
A Guide to Training 
for Personal Assistants (PAs) and Individual Employers
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This guide refers to training organised or paid for by Doncaster Council as well as other resources and support opportunities. 

Doncaster Council cannot be held responsible for the accuracy or content of the information available, this is provided to assist, but Doncaster Council cannot verify the accuracy the information provided by these sources
Why is training important?

Accessing training or offering it to your PA is essential to make sure that PAs:

· can work safely 
· meet the requirements of your insurer
· are good at the job and develop their skills

· develop confidence and a sense of achievement
· enjoy their job and want to keep doing it!

But I can’t afford training!

Everything in this document is FREE and money is also available to pay for things like travel expenses, paying staff to cover while a regular PA is attending training or to pay for other training you might want that isn’t free .

Please visit http://www.skillsforcare.org.uk/Employing-your-own-care-and-support/Training-and-funding/Individual-employer-funding.aspx  or call 0113 241 1275 or email funding@skillsforcare.org.uk to apply.
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1. Training Courses
All training courses are available FREE to anyone working in social care in Doncaster, including PAs and Individual Employers. 

Course Dates and Times

Information about exactly what is included in each of the Doncaster Council courses can be found in our ‘Learning and Development Guide’. If you want to check course dates and times please use our ‘Learning and Development Calendar’. Both of these documents are updated regularly and can be found here:
http://www.doncaster.gov.uk/services/adult-social-care/training-and-qualifications
Course Booking
If you want to check course dates, availability or book on to any classroom courses please email hrpdoncastertraining@rotherham.gov.uk. You can also ring our bookings team on 01709 255706. Email is the preferred option though.
Booking a place on any Doncaster Council Training course will result in automatic agreement to the terms and conditions attached at Appendix B (unless otherwise stated).

	Courses specifically for PAs or Individual Employers

This training is new and courses are being added all the time so please keep checking our website where you can find updated versions of this Learning and Development Guide for PAs and Individual Employers: http://www.doncaster.gov.uk/services/adult-social-care/personal-assistant-development

	Course Name
	Brief Description
	Method
	How to book on

	The Role of a PA
	This course is designed to give you an understanding of what the role of a Personal Assistant (PA) is all about and how it might differ from traditional care roles.
	E-learning – Active Independence
	Visit http://activeindependence.org
and select ‘online training’.

	Personalisation and Assessment process
	This module uses the personal experiences of people who have gone through the assessment process to get a care package and then moved on to employ PAs
	E-learning – Active Independence
	Visit http://activeindependence.org
and select the tab ‘online training’

	Basic Safeguarding Awareness for PAs 
	To enable PAs to recognise adults who may be at risk of abuse or neglect, to understand your role and responsibilities in Safeguarding Adults and have an understanding of local policies and procedures and appropriately report concerns.
	Classroom
	Email hrpdoncastertraining@rotherham.gov.uk or, if you are unable to email, call 01709 255709



	Diabetes Awareness for PAs
	A brief overview and awareness of Diabetes for PAs supporting someone with the condition.
	Classroom
	

	Blood Glucose Testing and Insulin Injections for PAs 
	More detailed information relating to testing individuals’ blood glucose levels and administering insulin via an Epipen for PAs supporting someone with Diabetes.
	Classroom
	

	Foot Care for PAs and Carers
	To enable carers to provide basic nail care and foot hygiene that the service user would provide for themselves, if they were able.
	Classroom
	

	Medications training for PAs
	The practicalities relating to the safe and efficient administration of medications and how to manage problems for PAs who prompt, assist and administer medications.
	Classroom
	

	Restraint – ‘Let’s talk about restraint
	The toolkit aims to help you; understanding of the term restraint, think about how to have the conversation with your PA or employers and about the different ways to keep people safe
	Leaflet / toolkit
	View the toolkit at http://letstalkaboutrestraints.org/


Other useful courses

We also offer the following courses FREE OF CHARGE. These courses are open to all social care workers, not just Personal Assistants or Individual Employers. 

