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PQASSO mentor programme 

Guidelines for applying for PQASSO mentor courses 
If you are interested in becoming a CES licensed PQASSO mentor you should read these guidelines carefully. 

The PQASSO mentor programme enables CES to enhance the quality and levels of support available in the voluntary and community sector (VCS) for organisations which have chosen to implement PQASSO. This is done through a nationwide network of PQASSO mentors who provide training and support to local voluntary and community organisations (VCOs). PQASSO mentors are trained by CES in the use of PQASSO and the skills and techniques to support organisations using the system. PQASSO mentors are authorised to use CES training course material and also have access to ongoing mentoring training, support and information from CES.

If you have any queries regarding the application process, which are not covered by these guidelines, please contact pqassomentors@ces-vol.org.uk. 

This document covers (click to follow):

The benefits of becoming a PQASSO mentor
The role and responsibilities of a PQASSO mentor
Making your application
About the training course and licence
Additional information about the licence, and working without one
The benefits of becoming a PQASSO mentor

· You will improve your knowledge of PQASSO and quality assurance.

· You will join a nationwide network of mentors, including an email exchange group.

· You will advance your training and communication skills.

· You will increase your own or your employing organisation’s potential for income generation. 

· You will receive a comprehensive pack of CES training materials to support your mentoring work and the CES PQASSO mentor logo.
· Ongoing mentoring support from CES via telephone and email

The role and responsibilities of a PQASSO mentor

The role of PQASSO mentors is to provide accessible training and/or support to VCOs wishing to implement PQASSO within their own organisation. It is anticipated that mentors will undertake some of the following activities:

· train VCOs in how to implement PQASSO and develop their self confidence in the process (this may be through training courses, workshops or one-to-one group support) 

· provide follow-up support, offering suggestions, examples and case studies

· facilitate the sharing of good practice 

· trouble-shoot with VCOs who are having difficulties

· provide an objective perspective in self assessment

· inform VCOs of developments and services available.

PQASSO mentors are not authorised to train other prospective mentors. People wishing to undergo mentor training should be referred to CES. 

PQASSO mentors must be committed to:

· Providing a high quality service of PQASSO training and/or mentoring support to VCOs.

· Representing CES’ products and related services in a professional manner.

· Having a commitment to helping VCOs improve their performance through the use of PQASSO.

· Promoting the value and benefits of using a quality assurance system.

· Considering the diversity and ethical values of the sector when delivering training or mentoring support.

· Sharing learning experiences with other mentors and CES via the annual events, the email group and e-newsletter.

· Keeping up to date with PQASSO developments and communicating this to VCOs attending their training or support sessions.

· Allocating time to offer PQASSO training and mentoring support.

· Informing CES of any changes to their name, employer (where appropriate), contact details and/or area of operation.

PQASSO mentors are obliged to abide by the terms and conditions of the CES PQASSO mentor licence at all times. CES also recommend that, in carrying out their role of helping organisations to implement PQASSO, mentors should have in place professional indemnity insurance, ie, a policy should be taken out by their employing organisation, or on an individual basis if they are independent consultants.
Making an application

Meeting the person specification

In order to reap real benefits from the PQASSO mentor training, you need to possess a certain standard of skills, knowledge and experience. Applications to become a PQASSO mentor are therefore assessed against the following person specification:
PQASSO mentors:

· Are in a development work, training or other support role in the voluntary or community organisations (VCOs).

· Have an understanding of the voluntary sector and the issues VCOs face.

· Have a good understanding of organisational development and capacity building.

· Have two years’ experience of training or supporting organisations.

· Are user-focussed and have effective methods in place to seek feedback from service users and learn from it. 

· Are able to identify the client VCOs to which they plan to offer training and mentoring support.

· Have an understanding of quality assurance in the voluntary sector and experience of different approaches to quality assurance (desirable).

Completing and submitting the PQASSO mentor course application form

If you are sure you meet the person specification required to train as a PQASSO mentor then you should complete the application form online.

· The applicant should complete the application form themselves. Applications completed by another person on behalf of the applicant will not be accepted. Where there is more than one applicant applying from the same organisation, each applicant should complete their own application form.

· All parts of the application form must be completed in full. 
· CES will send you an email to acknowledge receipt of your application.

· Due to high demand for PQASSO mentor courses, CES cannot guarantee you a place on your first choice of course date. In this situation alternative dates will be offered.

