include the following details:

· Marked for the attention of Claire Grant at NCVYS;
· Include the reference ‘Progress training – as covered by our Local Learning Delivery Agreement with (insert name of RDA here)’;
· Include the unit name and number (to match the Progress Unit database);
· Include the date of training (day one);
· Include the town/city and region in which the training took place;
· Include the number of learners attending (to match the total invoice amount – no of learners X £100);
· Not to add VAT to the invoice – Progress training is exempt from VAT and NCVYS is not authorised to pay it, even if training providers are VAT registered.
Back to contents
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Evidence and payments systems - National Training Providers 

(Specific to the manual learner registration system only)

Evidence provided by trainers

National training providers should send NCVYS electronic copies of their attendance sheet following day one of the training, for each unit/course completed in this time period. This sheet should include the learner’s name, the learner’s Ticket to Progress ID number* (generated upon registration), the learner’s signature (in hand, not electronically reproduced), the date of training, name of course unit, location and signature of the course tutor. An example template is included with this briefing. 

*the TtP ID number is not required for training under the manual learner registration system, but will be required once the site is fully live. 

Timescales for payments

NCVYS will endeavor to pay training providers within 14 days of receipt of invoice, which are our standard terms and conditions. However training provider should be aware that under this manual system payments are likely to take longer as training is taking place almost alongside registration. In the future, as we move into the full Ticket to Progress website, trainers will be able to register learners further in advance of training delivery, meaning NCVYS should be able to draw down the subsidy quickly and would hope to issue payment within the standard 14 days.

National Training Providers can support quick payments by ensuring their evidence is submitted quickly and meets all requirements in full. Also, the faster they can provide details of training to be delivered (via the National Training Providers’ manual registration schedule of training form) the quicker NCVYS can drawn down the subsidy from CWDC. National Training Providers are encouraged to submit these forms to NCVYS as soon as possible for any training going ahead in November.

Guidance on invoices

National training providers should invoice NCVYS at £100 per learner/per unit who attended day one of training. Invoices should not be based on the original numbers of learners registered for the course. Please note NCVYS will not release payment for learners who register but do not attend. Training providers are encouraged to enforce cancellation policies directly with learners, to protect them from such losses.

All invoices should include the following details:

· Marked for the attention of Claire Grant at NCVYS;
· Include the reference ‘Progress training’;
· Include the unit name and number (to match the Progress Unit database);
· Include the date of training (day one);
· Include the town/city and region in which the training took place;
· Include the number of learners attending (to match the total invoice amount – no of learners X £100);
· Not to add VAT to the invoice – Progress training is exempt from VAT and NCVYS is not authorised to pay it, even if training providers are VAT registered.
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Learner eligibility – clarifications on existing guidance

About this guidance
This guidance provides additional clarity on our learner eligibility policy, following several test cases involving volunteers working within the statutory sector.

Our learner eligibility policy

Our policy is reproduced again here for your reference. It is the responsibility of all training providers to ensure all learners they accept are eligible under this policy. NCVYS will quality assure this by checking against a percentage of learners via their Tickets to Progress registration details:

Eligibility Criteria for learners

Individuals eligible for training should:

· Be a member of staff or volunteer from a voluntary or community organisation. For Progress training, this definition of VCS does include social enterprises, mutuals and co-operatives and other not-for-profit organisations (excluding state-led/governmental organisations);

· Be working with young people aged 13 – 19 or up to 25 with a disability, within scope of the project;

· complete a self assessment tool online and discuss this with the learner’s organisation / employer / training provider*;

· be strongly encouraged, by the training provider, to work with their employer/organisation in completing a full Training Needs Analysis at an appropriate time during or after undertaking their training. NCVYS will make available a suite of TNA tools for learners to use.**

*Training providers should ask the learner to discuss the self assessment with their organisation or employer, but where this is not possible the training provider should discuss the self-assessment results directly with the learner to ensure training undertaken is appropriate to their needs/roles working with young people. 