Most of them will be very relevant to the type of work Personal Assistants do but we are planning to tailor some of them specifically to the PA workforce. If you would like to find out more or make suggestions about other training opportunities you might like to see then please contact us at adultsworkforce@doncaster.gov.uk.
	To check course content, dates and times please go to our ‘Learning and Development Guide’ and ‘Learning and Development Calendar’ here http://www.doncaster.gov.uk/services/adult-social-care/training-and-qualifications
To book on to any classroom courses please email hrpdoncastertraining@rotherham.gov.uk. Email is the preferred option  but you can also ring our bookings team on 01709 255706.

	Course Name
	Method

	Activities, Motivation and Creativity
	Classroom

	Adult Obesity 
	E learning - DMBC

	Assistive Technology
	E learning - DMBC

	Autism: Awareness           
	E learning - DMBC

	Autism: Basic Awareness
	Classroom

	Autism: Advanced
	Classroom

	Autism: Exploring Sensory Issues
	Classroom

	Basic Back Care
	E learning - DMBC

	Behaviours that Challenge: A Positive and Proactive Approach in Learning Disabilities
	Classroom

	Behaviours that Challenge: A Positive and Proactive Approach for Older People
	Classroom

	Building Community Capacity
	E learning - DMBC

	Care Certificate (15 Modules) 

1. Understand Your Role

2. Your Personal Development

3. Duty of Care

4. Equality and Diversity

5. Work in a Person Centred Way                

6. Communication

7. Privacy and Dignity 

8. Fluids and Nutrition

9. Awareness of mental health, dementia and learning disabilities

10. Safeguarding Adults

11. Safeguarding Children

12. Basic Life Support

13. Health and Safety

14. Handling Information

15. Infection Prevention and Control
	E learning - DMBC/ workbooks 

	Carer Awareness
	E learning - DMBC

	Connect to Support
	E learning - DMBC

	Continence Training
	Classroom

	COSHH Awareness
	Classroom

	Deaf Awareness 
	E learning - DMBC

	Death, Dying & Bereavement
	Classroom

	Dementia: Basic Awareness
	Classroom

	Dementia: Advanced
	Classroom

	(Open) Dementia Programme (8 Modules) 

1. What dementia is and isn't

2. Living with dementia

3. What is dementia

4. Diagnosis and who can help

5. Common difficulties and how to help

6. The emotional impact of dementia

7. Positive communication

8. Next steps for managers                                                                                                                                                                                                                                                           
	E learning - DMBC

	Deprivation of Liberty Safeguards (DOLS): Awareness
	E learning - DMBC

	(Introduction to) DOLS
	Classroom

	(Judicial) Deprivations of Liberty
	Classroom

	Diabetes Awareness
	Classroom

	Dignity & Respect
	E learning - DMBC

	Domestic Violence and Abuse: Introduction
	E learning - DMBC

	Domestic Violence and Abuse: Brief Overview Level 1
	Classroom

	Domestic Violence and Abuse: Level 2
	Classroom

	Domestic Violence and Abuse: Risk Assessment & MARAC
	Classroom

	Drugs & Alcohol Awareness
	E learning - DMBC

	Dysphagia
	Classroom

	Encouraging Independence
	Classroom

	Epilepsy
	Classroom

	Fire Safety Awareness
	Classroom

	Fire Warden
	Classroom

	First Aid: Emergency First Aid at Work
	Classroom

	First Aid: First Aid At Work (3day)
	Classroom 

	First Aid: First Aid At Work Re-Qual (2day)
	Classroom

	Food Safety Level 2
	Classroom

	Food Safety Level 2, Refresher
	Classroom

	Health & Safety in a Health & Social Care Setting
	Classroom

	Healthier Foods & Specialist Diets, Level 2
	Classroom

	Healthy Lifestyles
	E learning - DMBC

	(Essential) Infection, Prevention and Control (IPC)
	Workbook

	IPC: Decontamination in a H&S Care setting
	Classroom

	IPC: Domiciliary
	Classroom

	IPC: Refresher
	Classroom

	Information Technology (There are several Microsoft modules available on the Doncaster Learning Zone such as; Access, Excel, Outlook, Powerpoint, Word etc)
	E learning - DMBC

