
Adviser programme 

	training record


Name…………………………………………………………..……….

Bureau……………….…………………………………………………

· This record provides a central record of the training you have undertaken during the adviser programme and helps you to see what you have left to cover. 

· As you work through each activity, fill in the ‘date done’. Your training supervisor fills in the dates for the ‘to do’ dates and for the ‘date done’ reviews.
· You may not have to complete all the activities listed. This depends on which advice areas you are training for, and whether any previous experience you have already covers any of the activities. Your training supervisor will talk to you about this. A * indicates that you can do the activity at home. 











	TRAINING ACTIVITY


	Type of activity
	Date to do
	Date done

	Induction 
	
	
	

	Aims and Principles
	bite size*
	
	

	About your bureau 
	pack*
	
	

	Training supervisor meeting – action plan for IT & study skills (if needed)
	
	
	

	Using computers – looking after yourself 
	bite size*
	
	

	Main enquiry areas 1 
	pack*
	
	

	Observation of reception and information activities
	observe
	
	

	Principles in practice 
	pack*
	
	

	Information assurance
	elearning
	
	

	Induction – review of learning 
	
	
	

	Introduction to working with clients 
	
	
	

	Observation of gateway assessment interviews
	observe
	
	

	Essential information questions (EIQ) – introduction to checklist
	checklist
	
	

	Recording client cases in Petra 
	pack*
	
	

	Spotting social policy issues
	bite size*
	
	

	Legal Framework 
	pack*
	
	

	Getting to grips with Adviceguide
	elearning
	
	

	Observing and participating in advice interviews 
	observe
	
	

	Introduction to working with clients – review of learning  
	
	
	

	Adviser skills 1 
	
	
	

	Skills for working with clients - advisers
	pack*
	
	

	Using the information system (AdviserNet) 
	pack   
	
	

	Observation of questioning skills using EIQ
	observe
	
	

	Main enquiry areas 2
	pack*
	
	

	Using AdviserNet with clients
	pack
	
	


	TRAINING ACTIVITY


	Type of activity
	Date to do
	Date done

	Adviser skills 1 (cont) 
	

	Observation including looking up information on AdviserNet
	observe
	
	

	Skills for advisers 
	pack*
	
	

	Observation including identifying options
	observe
	
	

	Petra training videos: adviser
	videos
	
	

	Adviser skills 1- intermediate review of learning 
	
	
	

	Enquiry area A …………………………………..
	pack/s
	
	

	Observation including action and case recording
	observe
	
	

	‘Client voices’ 
	podcasts*
	
	

	Enquiry area pack B ………………………………….
	pack/s
	
	

	Participative interviews
	practice
	
	

	An overview of bureau management
	bite size*
	
	

	Understanding your bureau’s community
	bite size*
	
	

	Assessment review Learning Journal 1
	
	
	

	Preparation
	
	
	

	Assessment review meeting
	
	
	

	Earliest possible course date (Adviser skills)
	
	

	Pre course work Adviser skills course

Small amount of reading - your Training supervisor will give you this.
	
	
	

	
	reading
	
	

	Enquiry area learning journal
	
	
	

	Benefits – an introduction, Which benefit?  & Calculating working age means tested benefits 
	packs 
	
	

	Debt 
	pack
	
	

	Housing 
	pack
	
	

	Employment 
	pack
	
	

	You must complete at least two areas before attending the course. However, if you have time and your training supervisor agrees, you can complete other packs before the course. 
	
	
	

	Assessment: Enquiry area learning journal  – review of learning (minimum 2 areas)
	
	
	


	TRAINING ACTIVITY


	Type of activity
	Date to do
	Date done

	Adviser skills 2 
	
	

	Pre course work for Adviser skills course
	reading
	
	

	Adviser skills course
	
	Date attended

	Day 1
	course 
	

	Day 2
	course
	

	Advice skills: Assessment review Learning Journal 2 
	
	
	

	Post – course work:

Enquiry area learning journal 
	
	
	

	Note: 
You will need to do the following learning if you are doing more than two enquiry areas. You may have completed this before the course or you may be doing this at the same time as working with clients.  Please discuss this with your training supervisor. 
	

	Consumer 
	pack 
	
	

	Homelessness and housing options 
	pack 
	
	

	Benefits an introduction

Which Benefit?
Calculating working age means tested benefits 
	packs
	
	

	Family and personal 
	pack
	
	

	Immigration 
	elearning
	
	

	The Johnson family 
	case study
	
	

	Completion of Enquiry area Learning Journal (if appropriate)
	
	
	

	Review of Enquiry area Learning Journal 
	
	
	

	First interviews: Action plan agreed
	
	
	

	Interview 1
	
	
	

	Interview 2
	
	
	

	Interview 3
	
	
	


	TRAINING ACTIVITY
	Type of activity 
	Date to do
	Date done

	First interviews: Assessment review Learning Journal 2
	
	
	

	Solo Interviewing - Supervision agreed
	
	
	

	Further training planned
	
	
	

	
	
	
	

	You can complete the following learning activities now or later:
	
	
	

	Social Policy 
	pack
	
	

	Negotiations Skills 
	course
	
	

	Further Assessment review Learning Journal 2
	
	
	

	Preparation
	
	
	

	Further Assessment review meeting
	
	

	Course date (Adviser skills Day 3)
	
	

	Adviser skills course pre-course work
Pre course work – Make a note of anything you have found difficult about interviewing clients or the advice process
	
	

	Adviser skills course
	
	

	Day 3 
	course
	
	

	Review of course period Learning Journal 3
	
	


	TRAINING ACTIVITY

	Type of activity
	Date to do
	Date done

	Below is a list of the learning opportunities available to trainee advisers once they have completed the skills course. You may not have to complete all these activities. You may also want to add other enquiry areas from the Enquiry areas learning journal. Your Training supervisor will discuss with you which ones are appropriate for you to complete.
	