** The purpose of this element is to encourage progression routes and to re-enforce the notion of using Progress training as a platform to further training and development.

Why is a clarification needed?

Several Progress partners have received approaches from non-charitable organisations or statutory services seeking training for their volunteers. They have argued – in some cases quite forcefully – that as their learners are volunteers and therefore they should be eligible. Following a full review – involving discussions with CWDC and within the Project Management Group (NCVYS and YMCA George Williams College) – we have agreed the following clarification, which can be put to organisations in these situations:

· The critical point is that the individual learner must be affiliated to a voluntary and community organisation, whether or not they are a volunteer and whether or not they are active in the statutory sector;
· Progress is a capacity-building project designed to improve and support the VCS workforce, therefore a VCS organisation must benefit from the training we deliver to learners in their role as paid staff or volunteer. It is not a project designed to support volunteers per se;
· Where individuals volunteer in the statutory sector they will not be eligible unless they also have an active link to a voluntary group. When they register for their Ticket to Progress, details of this voluntary organisation will be sought.
We do not feel the policy needs to be amended, but did wish to alert RDAs, local and national training providers to several interesting examples we have faced so far. Please continue to inform us of any difficulties you may have interpreting or explaining the eligibility policy.
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Familiarisation training: guidance on cascading

November 2010

Introduction

All voluntary and community sector (VCS) trainers delivering training under the Progress project are required to undertake familiarisation training. The project has a target of putting 360 VCS trainers through Familiarisation, a key output of the desired capacity-building and sustainability outcomes of the project.

In some circumstances it may be more appropriate for one ‘lead trainer’ per organisation to attend the two-day Familiarisation programme and then ‘cascade’ the learning to the relevant pool of trainers within their organisation – as opposed to all trainers attending familiarisation. This briefing and guidance note covers that scenario.
Guidance for National Training Providers

We recognise it may be both financially and logistically sensible to allow those organisations delivering Progress training nationally to adopt the cascading model of Familiarisation, rather than releasing all of their trainers for the two day course. Those national training providers wishing to adopt this model should consult with NCVYS and YMCA George Williams College.

Guidance for Local Training Providers and Regional Delivery Agents
In the majority of cases the Progress project partnership expects all trainers delivering locally to attend the Familiarisation sessions and therefore local providers must contact their Regional Delivery Agent to ascertain the availability of training spaces within their region. We hope the knowledge and CPD gained through attendance will be part of the project legacy in the region. 

Guidance for all training providers adopting the cascading model 
The ‘lead trainer’ responsible for cascading must attend the two-day Familiarisation Training before cascading to their pool of trainers (in house or freelance). There is an expectation the training is effectively disseminated – potentially through regular CPD meetings, changes to the organisation’s curriculum or internal quality assurance processes. 

There is no suggested timeframe for this implementation. Rather we encourage lead trainers to use the attached Curriculum Development Grid as a tool to assist developing your organisational curriculum. Lead trainers are not expected to repeat the Familiarisation sessions in their entirety, but to concentrate on those areas most appropriate to their organisation.  
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Guidance on completing the Curriculum Development Grid
The grid is designed as a working tool that lead trainers should bring with the to the Familiarisation training. The left hand column offers examples of key training developmental stages and the top row outlines the 5 priority training areas suggested by the Progress Project.

Using the Progress Unit Database (available from NCVYS) and knowledge of the units of training that will be delivered; the lead trainer should simply identify their key priority area/s and use the grid to enter information as relevant for their organisation. 

We recommend the grid is then used in house in conjunction with the Skills and Knowledge Framework (found in the Familiarisation training pack) to assess how the organisation’s curriculum, resources and materials enable their learners to gain the suggested skills and knowledge identified in the framework.  

Please note: organisations can only cascade Familiarisation Training. The related Train the Trainer programme (for those without a PTLLS qualification or equivalent) cannot be cascaded as it provides part of an accredited qualification (and therefore cannot be delivered without appropriate qualification and assessment procedures).