	Manual Handling Awareness (load)
	Classroom

	Medications: Awareness and Administration
	Classroom

	Mental Capacity Act (MCA): Awareness
	E learning - DMBC

	MCA: Basic Awareness
	Classroom

	MCA: Assessing Capacity & Best Interests Decision Making
	Classroom

	MCA: MCA 2005 – Complex Decision Making
	Classroom

	Mental Health Awareness 
	E learning - DMBC

	Moving & Handling of People (Introduction)
	Classroom

	Moving & Handling of People (Update)
	Classroom

	Needlestick
	Classroom

	Palliative Care
	Classroom

	Personal Safety for Lone Workers & Social Care Workers
	Classroom

	Personalisation 
	E learning - DMBC

	Person Centred Approaches
	Classroom

	Pressure Ulcer Awareness and Prevention 
	Classroom

	Prevent
	E learning - DMBC

	Professional Boundaries and Good Practice
	Classroom

	Providing Personal Care
	Classroom

	Re-ablement Programme
	Classroom

	Record Keeping & Report Writing
	Classroom

	Reminiscence
	Classroom

	Risk Assessment, Enablement & Management (Adults)
	Classroom

	Safeguarding Adults (SA): Awareness
	E learning - DMBC

	SA: Basic Awareness
	Classroom

	Safeguarding Adults within the Care Act
	Classroom

	SA: Raising a Concern
	Classroom

	Safe Use of Ladders and Stepladders
	Classroom

	(Caring for) Stroke Survivors
	Classroom

	Strokes
	E learning - DMBC


2. E-Learning

Although not for everyone, E-Learning courses can be a faster and easier way of receiving training and accessing information. All courses are FREE OF CHARGE and, following completion candidates will be issued with a printable certificate.

DMBC (Doncaster Council) E-learning 
To access any DMBC online training or simply browse through the training available go to: http://doncaster.learningpool.com/. If you’ve not used this before then:

· Click on the green button on the bottom right hand side of the screen which says ‘Partner Organisations’

· Set up a username and password and complete your details

· Under the heading ‘Directorate / Organisation / Department / Service Area / Sub-Department, select ‘Adult Social Care’ from the first drop down menu, ‘Service User / Individual Employer’ from the second drop down menu then ’not on the list’ from the third.
· Enter your employer’s name (or your own name if you are an individual employer)
· You’ll then get an email back from us confirming your enrolment and you can start learning.
Active Independence E-learning

To access any online training from Active Independence then simply:

· go to: http://activeindependence.org. 

· Move your mouse over the words ‘Online Training’ on the blue bar near the top of the page. A list of available courses will appear.

· Select the course you are interested in (although it might be useful to start with the one titled ‘Training Introduction’).

You will then be asked to log in. If you’ve not used this before then you will need to register. Simply:

· Click on the word ‘Register’ underneath the spaces for you to type in a username and password.

· You will then be asked to type in a username and password.

· A password will then be emailed to you and you can sign in to access any online learning.
3. Qualifications
Diploma in Health and Social Care (Personal Assistants route)

The nationally recognised Level 2 or 3 Diploma in Health and Social Care (Adults) includes a route specifically for Personal Assistants and confirms competence in some key areas of Health and Social Care. 

For more information about the course please contact Janice McAvoy on 01302 737806Janice.McAvoy@doncaster.gov.uk or by emailing  or adultsworkforce@doncaster.gov.uk.

This course is currently delivered free of charge by the Local Authority except for a small registration fee, the cost of which can be claimed back from Skills for Care’s Individual Employer fund mentioned on page 2.

Care Certificate
While not strictly a qualification, the Care Certificate is a set of 15 standards that can give confidence that health and social care workers all have the same introductory skills, knowledge and behaviours to provide good care and support. 

While some of the training outlined earlier in this document and the Care Certificate e-learning modules on the Council’s Learning Zone (http://doncaster.learningpool.com/) will cover the taught elements of the Certificate, workers MUST be judged as ‘competent’ in their workplace (usually by their employer) before they can actually complete it. The Care Certificate CANNOT be completed by simply attending classroom based training or undertaking online learning. 

