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Equal Team

Trainee's Team

National
Partnerships
Manager

U

Acting Area
Business
Manager

(formally Equal

BDA)

U

Equal BDA,
Theme H

U

Traineeship
Service
Manager

Trainee's
Supervisor

I

PATH

Business Development
ICT

Operations -

Top Drawer

(Total 11 Trainees)

Head of
Department / OD

U

Supervisor's
Line Manager

U

U

Equal Trainee
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18 Unfortunately, due to the late recruitment of fiem 11, she has not been incorporated into this

evaluation
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Stonham Trainees Induction Assignments (800 words):

Assignment 1: 'Why, and how, were Stonham foundeldw, and why, have Stonham changed
since then?'
Assignment 2: 'What is social housing? Who prowiit2 Who do they provide it to? Who pays
for it?'
Assignment 3: Pick 5 different 'audiences' who gyught write documents for whilst working for
Stonham. Discuss which element of a personalngriityle could be developed:
- for each group
- where suitable for all 5 audiences simultaneously

What resources are available within Stonham torense communicate
effectively with our audiences?

Assignment 4: 'What is a tender? What are thergtdgaes and disadvantages of the tendering
process for;
- the commissioners of services
- large organisations submitting tenders
- small organisations submitting tenders
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20 Not all Trainees completed all assignments buseheho did reported it as being an useful learpiogess
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score | score | sCore |travelled |travelled
.Cammunication 27 | 34 S 0.7 (17%
.Canfidence 2.0 | 29 - 0.9 |25%
.Motivation 29 | 3.5 o 0.6 |16%
.Team work 23 |32 | - 0.9 |22%
.Autnnamy 2.0 | 3.0 S 1.0 (24%

score | score | sCore |travelled |travelled
.Problem solving 22 | 28 - 0.6 (15%
.Wark related values | 2.8 | 3.1 - 0.3 |9%
.Self—esl:eem 2.3 | 31 o 0.8 |19%
.Coping with pressure| 2.2 | 2.6 - 0.4 (11%
.Pmitive attitude 24 | 2.8 o 0.4 |10%

score score score | travelled |travelled
Bcommunication 31 34 |- |03 7%
.Confidence 21 | 28 - 0.7 |16%
Bwvotivation 33 |38 | - |05 [10%
.Team work 26 [ 341 S 0.5 |14%
.Aut‘)nomy 25 | 29 S 0.4 |10%

score score score | travelled |travelled
.Problem solving 2.5 | 31 - 0.6 |15%
.Work related values | 3.1 | 3.6 - 0.5 [(13%
[ self-esteem 28 |34 | - |06 [15%
.(:aping with pressure| 26 | 3.2 | - 0.6 [14%
.Pasitive attitude 29 | 33 o 0.4 |10%
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Post Where Advertised Date Advertised Date Intervieed Date Started
ICT and BD Trainees, | Ethnic Media Group — Eastern Eye] 29" August 2006 % October None
Basingstoke, Cheltenham,| Asian Times, Caribbean Times, and (Birmingham)
London New Nation. Evening Standard — 17" October None
published Monday in the sector, (Basingstoke)
Basingstoke Gazette, Guardian October 6™ November
Online (London, ICT)
19" October None
(Cheltenham)
ICT and BD Trainees, | Basingstoke — Basingstoke Gazette. 13" November 2006 None None
Baisngstoke, Cheltenham, Cheltenham — Cheltenham News,
Birmingham 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

BD Birmingham Basingstoke — Basingstoke Gazette¢. 8" December 2006 FnJanuary 2007 Z6February 2007
Cheltenham — Cheltenham News,
Gloucester Echo, The Citizen,
Gloucester News and the Forrester.
Birmingham — Birmingham Evening
Mail. West Midlands — Birminghanm
Mail, Sunday Mercury, Jobs
Midlands, Solihull Times and
Stafford Post

+/




BD Trainees Sheffield and

Leeds

Yorkshire Post

Yorkshire Evening Post
Bradford Telegraph and Argus
Huddersfield Examiner

The Metro

Council Bulletins

January 2005

April 2005

10" February 2005

3X trainees becan
Equal trainees durin
2005

e

BD Trainee Sheffield

Yorkshire Post

Yorkshire Evening Post
Bradford Telegraph and Argus
Huddersfield Examiner

The Metro

Council Bulletins

April 2006

20" April 2006

18" May 2006

BD Trainee Leeds

Path Yorkshire Information Sessior]

