AP TOOLKIT 

ANNEXE: ACTIVITIES 1

ANNEXE ONE

ACTIVITY 1: Checklist for starting-out on Assistant Practitioner role development  

Health/Social Care and Education providers can use this checklist
	Suggestions for  starting on the right track
	Check Yes/No?
	What do you need to do next?

	Have you reviewed the WYLLN Toolkit for ideas and suggestions?
	
	

	Have you identified a demand for support for AP development in your area of work?


	
	

	Have you discussed with your senior manager/colleagues?


	
	

	Are you are aware of any other developments in your service?  Can you find out about these?


	
	

	Do you know who you need to contact to progress your ideas?


	
	

	What resources do you need to support any new ideas?


	
	

	Where will you find the resources?


	
	


ACTIVITY 2: Making your Business Case for AP development
In any new initiative it is important to make the business case for why the organisation should get involved in the development. Use this outline for developing your business case. The points listed are examples to prompt you.  Look out for an established template your organisation may already use to present the business-case. 
1. Describe the context for the requirement to engage with the AP development

2. Outline the drivers for your engagement with the agenda 

· National and local policies and other influencing issues

· Legislative changes

· Service requirements and improvements

· Client/service user needs

· Workforce needs/staff development

3. Identify and present the evidence for why the change would benefit the organisation 

· Changing demands such as Widening participation Equality and diversity/inclusion

· Quality Assurance

· Demographics

· Customer service improvements

· Labour market information

· Other relevant metrics

4. Benefits to organisation 

· Options described
· Costs/revenue issues
· Modelling potential outcomes

· Collaboration

5. Risks outlined 

· Loss of potential revenue 
· Loss of reputation,fees

· Recruitment and retention/turnover issues
· Staff engagement/commitment to organisation 
· Collaboration

6. Dependencies 

· what will make it work or fail

· staff involvement and commitment of seniors

7. Affordability

· Where will the funds come from for this initiative

8. Costs and Expenditure clearly outlined 
· Financial implications clearly outlined with KPIs 
9. Stakeholder involvement
· Indication of key players to be involved

10. Critical success factors
· The key elements that will make this initiative successful
ACTIVITY 3: Setting up your working groups

One of the critical factors that can make the AP development successful is to know who and when to involve in the development. This is a tool for you to use to adapt to your own circumstances to explore who to involve and when. Who do you want to see in your steering and working groups?

	Stage of project
	List the Individuals/group you want to involve in the project
	Communication method: how will you obtain and maintain interest

	Making the case for the AP development-scoping your idea


	
	

	Developing the business case


	
	

	Developing the action plan


	
	

	Implementing the plan


	
	

	Internal and external stakeholders


	
	

	Funding/resources/financial issues


	
	


ACTIVITY 4: Describing the AP role, tasks and the competences required 

This activity is designed for health and social care providers. The Skills for Health NTR role, Competence Search Tool and Functional Map can be used to identify National Occupational Standards (NOS) associated with the competences: http://tools.skillsforhealth.org.uk/. Adapt the table to suit your needs. Remember to think about the code of conduct for your APs and how this fits with competence development too.

	Role/task  requirements
	Competences required
	NTR competences

	
	
	Core competences 

· Communication

· Personal and people development

· Health safety and security

· Service improvement 

· Quality

· Equality and diversity

Further specific functions 

· Health intervention

· Health promotion and protection

· Education, learning and research

· Information Management/ICT

· Facilities and Estates

· Medical devices products and equipment

· Management and Administration



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ACTIVITY 4a: Developing your AP job description 

 Here is suggested outline for an AP job description (JD) to assist in developing your own. The JD will be developed from the detailed identification of the competences your service considers relevant to the job. The outline here reflects the findings from the WYLLN project and the Skills for Health NTR. 

JOB DETAILS

 Job Title:



Reports to:


Accountable to:
 

Grade:             
(usually AfC Band 4)
Unit/Department: 
(an outline of the staffing structure may help)
Location:



1. JOB PURPOSE- describe the role 
In this section be aware of how the role is described to reflect the SFH principles in relation to 

· autonomy/ independent decision making and/or providing supportive assistance; 

· the  parameters and protocols associated with the role; 

· elements of working under supervision; 

· direct delivery of care interventions;  

· responsibilities of working within a multi-disciplinary context;

· requirements to fulfil a supporting and supervisory function to junior staff; 

· personal development, training, education requirements;

· observation of  local service developments, quality provision and legislative requirements; 

· any specific functions relevant to the care setting
· Objectives and relationship to the aims of service

2. KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

The person should have experience of working within an appropriate/related health or social care setting, and should be qualified at NVQ level 3 or with academic qualifications at the same level, such as BTEC Diploma, Access to HE or above.  The requirements should reflect the competences to undertake the role, to demonstrate skills and attributes required for working with people in health and social care settings; demonstrate they have had continuing training and development; reflect a level of experience, training and qualification that HE providers will be familiar with as entry criteria into HE programmes of study 
3. PRIMARY DUTIES AND AREAS OF RESPONSIBILITY
The NTR templates identify detailed competences which should be considered but the JD should reflect on the main tasks and key areas of responsibility relevant to the care setting and suggest the competences required.  
· Communication

· Personal and people development

· Health safety and security

· Service improvement 

· Quality

· Equality and diversity

Further specific functions selected from these should be outlined that are relevant to the job role and care setting:
· Assessment

· Health intervention

· Health promotion and protection

· Education, learning and research

· Information Management/ICT

· Facilities and Estates

· Medical devices products and equipment

· Management and Administration
4. LOCAL REQUIREMENTS

Any local/national regulations/requirements relevant to the care setting should be outlined. 
5. PERSON SPECIFICATION

A person specification identifying key areas and essential and desirable elements should be drawn up and detail of how they will be assessed. 
6. JOB DESCRIPTION AGREEMENT

Ensuring the job description is agreed through appropriate senior management channels is important to note as this gives the role recognition and approval. (For NHS Trusts for example this may be Agenda for Change processes). 

