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18 Unfortunately, due to the late recruitment of Trainee 11, she has not been incorporated into this 
evaluation 
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19 An example of a Trainee induction plan can be found at Appendix Three 
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20 Not all Trainees completed all assignments but those who did reported it as being an useful learning process 

 

Stonham Trainees Induction Assignments (800 words): 
 
Assignment 1: 'Why, and how, were Stonham founded?  How, and why, have Stonham changed 

since then?' 
Assignment 2: 'What is social housing?  Who provides it?  Who do they provide it to?  Who pays 

for it?' 
Assignment 3: Pick 5 different 'audiences' who you might write documents for whilst working for 

Stonham.  Discuss which element of a personal writing style could be developed: 
·  for each group 
·  where suitable for all 5 audiences simultaneously 

 
What resources are available within Stonham to ensure we communicate 
effectively with our audiences? 

 
Assignment 4: 'What is a tender?  What are the advantages and disadvantages of the tendering 

process for; 
·  the commissioners of services 
·  large organisations submitting tenders 
·  small organisations submitting tenders 
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Post Where Advertised Date Advertised Date Interviewed Date Started 
ICT and BD Trainees, 

Basingstoke, Cheltenham, 
London 

Ethnic Media Group – Eastern Eye, 
Asian Times, Caribbean Times, and 
New Nation.  Evening Standard – 
published Monday in the sector, 
Basingstoke Gazette, Guardian 
Online 

29th August 2006 2nd October 
(Birmingham) 
17th October 

(Basingstoke) 
October  

(London, ICT) 
19th October 
(Cheltenham) 

None 
 

None 
 

6th November 
 

None 

ICT and BD Trainees, 
Baisngstoke, Cheltenham, 

Birmingham 

Basingstoke – Basingstoke Gazette.  
Cheltenham – Cheltenham News, 
Gloucester Echo, The Citizen, 
Gloucester News and the Forrester.  
Birmingham – Birmingham Evening 
Mail.  West Midlands – Birmingham 
Mail, Sunday Mercury, Jobs 
Midlands, Solihull Times and 
Stafford Post 

13th November 2006 None None 

BD Birmingham Basingstoke – Basingstoke Gazette.  
Cheltenham – Cheltenham News, 
Gloucester Echo, The Citizen, 
Gloucester News and the Forrester.  
Birmingham – Birmingham Evening 
Mail.  West Midlands – Birmingham 
Mail, Sunday Mercury, Jobs 
Midlands, Solihull Times and 
Stafford Post 

8th December 2006 24th January 2007 26th February 2007 
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BD Trainees Sheffield and 
Leeds 

Yorkshire Post 
Yorkshire Evening Post 
Bradford Telegraph and Argus 
Huddersfield Examiner 
The Metro 
Council Bulletins 

January 2005 
 
 
 

April 2005 

10th February 2005 3x trainees became 
Equal trainees during 

2005 

BD Trainee Sheffield Yorkshire Post 
Yorkshire Evening Post 
Bradford Telegraph and Argus 
Huddersfield Examiner 
The Metro 
Council Bulletins 

April 2006 20th April 2006 18th May 2006 

BD Trainee Leeds Path Yorkshire Information Sessions Summer 2006 25th September 2006 16th October 2006 
BD Trainee Leeds and 

Gateshead 
 

ICT Trainee Sheffield 

Yorkshire Post 
Yorkshire Evening Post 
Bradford Telegraph and Argus 
Huddersfield Examiner 
The Metro 
Council Bulletins 

November 2006 2nd November 2006 
2nd November 2006 

 
21st September 2006 

27th November 2006 
 
 

16th October 2006 

Top Drawer Trainee Stonham Internal Vacancies, Top 
Drawer project window 

26th March 2007 3rd April  17th April 2007 

BD Trainees Basingstoke 
Basingstoke Women’s Register 
Hampshire Women’s Institute 
Basingstoke Chinese Association 
Sikh Community Centre 
Women’s Wisdom 
 
 

12th December 2006 None None 
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Birmingham 
Birmingham Women’s Advice and 
Information Centre 
FATIMA Women’s Network 
Connexions 
 
Cheltenham 
Gloucestershire Afro-Caribbean 
Association 
Gloucestershire Chinese Community 
Group 
Connexions 

Emailed 
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Personal Details 
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Assessment of Need 
It is important that we get a picture of the skills and experience you have, so that we can help you 
achieve the goals set out in your learning plan. 

