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Code of Practice

Training Team
Introduction
This code of practice provides guidance to tutors and assessors involved in the delivery of Qualifications in Independent Advocacy.  It is the responsibility of all tutors and assessors to ensure they understand its content and ensure that it underpins their training delivery with SEAP/KMT.

The policy provides guidance in what levels of confidentiality should be offered by tutors/assessors and sets out what action trainers should take in responding to concerns raised during training.  

The policy also outlines expectations in professional behaviour, particularly in representing the two organisations and supporting other members of the training team.

1.
Confidentiality

Confidentiality within the training environment is an important part of rule setting.  It provides learners with the confidence that they can speak freely and reflect on their practice - free from fear that this information may be used or shared without their permission.
It is recognised that tutors will often be in a position of delivering training to learners from organisations who provide similar services and who may, under different circumstances, be classed as a competitor.  Tutors must be aware that it is not appropriate to use information they have received during training for any other purpose than to support learners during the training event or to discuss, release and provide any information to learners which could reasonably be viewed as commercially sensitive (for instance new developments the organisation has not made public)  
Assessors are required to undertake observations in the work place.  This will involve assessors looking at and examining work products that are confidential to the service.  Assessors must treat this information as confidential and must reassure learners that any information shared will be used for the purposes of assessment only. 

It is not possible however for tutors and assessors to offer total confidentiality and they must be free to take action if they witness practice or become aware of anything that may be considered dangerous or a significant risk.  
Whilst is it not possible to provide a comprehensive list the following issues are examples of when the tutor should contact KMT/SEAP to discuss what action will  be taken.  
Discriminatory behaviour.  This could include instances of racist behaviour or language, sexism and oppressive comments 

Child or Adult Protection concerns.  If the tutor or assessor receives information that any child or adult is in immediate risk of significant harm and there is reasonable doubt that no action has been taken the tutor or assessor should discuss the need to use statutory protection systems.
Any practice issue which is potentially dangerous.  
In any instance where the tutor or assessor holds serious concerns, discussion should take place as soon as is reasonably possible with Kate Mercer and/or Jill Miles/Jon Wheeler.  This might include child/adult protection concerns as above; advocates/managers routinely working in a way which is contrary to core advocacy principles, e.g. attempting to coerce/lead clients into agreeing to certain courses of action, or serious organizational concerns, e.g. advocates not in receipt of clinical supervision to discuss casework etc.
In circumstances when KMT/SEAP holds serious concerns of practice, KMT/SEAP will either contact the learner direct, their employer or statutory protection services depending on the nature of the concern and its severity. 
Therefore tutors need to be clear in setting ground rules on Day 1 of any core or specialist delivery to ensure that everyone is clear about how they will be working together for the duration of the course. This should cover confidentiality issues as above and other ways of working together that the group agree to work with
Guidance Notes for QIA Tutors - Ground Rules - Guide time: 10 mins          

Resources: Prepared flipchart entitled Ground Rules

Aim: to set and agree ways of working together
Explain to group that we are now going to set some ground rules because it is important that we agree as a group how we want to work together during the programme. Setting ground rules needs to be a two way process within a safe environment with participants and facilitators proposing ways of working together.

Facilitators will be providing and looking for some or all of the following responses;

 

· Confidentiality with appropriate guidance on when confidentiality could be breached within the training environment. 

· respect for everyone in the group

· keeping to time

· responsibility for learning

· engaging with feedback process

· recognising resistance in themselves and others

· keeping mobile phones turned off

· not speaking over one another

· listening, empathy, non judgmental approaches, appropriate language, managing domination by group members

· professional conduct and agendas, appropriate engagement with the learning process

· Notice of any possible urgent interruptions that may delay tutor involvement

Facilitator to record on flip chart and post up for duration of the course and to revisit ground rules if necessary and check each day whether they need to be added to. Ground rules flipchart to be on view throughout course.