ACTIVITY 5: Learning for AP competence development 

This activity can be used by education and training providers together. Reflect on the duties of the APs in different care settings and from your involvement with your partners and using the Toolkit, consider the learning required to underpin the role development. Can you identify appropriate underpinning learning within your existing provision? Does bespoke learning need to be developed?

	NTR Competences needed to undertake the role
	Learning review: your existing suitable provision 
	Gaps in existing provision? Bespoke provision required?

	Core competences 

· Communication

· Personal and people development

· Health safety and security

· Service improvement 

· Quality

· Equality and diversity

Further specific functions 

· Health intervention

· Health promotion and protection

· Education, learning and research

· Information Management/ICT

· Facilities and Estates

· Medical devices products and equipment

· Management and Administration
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ACTIVITY 5a: Should your existing learning get credit recognition?

This activity can be undertaken by employers before meeting with education providers but equally it could be undertaken together.  By taking the following themes or learning domains, you can plot them against the credit level descriptors to try and get a feel of where you think the learning might sit, and be prepared to negotiate this if necessary

	Credit Level Descriptor 
	Existing in-house learning 



	Development of Knowledge and Understanding (subject specific)


	

	Practical skills (subject specific)


	

	Key/transferable skills (generic, including group working, self-management etc.)

	

	Cognitive/Intellectual skills (generic)


	


ACTIVITY 5b: Review APEL policies 

Take some time to review university APEL processes and credit agreements. These vary between institutions but the general principles remain the same. This activity may be important for employers who may be unfamiliar with the details and the processes involved. 
Some examples of policies from different institutions across the Yorkshire and Humber region can be found following these links: 
Leeds Metropolitan University spells out its policy in a document that is available for anyone to access via the website. http://www.leedsmet.ac.uk/prs/B10_Admission_with_Credit.pdf
Similarly with the University of Leeds: http://www.leeds.ac.uk/qmeu/documents/policy/ltb/Accreditation%20of%20Prior%20Learning.pdf
The University of Leeds provides specific information relating to its Health courses:  http://www.healthcare.leeds.ac.uk/downloads/APL-Guidance-Notes-for-Applicants-October-09.pdf
Huddersfield, University also provides access to its academic regulations and specific advice about APEL and its Human and Health Sciences provision:

http://www2.hud.ac.uk/shared/shared_regwg/docs/regulations_handbooks/awards_regs/sectiond.pdf
http://www2.hud.ac.uk/hhs/apl/introduction.php
The following links direct to information from University of Bradford Leeds Trinity University, York St John University, the Faculty of Health and Social Care at the University of Hull and the Open University. These all give a flavour of the institutional approach.
http://www.brad.ac.uk/escalate/media/Escalate/Documents/APEL/APL_Guidance_Final.pdf 

http://www.leedstrinity.ac.uk/study/apply/documents/student guide to apl feb 2010.doc
http://w3.yorksj.ac.uk/study/admissions-policy/entry-with-advanced-standing.aspx
http://www.york.ac.uk/admin/aso/teach/policies/APLGuidance092010.pdf
http://www2.hull.ac.uk/fhsc/PDF/2009-APLGuide.pdf
http://www3.open.ac.uk/study/undergraduate/course/szl110.htm 
ACTIVITY 6: Supervising and mentoring for your new APs

This activity is mainly designed for employers in their development of the AP role but because it may be a requirement to support learning and assessment in the workplace educators should also consider the issues. 
Use the questions to address some of the requirements. It’s worth pulling together a mix of different workers to undertake this task because they may have a particular view if the development impacts on their own work.

1. What supervision will the new APs require? What tasks will they be expected to do unsupervised and what are those they will require guidance for? 
2. Do you need to identify both supervisors and mentors? Who will you ask to undertake these roles?

3. Are there particular regulations you would need to take account of in determining the levels of supervision?

4.  Who will you want to supervise your APs? Are they involved in this process?

5. What qualifications and experience are requirements for supervising APs? What personal specifications would you require?

6. How will you develop and introduce the supervisory role? Is training in the role required?

7. What is the specific purpose of the mentoring?
8. How will you recruit your mentors? Are you expecting those in the roles to have particular qualifications or experiences? 

9. How will you train your mentors and how will you recognize and reward the role?

10. How will mentors know when to refer their mentee for appropriate support?
11. What are the ethical/confidentiality issues around supervision and mentoring? Can you be clear about the processes for  managing these?

12. How will you prepare your APs for mentoring and supervision? Think carefully about how this is developed. Consider the future and how the APs themselves may take on the role of mentor.
13. Think about how this change will be evaluated and impact measured.
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