Examples of how training may be cascaded 
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The cascading list template is to be filled out by the lead trainer responsible for cascading and returned to Jon Tuchband at YMCA GWC once completed.  Please remember, this template is relevant only for those organisations delivering (via the lead trainer) Familiarisation Training programme (or part of it) to their in-house trainers verbatim (please see example 1 or 2 above). [image: image6.jpg]Working with
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Those organisations that wish to cascade as per example 3 above i.e. by analysing and developing training curriculum to reflect the key principles of the Familiarisation Training must send back the Curriculum Development Grid as opposed to the cascading attendance list.  Other methods of cascading may be considered. G:up should seek confirmation of how trainers plan to cascade.  

Please note: Those NTP’s/LTP’s cascading training to in-house staff as per example 1 or 2, must provide The YMCA George Williams College with the names of the trainers to whom they cascaded training.  Alternatively, if the lead trainer follows the method as per example 3, a copy of the Curriculum Development Grid should be emailed to j.tuchband@ymca.ac.uk
If you have any further questions about cascading training, please do not hesitate to contact Jon Tuchband on the above email address or alternatively call 020 7 540 4915.

Curriculum Development Grid (cascade model)
	Training Development Stages

(
	PA 1: Facilitating Learning and Development of Young People
	PA 2: Safeguarding the Health and Welfare of Young People
	PA 3: Maintaining Health and Safety in the Workplace


	PA 4: Promoting Access to Information and Support


	PA 5: Promoting Equality and the Valuing of Diversity

	Needs Assessment:

Identifying needs and negotiating with learners/others 


	
	
	
	
	

	Planning:

Training content, learning objectives, methods, activities and delivery styles and activities

	
	
	
	
	

	Training Development Stages

(
	PA 1: Facilitating Learning and Development of Young People
	PA 2: Safeguarding the Health and Welfare of Young People
	PA 3: Maintaining Health and Safety in the Workplace


	PA 4: Promoting Access to Information and Support


	PA 5: Promoting Equality and the Valuing of Diversity

	Delivery:

Delivering the training and addressing learners’ needs and group dynamics

	
	
	
	
	

	Evaluation:

Reviewing the learning, the process, style and outcomes


	
	
	
	
	

	Other:


	
	
	
	
	

	Notes / Action Plan

	














Example 3:


After attending the Familiarisation Training Programme, the lead trainer conducts an analysis of their organisation’s existing training curriculum together with their key resources ensuring that they reflect the underpinning principles of units recognised by the Progress Project.  Where the lead trainer identifies opportunities for development for example adding a selection of the best practice resources to existing material or to the aims and learning objectives of their curriculum, appropriate adjustments are made and disseminated to their staff team.





Example 1


Organisations with existing in-house staff CPD days may wish to include key elements of the Familiarisation Training into the CPD day.  For example, the lead trainer may wish to use the Progress Skills and Knowledge Framework together with the QCF level descriptors (both found in the training pack resources) as a standardisation activity asking trainers to analyse whether existing materials reflect the correct levels and enable learners to achieve the skills and knowledge suggested in the framework





Example 1:


Organisations with existing in-house staff CPD days may wish to include key elements of the Familiarisation Training into the CPD day.  For example, the lead trainer may wish to use the Progress Skills and Knowledge Framework together with the QCF level descriptors (both found in the training pack resources) - as a standardisation activity asking trainers to analyse whether their learning outcomes and training resources reflect levels QCF levels 2 and 3 and enable their learners to achieve the suggested skills and knowledge outlined in the Progress Skills and Knowledge Framework





Example 2:


The lead trainer may wish to select a key section of the Familiarisation Training schedule to train in-house staff verbatim.  The lead trainer may decide that the training schedule can be embedded directly into their own organisational curriculum or alternatively use the training to facilitate a discussion which enabled staff to explore key elements of their own delivery.








� The Core Offer is a term used to describe the full offer of units available through multiple training providers, across the five priority areas of the project.  


� Without the full registration of learners NCVYS cannot draw down the subsidy from CWDC
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