Highlight that fact that setting ground rules is a process similar to that of contracting with a client and managing expectations on both sides of the advocacy process when working successfully with clients.

2.
Representing the joint venture

All trainers should be aware that courses delivered jointly by KMT and SEAP involve tutors and assessors from both organisations.  It is expected that trainers working as part of the joint venture exercise loyalty to the enterprise.   It is not appropriate for trainers to speak about KMT/SEAP negatively outside of the venture or to learners. 
If trainers become aware of practice within KMT or SEAP which may impact on the quality or reputation of each service (for instance inconsistencies or conflict of interest) trainers are expected to pass this information back to the relevant organisation so that concerns can be shared in the interests of resolution and in the common good of the partnership.

3.
Supporting service users 

Service users are routinely involved in the delivery of taught courses.  Tutors are expected to contact service user trainers before the taught course in order to discuss and plan their session.  A template is available for tutors to use in this planning.

During the taught session, tutors should provide service user trainers with support and encouragement.

Following the taught session, tutors should provide service users trainers with feedback and offer immediate debriefing if appropriate.  Retrospective debriefing should be offered if the service user trainer prefers.
It is also the responsibility of the tutor to ensure the service user trainer receives (and is assisted to complete, if necessary) the correct form to claim payment.  
4.
Health & safety 

It is the responsibility of tutors to ensure the health and safety of the group throughout training events.  This includes awareness of the fire regulations, emergency procedures and location of first aiders.
All tutors must complete and return the tutor checklist and evaluation form to Kate Mercer following every training event.

5.
Using Professional Expertise
Trainers who are involved in the delivery of the QIA are involved precisely because they possess occupational competence and expertise in advocacy.  It is expected that tutors use this occupational competence throughout training to deliver the taught sessions.  
Sometimes it is appropriate to express personal views in training and share professional experience, however trainers should carefully self-monitor with regard to this as the training room is not a platform to share personal views and agendas.  It is important to remember that individual organisations may have different interpretations of values, policies, beliefs and it is not appropriate for trainers from either KMT or SEAP to comment on or denounce/approve such interpretations.  

This is not the same as encouraging learners to think creatively and challenge themselves and their organisation on current practice which is an essential training skill tutors are encouraged to use.
6.
Working together
Courses usually involve two tutors working together to co-deliver taught elements.  Tutors have access to standard training materials which they can use and tutors are encouraged to add to these materials and communicate to the wider team any new exercises which may improve the course.
It is the responsibility of both tutors to contact the other prior to the course to discuss its delivery.  Tutors should also decide who is delivering which session.

No tutor should be viewed as a ‘lead’ person.

Tutors should also decide who is delivering specific sessions throughout the delivery of the taught course and hold a conversation to support each other regarding style and approach of delivery. It is important that tutors use the tutor notes appropriately to engage with learners. Prior preparation is essential to ensure knowledge of the materials and to impart this to learners in a natural, flexible way without having to refer to the tutor notes at all times.

SEAP/KMT recognises the value of co-delivery for the benefit of tutors and to support learners. Tutors will be required to engage with delivery at all times. If for instance a tutor is delivering a specific session then it is the responsibility of the co-tutor to be aware and take account of group dynamics, non –verbal communication and issues that may be arising for participants and to clarify further issues and gain understanding of the content and impact of each session delivered. The importance of this approach is that the learners feel supported by the co-tutors and that the tutors are fully engaged with the process. 

7.
Attending training meetings
Regular meetings will be held up to four times a year and all members of the training team are expected to attend.

Meetings will provide opportunity for the training team to reflect on experiences of delivering the training, quality issues, practical arrangements and areas for improvement as well as developing working relationships across the team.
Standardisation meetings will be held twice a year for assessors to meet with the Internal Verifier.  All assessors are expected to attend the standardisation meeting and tutors are invited but not required to attend.

SEAP/KMT will hold regular meetings to review the joint business plan, performance against agreed objectives and the success of the joint venture.
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