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Training that Cares





RESPONSIBILITIES OF A TRAINER FOR JEMCARE
CORE RESPONSIBILITIES 

· To maintain delivery standards according to the JemCare Code of Practice and External Awarding Body requirements. 
· To prepare training materials and candidate handouts according to the JEMCARE guidelines 
· To administer and facilitate the accredited exam/test for delegates as per the Awarding Body guidelines and procedures, as appropriate 
· To ensure induction and Health and safety arrangements are covered at the beginning of training 
· To ensure all appropriate documentation is completed correctly and fully. 
· To deliver training programmes as agreed. 
· To ensure that all JEMCARE policies and procedures are adhered to. 
· To liaise with the JEMCARE Short course administrator and co-ordinator 
· To maintain the strictest standards of confidentiality in relation to candidates' personal circumstances, the business of their organisations in which they work and the business of JemCare Training Limited. 
· To carry out such duties and responsibilities under the Health & Safety at Work Act (etc.) 1974 and associated legislation as described in the College's Health & Safety policy documents. 
· To work at all times to promote College policies, particularly th6se relating to equality of opportunity. 

Preparation 

· Ensure you have all materials, resources and handouts.
· Prepare lesson plans 
· Check that equipment has been booked. 
· Liaise with administrator for number of delegates.

· Confirm venue with administrator. 
· Allow sufficient time to reach venue. 

On the day 

· Arrive 30 minutes in advance (this IS part of preparation).

· Check room layout. 
· Complete attendance record

· Complete registration documents where necessary.

· Ensure Induction procedures are covered. 
· Cover domestic and Health and Safety arrangements, including, in particular, Fire Exits.

· Ensure each delegate completes a JEMCARE evaluation form, which is returned to JemCare. 
· Complete course administration where necessary. 
· Return course administration to JemCare. 
· Return borrowed resources and spare materials to JemCare. 
· Complete and submit Time Sheet. 
· Ensure enrolment forms are signed by candidate and tutor and are dated. 
· Be available for delegates during lunch if necessary 
· Remain after the training to ensure the room is left in the reasonable order it was found. 

PERSON SPECIFICATION 

QUALIFICATIONS AND EXPERIENCE 

Substantial proven training and/or teaching experience, in the last two years, working with business organisations is essential. 

A recognised teaching/training qualification or currently working towards one is essential. 

A relevant qualification in the subjects being delivered is desirable 

A proven full and current and ongoing working knowledge of current practices in the subjects being delivered is essential. 

A proven and current track record of delivering successful training programmes is essential. 

SKILLS AND ABILITIES 

A confident and friendly manner, excellent interpersonal skills and an ability to communicate with a wide range of people from inside the College and outside are essential. 

Good written and oral communication skills are essential 

An ability to maintain accurate training, registration and records, with attention to detail is essential 

A willingness and ability to travel to clients premises is desirable 

An ability to work within and implement the College's Equal Opportunities Policy is essential. 

ROLE OF THE ASSESSOR 

· Assessors must be vocationally competent and hold 032/033 
· Assessors are responsible for assessing Candidate against the performance criteria, range statements and underpinning knowledge associated with elements of competence. 

Assessors will: 

· Ensure that each Candidate is aware of his or her responsibility with regard to the collection and presentation of evidence. 
· Ensure that the Candidate is fully briefed and understands the NVQ and Key Skills standards WHERE APPLICABLE 
· Assess Candidate against the required standards 
· Contribute to the Candidate's ongoing assessment plan to identify valid and sufficient evidence and assessment 
· Judge all evidence against performance criteria range statements and underlying knowledge to identify Candidates achievements. Sign and date all evidence 
· Identify gaps in evidence and discuss/agree remedial action with Candidate
· Give constructive and positive feedback to the Candidate 
· Carry out regular observations of Candidate within their workplace and provide written reports 
· Ask questions of the Candidate 
· Sign and date the Candidate's assessment/action/training plans, all evidence and any other documentation 
· Follow the assessment guidance given by the Awarding Body and Internal Verifier 
· Attend standardisation meetings as required and liaise with Internal Verifier and other Assessors, Centre Co-coordinator as necessary 
· Explain and discuss special assessments or problems with Internal Verifier 
· Maintain records of their Candidates achievements and feedback to Co- coordinator and Internal Verifier. 
· Adhere to centre policies 
· Be accessible to Candidates 

ROLE OF THE INTERNAL VERIFIER 

Internal Verification is the process of monitoring the work of all Assessors involved in an award to ensure that they are applying the same standards 

when assessing Candidates. ' 

The Internal Verifier ensures that the judgements the Assessors have made on Candidates are in accordance with the performance criteria, range and underlying knowledge given in each element of a unit. The Internal Verifier will be required to sample work of the Candidates and to countersign the appropriate sections of the recording system. 

The Internal Verifier will: 

· Sample the records of Assessors to monitor consistency of assessment standards 
· Observe a sample of assessments taking place to monitor consistency of assessment decisions and their conformance with national decisions 
· Countersign the Candidates assessment record 
· Support and guide the Assessors 
· Monitor Equal Opportunities and Special Assessment to ensure that processes are applied fairly to all Candidates 
· Liaise with External Verifier, where requested to do so 
· Ensure fair, reliable and consistent assessments 
· Ensure that Assessors are kept up-to-date with any changes within the assessment processes 

Internal Verifiers will therefore need to be: 

· In regular contact with Assessors 
· Responsible for recording and tracking Candidates progress and achievements 
· Vocationally competent and hold D32/D33/D34 or A and V Units
· Trained in assessment and verification techniques 
· In possession of the necessary organisational and communication skills (both written and oral) 
· Available to attend standardisation meetings 

JEMCARE 

EQUAL OPPORTUNITIES IN EMPLOYMENT 

Our Policy: 

JemCare is committed to equal opportunities in employment practices and staff development. 
The aim of our policy with regard to employment is to ensure that no job applicant or employee receives less favourable treatment on the grounds of gender, disability, race, marital status, nationality, colour, religion, ethnic origin or age. 