Training/Education 
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Provider Name: Individual Learning Plan ,*-��"��
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Have you done any work whether paid or unpaid?    Y ES/NO          

If YES, please tell us about it, starting with your most recent work: 
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What kind of employment, training or education are you looking for? 
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How confident do you feel about your, literacy and numeracy (reading, writing, numbers and 
maths)? 

Please circle the appropriate answer below. 
�
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Learners Individual Needs 
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Record of Progress – have you achieved the goals you agreed? (Summary of progress record to date) 
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It is important that we help you to achieve your goals and in order to do this we need to measure 
your progress. We also need to know whether your individual needs have changed since the plan 
was made. 
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PROGRAMME OF LEARNING ACTIVITY 
 

Trainee name:  Training Base:   ILR No.   
 

My overall goal is  
 

My short-term goals to achieve the above are:      I aim to complete this goal by          I have achieved this goal           Date  
    
1       
  

 
     

2.        
  

 
     

3.        
 

If you are working towards a qualification, the tutor might write in these details on a separate sheet. 
 

I agree to the information contained in this document being shared with funding bodies, education Inspectors and with SOVA.  Any evidence of 
activities I undertake at a the project might be checked for quality and auditing purposes. 

       
Signature of Trainee  Date:  
 
Staff member 

  
Date : 
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INDIVIDUAL PROGRESS RECORD 

This will need to be completed to show how beneficiaries are progressing towards their goals and ultimately achieving their initial individual workplan. 
  
Name:_____________________________  Overall Goal whilst involved in the project: _______________________________________________ 
       Small term goals: 
Month: ____________________________  1.  

       2. 

       3. 

Week 
Commencing  

No: of hours 
spent Activities/ Progress towards goals Signature Workers comments – Link to contract beneficiary 

outcomes/project outputs 
1.    

 
 
 

  

2.    
 
 
 

  

3.    
 
 
 

  

4.    
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5.    
 
 

  

Week 
Commencing  

No: of hours 
spent Activities/ Progress towards goals Signature Workers comments – Link to contract beneficiary 

outcomes/project outputs 
6.    

 
 
 

  

7.    
 
 
 

  

8.    
 
 
 

  

9.    
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10.    
 
 
 

  

11.    
 
 
 

  

Week 
Commencing  

No: of hours 
spent Activities/ Progress towards goals Signature Workers comments – Link to contract beneficiary 

outcomes/project outputs 
12.    

 
 
 

  

13.      

14.      
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15.      

16.      

17.      

Week 
Commencing  

No: of hours 
spent Activities/ Progress towards goals Signature Workers comments – Link to contract beneficiary 

outcomes/project outputs 
18.      

19.      
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20.      

21.      

22.      

23.   
 
 
 
 

 
 
 
 

  

Week 
Commencing  

No: of hours 
spent Activities/ Progress towards goals Signature Workers comments – Link to contract beneficiary 

outcomes/project outputs 
24.   
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25.      

26.      

27.      

28.      

Week 
Commencing  

No: of hours 
spent Activities/ Progress towards goals Signature Workers comments – Link to contract beneficiary 

outcomes/project outputs 
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Alan Ryan 
National Partnerships  

Manager 

Andrea Butler  
Business Development Advisor 

Overview of both themes 

Paula Lock 
Theme A MO:  

-BDA 

Charlotte Croft   
Theme H BF: - BDA 

Cornwall 

Ann Burnett 
Theme A Action 3  

Co-ordinator 
 

Raj Lakhani 
Head of Finance  

Equal funding accountability 

Melanie Faulkner 
Finance Officer 

Works on both themes 

Ottis Effs 
Finance Assistant 

Works on both themes 
 

Ralelah Khokher 
Both Themes 

BD Asst Sheffield 

Yvonne Tolliday  
Theme H Sheffield 

Support Worker  
Administrator 

Athia Begum 
Theme H: BF 

Development Researcher 
Sheffield 

Molly Earl 
Theme H: BF 

Traineeship Service Manager 
Cornwall 

Elaine Nicholls 
Theme H: BF 

Tenancy Training Sheffield 

Key: -  
 
Indicates Line manger 
 

Kathleen Sabwa 
Project Worker 

Jeanette Scrivens 
Project Worker  

Both themes 