PAs and their employers can access the workbook and assessment framework for the Care Certificate on the Skills for Care website here: http://www.skillsforcare.org.uk/Standards/Care-Certificate/Care-Certificate.aspx
4. Other Support
If you know of any other training or other support opportunities or organisations available then please do not hesitate to contact us at adultsworkforce@doncaster.gov.uk and we will make sure they are included in future updates of this guide.
Skills for Care


Skills for Care is a national charity that aims to create a better-led, skilled and valued adult social care workforce. They provide a range of information, advice and free resources, including the funding for training mentioned on page 2. They also host an information hub for individual employers and PAs with lots of useful information including how to be a good employer, working as a PA, insurance, pensions and learning and development. To have a look visit www.skillsforcare.org.uk/iepahub
	Address:        West Gate, 6 Grace Street, Leeds, LS1 2RP
Website:       www.skillsforcare.org.uk
E-mail:           info@skillsforcare.org.uk
Tel:                 0113 245 1716
	




Active Independence

Active Independence are a group of disabled individuals who specialise in consulting with, helping and advising other disabled people, their family members, personal assistants and carers to find their way around the Personal Budgets and the Personalisation Agenda. 

They provide a range of support services including:

· Advocacy

· Training

· Support to find and recruit personal assistants

· Support to be a responsible and effective employer

· PA Support 
· A friendly ear!
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Website:
www.activeindependence.org

Email: 
info@activeindependence.org
Phone:
07917 607730

Twitter:
/active_ind

PA Peer Support Service 

This is a free service run by Active Independence. They offer a range of support services to Personal Assistants which includes:
· One-to-one phone and face to face support
· Informal peer support sessions twice a month where PAs can meet, share experiences and chat about the many good things about the job as well as any issues
· A monthly newsletter with essential information on a range of topics
You can contact them using the details above or:

Email: 
pasupport@activeindependence.org.uk
Tel:
 
07925 455 786 
SYCIL (South Yorkshire Centre for Inclusive Living)

SYCIL is a disability charity that supports people to live independently. Their team of staff and volunteers, many of whom are disabled themselves or who have lived experience of disability, offer a range of support services including:

· Advocacy 

· Information and advice

· Support to gain employment, or retain employment following illness or acquired disability

· Specialist support for employers

· Specialist training including Disability Equality training and ‘Introduction to becoming an Individual Employer’

· Peer support groups

· One to one support 

	E-mail: enquiries@sycil.org            

Website: www.sycil.org
Twitter: @SYCILorg

Facebook: http://www.facebook.com/SouthYorkshireCIL
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Workforce Forum 

This is an opportunity for anyone who provides care or support to a vulnerable adult whether paid or unpaid, to get information and updates on a range of topical issues.  It also provides an opportunity for networking, talking through issues/problems with colleagues and sharing best practice. They usually take place 3 times a year. You can book on in the same way as you would for any training courses but if you would like more information please contact Linda Hardy linda.hardy@doncaster.gov.uk,  (01302 737619).
SCILS – Social Care Information and Learning Service

Social Care Information and Learning Services is an online learning community dedicated to the Health and Social Care Sector which provides a whole host of resources, information and discussion boards. 
You can access this directly through the Council’s Learning Zone (see heading ‘e-learning’).  If you wish to access SCILS directly please contact the Workforce Development Team for the registration code at adultsworkforce@doncaster.gov.uk
5. Useful Contacts

Workforce Development Team (Doncaster Council)
· Deborah Gauld (Workforce Development Officer for PAs and Individual Employers)

E-mail: 
Deborah.gauld@doncaster.gov.uk
Tel: 

01302 862450

· General Team

Address: Floor 3, Civic Offices, Waterdale, Doncaster, DN1 3BU

E-mail: 
adultsworkforce@doncaster.gov.uk
Tel: 

01302 737619/862450/737456/736576
Website:
http://www.doncaster.gov.uk/adult-social-care/adult-social-care-workforce
· Training Booking and Administration

E-mail: 
hrpdoncastertraining@rotherham.gov.uk
Tel: 

01709 255706 (please note that e-mail is preferred) 

· Learning Zone (E-learning)

E-mail:
matt.windass@doncaster.gov.uk 

Tel: 

01302 862079/734619

· Accredited Learning (including H&SC Diplomas and the Care Certificate)

E-mail: 
gill.adams@doncaster.gov.uk
Tel:

