

L’ARCHE EDINBURGH 
JOB DESCRIPTION

Job Title:			Training and Formation Coordinator
Responsible to:			Community Leader (Director)
Location:			L’Arche Edinburgh office, based in Leith with the option to work 
	some hours from home
Salary:				pro rata of £27,510 to £31,595 
Working hours:	15 hours per week, worked flexibly depending on the needs of the Community, with occasional evening and weekend commitments locally, and some events requiring travel

N.B. “Formation” refers to the grounding in L’Arche’s identity, mission and values, and “Accompaniment” refers to support outwith line management, related to the person’s sense of belonging to L’Arche

Overall Purpose of the Job:
To lead and manage the delivery of training and development, formation, and accompaniment for all employees and volunteers of L’Arche Edinburgh

This role is linked closely with the Assistants’ Coordinator and there is a shared responsibility for the support and development of employees and volunteers.  

Main Duties and tasks:
Leadership of training and formation
· Lead and support the delivery of induction training for all assistants within 12 weeks of arrival in L’Arche
· Lead on the creation of and support delivery of a training programme for volunteers
· Manage provision of internal and external training, including online training
· Development and direct delivery of some training and learning programmes
· Lead the development of L’Arche Edinburgh’s Training and Formation Plan, including a Learning Needs Analysis
· Review assistants Care Academy online training assignments as appropriate
· Provide advisory support on completion of assignments for assistants undertaking SVQ/SQCF qualifications 
· Ensure formation for all employees and volunteers in the community and spiritual dimensions of L’Arche Edinburgh, as an ecumenical Christian community open to people of all faiths or none
· Ensure provision of retreats and opportunities for reflection for assistants and teams
· Work collaboratively with the Coordinating Team to identify training needs, policy making, decision making and organisational planning 
· Attend house team and leadership team meetings as appropriate
· Liaise with L’Arche UK National Formation and Training Leader 
· Once established, periodically review and update all training programmes and plans where necessary developing in response to feedback, trends and changes to legislation and/or sector practices.

Leadership of Accompaniment 
· Lead on the organisation and development of the support system of Accompaniment (support outwith line management) including provision of formation and support for Accompaniers facilitated by an external supervisor, in line with L’Arche UK’s Policy on Accompaniment
Quality Assurance
· Ensure all training and formation is delivered in line with L’Arche UK policies and procedures, the Health & Social Care Standards, Scottish Social Services Council (SSSC) and Care Inspectorate requirements
· Ensure compliance with training requirements and timescales for all roles requiring registration with SSSC
Provide reports to the Local Committee and L’Arche UK on matters relating to assistants support, training and formation

Administration
· Maintain an overview of the administration of all training and formation for all employees, including relief staff and volunteers, ensuring regular communication with and dissemination of information to the service administrators
· Manage the VSDF (Voluntary Services Development Fund) training grant application process and compliance reporting

Professional Development
· Attend training and formation as applicable to the role
· Attend L’Arche UK National residential meetings where appropriate, which may include overnight stays

General
· Spend time in the service to understand the service and community 
· Perform any other reasonable duties commensurate with the post which may be required from time to time with the Community Leader


These job requirements may vary from time to time as the Community’s priorities change











PERSON SPECIFICATION

	
	Requirement
	Essential
	Desirable
	Assessment method *

	
Knowledge:

	1
	Applicants qualified to SQCF Level 6/7 or above (SVQ3) in Health and Social Care or HNC level or higher qualification in a related discipline 
	x
	
	A / I

	2
	Knowledge of current issues and trends relating to the support of people with learning disabilities
	x
	
	A / I

	3
	Understanding of the values, practice and Identity and Mission of L’Arche
	
	x
	A/I 

	4
	Qualification in assessment of SVQ/SQCF in Health & Social Care
	
	x
	A

	5
	Applicant qualified to degree level or above
	
	x
	A

	6
	Formal listening, spiritual direction or counselling skills
	
	x
	A

	
Experience:

	8
	Experience in the provision of training in Health & Social Care
	x
	
	A /  I

	9
	Experience of supporting people with learning disabilities
	
	x
	A /  I

	10
	Experience of using the SQCF/SVQ qualification framework for Health and Social Care
	
	x
	A /  I 

	11
	Experience of providing L’Arche formation
	
	x
	A /  I

	
Skills:

	12
	Ability to plan, write and directly deliver high quality training to adult groups
	x
	
	I / P

	13
	Ability to plan and prioritise work and make timely decisions in order to achieve results
	x
	
	I

	14
	Ability to communicate effectively in writing and verbally, including the ability to communicate with people with learning disabilities
	x
	
	A /  I / P

	15
	Ability to lead and motivate others, generating commitment and a shared sense of purpose, encouraging and developing others to contribute to the best of their ability
	x
	
	I

	16
	Emotional intelligence and a good judge of people
	x
	
	I

	17
	Competent administrator, strong organisational skills, IT literate
	x
	
	A / I / P

	
Personal qualities :

	18
	Supportive and enthusiastic about working with an organisation which is both a high quality service provider and an ecumenical Christian community open to people of all faiths and none
	x
	
	A / I

	19
	Ability to make use of accompaniment and other mechanisms to manage own stress and to model this to others
	x
	
	I

	20
	Excellent communicator 
	x
	
	I / P



Condition of employment:
	21
	This post is subject to a satisfactory enhanced PVG criminal record check
	x
	
	On appointment



* A = application form, I = Interview, P = Presentation
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L’Arche Identity and Mission Statement

Identity
We are people with and without learning disabilities,
sharing life in communities belonging to an International Federation.


Mutual relationships and trust in God 
are at the heart of our journey together.


We celebrate the unique value of every person
and recognise our need of one another.

Mission:
Make known the gifts of people with learning disabilities,                                                                     revealed through mutually transforming relationships

Foster an environment in community that responds to the changing needs of our members whilst being faithful to the core values of our founding story                                                  

Engage in our diverse cultures, working together towards a more human society 
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