	
	

	Developing enquiry area understanding
	Type of activity
	Date to do
	Date done

	Identifying discrimination 
	pack
	
	

	Introduction to diagnosing employment enquiries 
	course
	
	

	NHAS Housing foundation course and Housing foundation course (Wales) 
	course
	
	

	Consumer 
	elearning
	
	

	Discrimination – goods and services
	bitesize
	
	

	Good practice in immigration advice 
	course
	
	

	Debt blended learning programme 
	
	
	

	Using the AdviserNet debt advice documents
	bite size
	
	

	A systematic approach to debt advice
	bite size
	
	

	Checking liability and minimising debt
	elearning
	
	

	Exploring priority debts 
	elearning
	
	

	Using the CASE money advice module 
	elearning
	
	

	Budgets, financial statements and the Common Financial Statement
	elearning 
	
	

	Identifying and dealing with debt emergencies
	bite size
	
	

	Options for dealing with non-priority creditors
	elearning 
	
	

	Making offers to priority creditors
	bite size
	
	

	Options and actions for debt advice 
	course 
	
	

	Advising on benefits programme (AoB): (separate learning log):
	
	
	

	Using CPAG & tax credits handbook - AoB 
	pack
	
	

	Social fund - AoB 
	pack 
	
	

	National insurance contributions – AoB 
	bite size 
	
	


	Developing core advice skills
	Type of activity 
	Date to do 
	Date done 

	Assertiveness x 3
	bite size*
	
	

	Cushioning – how people respond to discrimination
	bite size*
	
	

	Dealing with a conflict of interest
	bite size*
	
	

	Signposting and referral 
	bite size*
	
	

	Ending the interview 
	bite size*
	
	

	Helping clients who are not fluent in English 
	bite size*
	
	

	How to approach chronic clients
	bite size*
	
	

	Language for letters and e-mails
	bite size*
	
	

	Mental health issues x 5 
	bite size*
	
	

	Negotiation: the key concepts
	bite size*
	
	

	Overcoming problems explaining information 
	bite size*
	
	

	Overcoming problems understanding clients 
	bite size*
	
	

	Overcoming problems with angry and directive clients 
	bite size*
	
	

	Strategies for interviewing distressed clients 
	bite size*
	
	

	Using interpreters 
	bite size*
	
	

	Working with the Advice Session Supervisor 
	bite size*
	
	

	Writing letters and e-mails
	bite size*
	
	

	Preparing for negotiation
	bite size*
	
	

	Negotiating by letter
	bite size*
	
	

	Negotiating on the telephone
	bite size*
	
	

	Information technology
	
	
	

	Tips for using email, the mouse and keyboard shortcuts x 3
	bite size*
	
	

	Moving to telephone advice
	
	
	

	Telephone skills 
	pack*
	
	


	Developing core advice skills
	Type of activity 
	Date to do 
	Date done 

	Social policy 
	
	
	

	Campaign to succeed 
	elearning*
	
	

	Equality and human rights for campaigning 
	elearning*
	
	


	Additional learning activities undertaken, e.g. observation of other bureau workers, coaching programmes, in-bureau sessions, etc.


	
	

	Interim review (if needed) 
	
	

	Advice work assessment booklet - completed
	
	

	Self assessment booklet - completed
	
	

	Preparation for final review meeting 
	
	


	COMPETENCE REVIEW 
	Date signed off/completed

	Ways of working
	

	Working through the advice process with clients
	

	Working through the enquiry areas (minimum 2)
	

	Working to influence social policy change
	

	Working to develop own practice
	

	
	

	Learning Journal 3 Assessment of competence - completed
	

	Action plan – next steps 
	

	Recommended to become CAB Adviser (limited subjects) or Generalist Adviser
	

	CAB Certificate in Generalist Advice Work awarded (if appropriate) 
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Overview of programme





Learning about skills and attitudes for working with clients and observing bureau roles.








Introduction to working with clients 





Initial meeting with training supervisor, finding out about the bureau process and the main types of enquiry. 








Induction





Further learning and participating in activities in advice interviews.








Adviser skills 1 





Check understanding of the advice process and practise interviewing.





Assessment and review with training supervisor, plan additional training, start


working with clients under supervision





Further interviewing skills.











Adviser skills 2 


Course


Learning from working with clients











Further development of role





Ongoing reviews, additional training, self-assessment and final assessment.











PAGE  
Page 1 of 8

Amended February 2014