01302 862078/737806

Other Useful Contacts

· Direct Payment Support Service (Doncaster Council)
Email:

dpss@doncaster.gov.uk
Tel: 
01302 736000


If you would like:
· any further information
· know of any further information which could be included in this document

· or have any ideas as to how we can better support you in your role as a PA or individual employer
then please do not hesitate to contact the workforce team at adultsworkforce@doncaster.gov.uk or contact Deborah Gauld directly at deborah.gauld@doncaster.gov.uk or on 01302 862450.
[image: image3.emf]
6. Appendices
APPENDIX A
Training Log

As an employer you need to keep a record of the training your PA(s) have attended. 
PAs may also like to keep their own record of the training they’ve attended.

PA Name………………………………………………………………………………………………

	Course Title
	Date attended
	Review date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


APPENDIX B
Terms and Conditions (for Doncaster Council training courses)
Booking a place on any Doncaster Council Training course will result in automatic agreement to the following terms and conditions (unless stated otherwise): 

1 
Booking

a. Information will be circulated regarding the availability of training opportunities at appropriate intervals.  A full copy of the current calendar and is available at 

http://www.doncaster.gov.uk/services/adult-social-care/adult-social-care-workforce 

b. You must book by emailing: hrpdoncastertraining@rotherham.gov.uk and provide a delegate name for each booking made. We cannot accept multiple bookings made in one person’s name e.g. the manager’s, but you can amend bookings as well as sending substitutes in place of booked delegates.

c. If you are unable to email, or need to discuss any other aspect for an event, you may phone (01709) 255706 to book places. You will be asked to provide an email address for booking/event information to be sent to. If this is not possible, we may post information to an address given when booking.

d. Confirmation and joining instructions will be issued around 10 working days before the event – usually to the email address provided by the person making the booking. (Please make sure this is the appropriate email address to use).

e. You must notify us of any special requirements at least 5 days before the event as requested in the joining instructions.  

2 
Cancellations

a) We will do our utmost not to vary or cancel a course. However, where this is unavoidable, we reserve the right to vary or cancel a course.  We accept no liability, if for any reason the course does not take place.

b) The Council need to give all training providers and venues sufficient notice of any cancellation based on the terms specified within the contract. If you need to cancel a place on a course and cannot send a substitute, you must notify Rotherham Training Bookings Team by email at least 7 calendar days before the course start date. The team will not accept cancellations by phone (unless there are exceptional circumstances).  Where possible, the team will try to find a substitute from any reserve list held to take the cancelled place.  

3 
Attendance

You are expected to attend training courses as detailed in the joining instructions issued (see point 8.1d above). This means arriving in time and staying for the full course as requested by the trainer. Delegates on courses may be a mix of Council staff and staff working in the IVP sector and it is expected for all delegates to behave in an appropriate and respectful manner towards the trainer, venue staff and each other. 

4 
Certificates

It is the responsibility of the training provider to provide certificates and wherever possible they will be issued to the delegate on the day by the course trainer.  If for whatever reason this is not possible the trainer will take the delegate’s details and ensure a certificate is subsequently posted out to them.

The only exception to this is where the course is accredited.  In order to achieve the accreditation, it is not possible to issues certificates for these courses on the day.  These will be sent on to the employer following receipt from the accrediting body. 

The certificate becomes the property of the delegate, who then is responsible for its safekeeping and for ensuring that if required, it is made available for their employer to inspect and/or copy. It may also be required at a future date to confirm date of initial attendance, to support eligibility to attend a ‘refresher’, rather than repeat the full course. 

5 
Evaluation of the training

In order to maintain the quality of the training provided, and to enable both you and your employer to demonstrate your competence, the Council expects all delegates to complete the relevant evaluation forms, before the course, during and at the end of the course, and 3 to 6 months after the course.  This process will be subject to a periodic sample audit to ensure compliance.  See also section 5.2. and Appendix A for an example of the evaluation process.

Should you have any queries regarding these terms and conditions or about any training courses, please e-mail: adultsworkforce@doncaster.gov.ukor phone 01302 737619/862450/737456

To book or amend places, email: hrpdoncastertraining@rotherham.gov.uk / phone: (01709) 255706

To cancel places, email: hrpdoncastertraining@rotherham.gov.uk
3
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