S Summer 2006

" Sptember 2006

f60ctober 2006

BD Trainee Leeds and
Gateshead

Yorkshire Post
Yorkshire Evening Post
Bradford Telegraph and Argus

November 2006

™ November 2006
2" November 2006

27" November 2006

ICT Trainee Sheffield Huddersfield Examiner 21° September 2006 16" October 2006
The Metro
Council Bulletins
Top Drawer Trainee | Stonham Internal Vacancies, Top 26" March 2007 8 April 17" April 2007
Drawer project window
BD Trainees Basingstoke 12" December 2006 None None

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

+!



Birmingham

Birmingham Women'’s Advice and
Information Centre

FATIMA Women’s Network
Connexions

Cheltenham
Gloucestershire Afro-Caribbean
Association
Gloucestershire Chinese Communi
Group
Connexions

Emailed

ty

+8
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EUROPEAN COMMUNITY
European Social Fund

Training Area: Business Development Assistant

Placement Location: Stonham Housing Association / Various Locations within Leeds
and Sheffield

Responsible To: Business Development Manager/ PATH Employment Trainer
Length of Training: Up to one year
Training Allowance: Non-Graduates - £9000 per annum

Graduates - £12,000 per annum

PARTNERSHIP:

Stonham are working in partnership with SOVA on the Women into Work: Building Futures
programme. The programme is part funded by the European Social Fund under the Equal
community initiative and aims to promote gender equality and support job desegregation in
non traditional sectors.

This position is open to female applicants only as being female is deemed to be a genuine
occupational qualification under Section 7(2)(d) and Section (7)(e) of the Sex Discrimination
Act 1975.

PATH Yorkshire was set up under the Race Relations Act 1976, Section 37, to develop the
potential of Black & Minority Ethnic groups through Positive Action Training in areas of
employment where there is an under representation of these groups.

ABOUT THE PLACEMENT:

Stonham is one of the largest providers of housing, care and support services in England.
Stonham is strongly committed to helping people with specific needs, to live independently.
Their work is driven by local needs and by the Government’s national agenda.

Stonham provides a wide range of services for vulnerable people, including help with funding
a home and support for those already living in their own home.

They specialise in working with:

- Single homeless people;

- People with mental health problems;

- People with learning and physical disabilities;

- Young people leaving care;

- People who have been in prison or through the courts;

- Women and their children who are escaping domestic violence;
- Refugees/ asylum seekers;

- Vulnerable mothers and their babies and:;

- People with drug and/or alcohol dependency probiems.

LAPATH-ALLAEVERYONE\Recruitmenti2006\Recruitment November 2008\Training Profiles\Non-Graduates\Business Dev
Asst-Stonham Housing.doc  Page 1 of 5




Their dedicated staff help people to live as independently as possible by working regularly
with each individual.

Stonham also work closely with our partners, both locally and nationally, to make sure we
can make a real difference to the quality of our customers’ lives.

This profile has been designed to give prospective trainees an outline of some of the
potential areas of training. A personal skills training programme will be drawn up in the
consultation with the trainee after induction to build on their personal strengths and address
their individual development needs.

THE PURPOSE OF THE TRAINING

To assist in the expansion of Stonham’s new business growth and Capital Development
Programme.
To provide an administrative service.

WHAT TRAINING IS AVAILABLE?

[ New Business

* Assist in delivering individual growth opportunities to corporate targets by liaisons with
external agencies, stakeholders and partners for new business opportunities.

* Assist in preparation and presentation of reports, presentations and tenders as
required.

* Assist in researching and Co-ordinating new business opportunities and initiatives in
supported housing development.

Capital Programme Management

* Assist in strong management control of part of Stonham’s national capital development
programme, including performance management of all aspects of development, in line
with departmental KPls.

* Assistin project managing individual capital development schemes, as specified in
statutory guidance, funders’ procedures and the Homegroup Development, Technical
and Procurement procedure guides.

e Assist in asset management issues where required, such as acquisitions, leases,
disposal, statutory consents, etc. in line with relevant procedures.