Application approval from CES
CES will do its best to assess new applications within fifteen working days. We will then contact you to inform you whether or not your application has been successful, or if further information is required.  Once your PQASSO mentor course application has been approved by CES, you will be contacted by a CES staff member who will confirm your requested course date. If this course date is not available, you will be offered alternative course dates. Once a course date has been confirmed, you will receive a confirmation letter, course outline, and invoice from CES. 

Please note that your approved application will only remain valid for one year, during which time you are eligible to attend a PQASSO mentor course, after this time you will need to make a fresh application.

PQASSO mentor training course and licence

The PQASSO mentor training is held over four days; days 1 and 2 on consecutive days and day 3 and 4 on consecutive days two weeks later. Participants need to undertake some preparatory homework between days 2 and 3. Day 4 comprises a series of participants’ presentations which are assessed, as well as a separate written assessment. Licences are issued by post following the training. In the event of any participants having to do additional work following their presentation and/or written assessment, this has to take place before their licence is issued. There may be an additional fee for this if it requires one-to-one support from CES.

By the end of the four days participants will have:

· identified the key learning messages regarding the implementation of PQASSO

· understood the PQASSO self-assessment process and the PQASSO Quality Mark 

· explored the mentor role and shared expectations, hopes and anxieties with other prospective mentors

· understood research findings on the use of quality assurance systems in the voluntary sector

· understood PQASSO in the broader policy and funding context of quality assurance and the voluntary and community sector

· delivered a PQASSO presentation and received feedback on it 

· undertaken a PQASSO written assessment

· understood the purpose, and terms and conditions, of the CES PQASSO mentor licence. 

Participants also receive the following whilst on the training course:

· a comprehensive training pack

· a copy of the PQASSO workpack

· a copy of the PQASSO CD-ROM

· a copy of ‘PQASSO in Practice’ publication

PQASSO mentors are licensed for three years after which they must apply to CES to renew their licence and attend a one-day renewal workshop.

You will also get:
· Support via the telephone or email on PQASSO and related topics.

· Regular updates and news reports via email to keep updated on relevant PQASSO developments.
· Access to the PQASSO mentor email group and ‘mailtalk’ website.
· The PQASSO mentor e-newsletter every two months.

· Annual gathering events to which all PQASSO mentors will be invited. There may be an additional fee for these events.

PQASSO mentor licence and CES disclaimer

PQASSO mentors are licensed for a three-year period after which they need to renew their licence with CES (note that CES licenses individual mentors rather than their host organisations). PQASSO mentors are not paid or employed by CES; they work for independent organisations, statutory agencies or are self-employed. Following licensing, PQASSO mentors are expected to stay in touch with CES in order to share information and ideas about PQASSO and quality developments, and they are invited to attend an annual gathering event for all mentors, for which there may be a fee.

When licensed PQASSO mentors identify themselves as such to prospective client VCOs, they need to inform them that:

CES licensed status means that the practitioner has demonstrated a commitment to providing a high quality service of training and mentoring to support organisations wishing to implement PQASSO, as evidenced by the fact that (s)he has completed four days of training provided by CES. CES cannot guarantee that all licensed PQASSO mentors will have the skills or expertise that you need nor that they will be right for your organisation. Care and attention are required when choosing a mentor to ensure that the person is competent to provide the support that you need and CES recommends that you take up references.
Mentoring without a CES PQASSO mentor licence

PQASSO is a copyrighted product which means that it, or parts of it, may not be reproduced without the permission of CES. This includes producing slides, overheads, handouts or other training materials which detail any aspect of PQASSO, for example, the twelve quality areas, PQASSO standards or indicators, or self assessment sheets. For a trainer, development worker or other such person providing support, to legitimately reference PQASSO within their training materials, they need to acquire a CES PQASSO mentor licence.

The reason that CES enforce PQASSO copyright in relation to training and support is to prevent trainers with little or no knowledge and experience of PQASSO developing their own training courses or programmes which may misguide organisations in the process of implementing PQASSO. Such actions could also damage the reputation of PQASSO.  Therefore, to obtain the CES PQASSO mentor licence, we ask all PQASSO trainers, development workers, or other such persons providing support, to train legitimately as PQASSO mentors. As licensed PQASSO mentors, trainers and development workers acquire all the necessary resources, skills and information to support their clients in effectively implementing PQASSO.
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