The policy covers advertising, recruitment, induction, and conduct at work, promotion, conditions of service, disciplinary and grievance procedures and selection for redundancy. 
The policies are regularly reviewed to ensure that every individual is given fair treatment. 

What the College expects of its Employees: 

The main responsibility for ensuring equal opportunities rests with the employer. However, it must be emphasised that each employee has responsibilities too. It is the duty of every individual involved in the College's work to carry out their duties with regard to our Equal Opportunities Policies. In particular under our Disciplinary Procedure, deliberate acts of unlawful discrimination, derogatory racist of sexist remarks and racial or sexual remarks and racial or sexual harassment directed towards other employees or members of the public, are treated as gross misconduct and may lead to dismissal. 

Any complaint of discrimination made by an employee or member of the public will be thoroughly and promptly investigated. 

Employment Practices, Procedures and Conditions of Service: 

Employment practices are kept under review and adapted where possible to meet the varying needs of employees. 

JemCare has a policy on the employment of people with disabilities. As part of this we guarantee an interview to any person with a disability who meets the essential criteria for the job. 

Recording and Monitoring: 

JemCare recognises that equal opportunities policies cannot be effectively implemented without efficient monitoring. To this end, the College has introduced monitoring of job applicants and of the workforce. If necessary we will take positive steps to redress disadvantage and eliminate discrimination. 
JemCare  Care NVQ Assessor Specification

	SKILLS/EXPERIENCE AND QUALIFICATIONS
	ESSENTIAL
	DESIRABLE

	D32/D33 or A1/A2
	(
	

	D34 or V1
	
	(

	NVQ in Care level 2 or equivalent experience(
	
	(

	NVQ in Care level 3 or equivalent experience(
	
	(

	NVQ in Care level 4 or Management level 4 or equivalent experience(
	
	(

	Undertaking current and ongoing care practice 
	
	(

	Recent experience and evidence of assessing NVQ candidates
	(
	

	Ability to work in varying environments and adapt style of assessing
	(
	

	Commitment to undertake CPD to remain vocationally competent
	(
	

	Recent experience of verifying NVQ candidates
	
	(

	Previous experience of Modern Apprentice programmes and assessing integrated Key Skills
	
	(

	Awareness of equal opportunities issues
	(
	

	Good interpersonal skills


	(
	

	Ability to work on own initiative and within a team
	(
	

	Excellent administrative and organisational skills
	(
	

	Excellent verbal and written skills
	(
	

	Word processing skills
	
	(

	Experience of designing and delivering training for NVQs
	
	(

	Available to work flexible hours
	(
	

	Car owner with valid clean licence
	(
	


(Depending on levels that you wish to assess

JemCare  Care NVQ Internal Verifier Specification

	SKILLS/EXPERIENCE AND QUALIFICATIONS
	ESSENTIAL
	DESIRABLE

	D32/D33 or A1/A2
	(
	

	D34 or V1
	(
	

	NVQ in Care level 2 or equivalent experience(
	
	(

	NVQ in Care level 3 or equivalent experience(
	
	(

	NVQ in Care level 4 or Management level 4 or equivalent experience(
	
	(

	Undertaking current and ongoing care practice 
	(
	

	Recent experience of verifying NVQ candidates
	(
	

	Recent experience of moderating assessors including standardisation meetings
	(
	

	Recent experience and evidence of assessing NVQ candidates
	(
	

	Commitment to undertake CPD to remain vocationally competent
	(
	

	Awareness of equal opportunities issues
	(
	

	Good interpersonal skills


	(
	

	Ability to work on own initiative and within a team
	(
	

	Excellent administrative and organisational skills
	(
	

	Excellent verbal and written skills
	(
	

	Word processing skills
	
	(

	Available to work flexible hours
	(
	

	Car owner with valid clean licence
	(
	


(Depending on levels that you wish to verify

JemCare  Care NVQ Trainer Specification

	SKILLS/EXPERIENCE AND QUALIFICATIONS
	ESSENTIAL
	DESIRABLE

	Teaching/training qualification or willingness to work towards
	(
	

	Recent experience and evidence of delivering Care NVQ training programmes/workshops
	
	

	D32/D33 or A1/A2
	(
	

	D34 or V1
	
	(

	NVQ in Care level 2 or equivalent experience(
	
	(

	NVQ in Care level 3 or equivalent experience(
	
	(

	NVQ in Care level 4 or Management level 4 or equivalent experience(
	
	(

	Knowledge and evidence of current care practices
	(
	

	Recent experience and evidence of assessing NVQ candidates
	
	(

	Commitment to undertake CPD to remain vocationally competent
	(
	

	Awareness of equal opportunities issues
	(
	

	Good interpersonal skills


	(
	

	Ability to work on own initiative and within a team
	(
	

	Excellent administrative and organisational skills
	(
	

	Excellent verbal and written skills
	(
	

	Word processing skills
	
	(

	Available to work flexible hours
	(
	

	Car owner with valid clean licence
	
	(


(Depending on levels that you wish to train
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