General
» Provide a customer focused development service to internal and external partners.
» Trainee will be expected to be flexible in the duties they undertake and will be required
to carry out any other duties commensurate with the level and responsibilities of the
post, as may be required by their line manager.

Secretarial/ Administrative support
¢ Perform administrative and secretarial duties using established word-processing,
presentation and spreadsheet packages (Microsoft Office Suite), email communication
packages. Access, Collate, analyse, extract and input data (as required).
» Open and distribute mail. Compose memos/Letters/emails where required on behalf of
the line manager. Intercept incoming calls, deal with straightforward queries, check
messages and, where appropriate, return calls.

LAPATH-ALLEVERYONERecruitment\2006\Recruitment November 2008\ Training Profiles\Non-Graduates:Business Dev
Asst-Stonham Housing.doc  Page 2 of 5




ISYyuiicu.

Conduct
e Ensure that all your work is conducted to the highest professional standard and
complies with Stonham’s and Home Group’s policies and procedures. Promote these
standards and lead by example.

PERSONAL DEVELOPMENT TRAINING

» Further training and experiences may be gained as appropriate, e.g. attending a college
course, conferences, or in-house training.

+ Obtain Job Search skills and Employability skills: training will be made available and
trainees are expected to attend.

LAPATH-ALLAEVERYONE \Recruitmenti2006\Recruitment November 2006\ Training ProfilesiNon-Graduates\Business Dev
Asslt-8tonham Housing.doc  Page 3 of 5
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Provider Name: Individual Learning Plan -

Personal Details

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

Training/Education

#

$% & ' '




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:

'&

What kind of employment, training or education are

How confident do you feel about your, literacy and
maths)?

Please circle the appropriate answer below.

/

you looking for?

numeracy (reading, writing, numbers and

Learners Individual Needs

. %

. %




- + ,

It is important that we help you to achieve your gals and in order to do this we need to measure
your progress. We also need to know whether your dividual needs have changed since the plan

was made.

Record of Progress — have you achieved the goals you agreed? (Summary of progress record to date)

#
0
Progression Plan
# ' * * <
1 J'29%
J'@ E @ ! :
5 " 1 5" 5




PROGRAMME OF LEARNING ACTIVITY

Trainee name: Training Base: ILR No.

My overall goal is

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

1

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

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

Signature of Trainee Date:

Staff member Date :




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 No: of hours L . Workers comments — Link to contract beneficiary
: Activities/ Progress towards goals Signature .
Commencing spent outcomes/project outputs

1.

$




Week No: of hours L . Workers comments — Link to contract beneficiary
: Activities/ Progress towards goals Signature .
Commencing spent outcomes/project outputs
6.
7.
8.




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.




15.

16.
17.

Week No: of hours Activities/ Proaress towards goals Signature Workers comments — Link to contract beneficiary
Commencing spent g g 9 outcomes/project outputs

18.

19.

I




20.

21.
22.
23.
Week. No: of hours Activities/ Progress towards goals Signature Workers comments — Link'to contract beneficiary
Commencing spent outcomes/project outputs

24.




25.

26.

27.

28.

. Week. No: of hours Activities/ Progress towards goals Signature Workers comments — Link'to contract beneficiary
ommencing spent outcomes/project outputs

1+
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Alan Ryan
Raj Lakhani Natlor:\?l Partnershipg
Head of Finance anager
Equal funding accountability Key: -
A 4 _— >
Andrea Butler Indicates Line manger
J, Business Development Advisgr

Melanie Faulkner Overview of both themes

Finance Officer
Works on both themes

|

Ottis Effs
Finance Assistant
Works on both themes

A\ 4
Charlotte Croft
Theme H BF: - BDA
Cornwall

A4 A 4

Ralelah Khokher Yvonne Tolliday
Both Themes Theme H Sheffield
BD Asst Sheffield Support Worker
Administrator

l l

Athia Begum Molly Earl Elaine Nicholls

Theme H: BF Theme H: BF Theme H: BF
Development Researche Traineeship Service Manage Tenancy Training Sheffield
Sheffield Cornwall
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