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Learners need to be supported during learning in three main ways. Academic support, pastoral support and through work experience support.

In the NHS in Somerset this is achieved in the following way:

Academic support is given through a personal development plan, which is part of an annual appraisal process. The personal development plan consists of two sections. The first is work related objectives with a target date. The second section is a list of training courses, which are relevant to the individual’s current job, plus any training, or academic courses required to develop the individual as a whole. The personal development plan is agreed by both the individual and their line manager, who both sign the plan.

The plan is reviewed every six months, at which time the achieved objectives are signed off together with any training undertaken. New objectives are set, the existing ones reviewed and amended where appropriate. Training records are held centrally by the HR department and the individuals record is updated appropriately.

Pastoral support is provided through the annual appraisal and regular one-to-one meetings. At theses meetings the individual discusses work matters such as things they would like to do more of, things they would like to do less of and ways in which their job could be improved.  Problems which cannot be resolved by the line manager are referred to the occupational health service, who are able to take an impartial view on the problem and suggest changes to the individuals job role or work environment.

Work experience support is given through the personal development plan. If an individual expresses an interest in another work area, the line manager will arrange a trial with another department where appropriate. For example, a secretary may be interested in becoming a trainer. In which case the secretary may be permitted to job shadow an existing trainer to find out more about the role and to experience the job for himself or herself. The work experience is discussed and reviewed at the next one-to-one meeting or annual appraisal.

Equal Opportunities and effective communication in the support process

The starting point is the initial assessment to determine which stage the learner is at. In the NHS this is achieved through the training needs assessment process. To assess the knowledge level of each of the students, a member of the training team completes a questionnaire in conjunction with the learner. The questions are fairly basic and cater for a wide range of skills. It is during this process that any barriers to learning are picked up. For example the learner may have visual impairment, hearing impairment or be dyslexic. 

A dyslexic person may have special requirements for a filter to be fitted to a computer monitor or for the handouts to be printed on coloured paper.

Other impairments can be overcome by arranging the training room in a certain way, for example ensuring that the hearing-impaired person sits close to the front of the room. A visually impaired person may need the screen resolution changing so that the icons and text on the VDU can be clearly seen or a larger computer monitor could be provided for the learner.

Effective communication is provided through handouts and user guides which help the learner both during the training and afterwards when they return to the workplace. 

Handouts and user guides need to be carefully planned and can be optimised by following some basic guidelines;

· Avoid too much text on each page

· Use a clear font and reasonable font size such as Arial size 12

· Don’t type everything in upper case

· Use images to enhance the page

· Use pastel paper where possible to make the handout more attractive

Another tool, which is widely used, is the data projector which when connected to a PC or to a laptop computer is used to display a PowerPoint presentation or to demonstrate the use of a software package such as email or spreadsheets. 

PowerPoint slides are useful but sometimes they can be ‘over the top’ in their design. Some basic guidelines for good slides are:

· Have no more than 7 pieces of information on each slide

· Use a minimum 18 point font size and in a sans serif font such as Arial or Comic Sans

· Use colour and images to break up the text

· Use double spacing

· Use a plain background for easy legibility

· Change the font colour to suit the background

Other support for learners in the NHS in Somerset 

Other support is provided by the HR helpline and the I.T. calldesk. 

The HR (human resources) helpline is 01823 344433. It can be used for a variety of issues, from information about training courses, management development courses, pay and grading enquiries and to report situations where a person is:

· Being bullied, harassed, or victimised by other employees of the Trust, regardless of their seniority.  

· Aware of a situation in their work environment, such as bullying, although they are not directly involved.

· Dissatisfied and frustrated with significant line management styles or decisions.

· Having problems with their work environment that they have reported to their manager and no action has been taken.

The I.T. calldesk number is 01823 365375. The call desk is open from 8:00am to 5:30pm (Fri 5:00pm), Monday to Friday, excluding public holidays. The call desk operators log the following service requests:

· Access to the Patient Administration Systems (IHS & IHCS)

· I.T. Training Requests

· Reporting hardware faults (PC's, printers, terminals)

· Reporting software faults (Windows, IHS, IHCS, Word etc.)

· Requests for quotes for new or replacement hardware and software

· Computer related advice and guidance

· Changes of Password (Network, Email, etc.)
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