Cheltenham, Cirencester, and Tewkesbury Citizens Advice Bureau
INFORMATION NOTES FOR TRAINEE ADVICE WORKERS

We hope these notes will be helpful in explaining the requirements of training after selection.  When training is completed, depending on which bureau you have applied for, you would be working in the main office or outreach for that area.
As a trainee advice worker you will begin working towards a CAB certificate in Generalist Advice work.  The certificate is a competence based training and assessment programme which is compulsory for all advice workers.  The training programme sets out what an advice worker needs to know before they can begin working with clients.  You may already have relevant skills and knowledge and there is a system of accreditation for your prior learning if it is decided that it is appropriate.

Your progress through the programme is recorded in 4 records of learning which deal with a separate part of the programme.  These records of learning belong to the Bureau but are kept by each trainee while they are working on them.  You will be assessed throughout the training to ensure that each activity has been successfully completed.  Progress may be delayed until activities have been completed.

When you start training you are known as a trainee.  During this stage you are not able to interview clients.  You will be learning and developing the knowledge, skills and attitudes that you need to be ready to start interviewing.  This stage of training takes approximately 120 hours.

During your training you will be working in the Bureau for at least 2 sessions per week.  You will be shadowing an experienced advice worker, observing interviews, and working through self-study packs.  In addition there will be regular review meetings of the work you have completed with the Bureau’s Guidance Tutor.  Prior to starting the training you will have the opportunity for an induction to confirm arrangements for your attendance at the Bureau.

Included in the trainee period of learning is a mandatory 4-day course which is held externally of the Bureau.  You will have the opportunity to meet other trainees from the region and develop the skills you have learnt.  This course is conducted fairly informally; however, you are expected to attend all 4 days.  During the course there will be in bureau days which will cover training packs to be completed which form the context of the following course session.  This will enable you to integrate knowledge of enquiry areas with practice of advice skills

Once the first stage of training has been successfully completed you can begin to work with clients as a trainee advice worker.  During this period you will get help and support and all your work is supervised and checked.

You will need to extend your understanding and skills in the main enquiry areas.  This is done by combining self-study packs with in Bureau training sessions.  You may also start your training in telephone advice work

At the end of this period, probably after another 120 hours when your work meets the competence standards, you will receive your certificate and become a generalist advice worker.

Cheltenham, Cirencester, and Tewkesbury Citizens Advice Bureau

As a generalist advice worker you will continue to develop and update your skills and join the rotas of the Cheltenham, Tewkesbury and North Cotswolds offices.  When joining the rota as a Generalist adviser we will try to offer as much flexibility of where and when you work as we can.  We will ask you to do a minimum of 8 hours a week.

We hope these notes answers some of the questions you may have about the training but please do not hesitate to contact the Bureau if you would like to discuss any aspect of the Bureau or the training.

Application form below:

Cheltenham, Cirencester, and Tewkesbury Citizens Advice Bureau
APPLICATION FORM TO BE A CAB WORKER – CONFIDENTIAL

BEFORE COMPLETE THIS FORM PLEASES READ THE ACCOMPANYING NOTES

Please circle your preferred bureau:
Cheltenham
Cirencester

NAME

Mr/Mrs/Miss/Other (please state)

ADDRESS

TELEPHONE NUMBER

DATE OF BIRTH

ARE YOU INTERSTED IN ANY PARTICULAR TYPE OF WORK?

E.g. advice work, administration work

DESCRIBE ANY SKILLS YOU HAVE WHICH COULD BE USEFUL FOR THE WORK YOU WISH TO DO.  All Sorts Of Skills And Work Experience Are Useful.  These Are Some We Have Thought Of – Speaking And Writing Languages Other That English, Sign Language, Interviewing, Filing, Using A Calculator, Dealing With People On The Phone, Typing, Driving, Helping People To Learn. 

You Might Think Of Others.

WE WOULD LIKE TO KNOW OF ANY FORMAL OR INFORMAL COMMUNITY ACTIVITES OR VOLUNTARY WORK YOU HAVE DONE.

We are interested in all sorts of different activities. Examples could be involvement in tenant’s association, trade union, family support group, claimants group, school, women group, religious activities, anti-racist group, lesbians and gay men group, disability groups and so on.

WHAT DO YOU THINK ARE SOME OF THE MAIN PROBLEMS FACING YOUR COMMUNITY?

	REFERENCES


	

	Please give the name and addresses of two people who are not related to you who can tell us about you,

	1


	2



	We may wish to contact them before an interview.  May we have permission to do this? (Your application will not be affected if you say no)



	YES / NO



EQUAL OPPORTUNITIES MONITORING INFORMATION

The CAB Service aims to provide equal opportunities and fair treatment for all people applying to be bureau workers regardless of race, sex. Disability or whether they are lesbians or gay men.

The service is also committed to ensure that the bureau workers reflect the community that they serve.  In order to monitor the effectiveness of the Equal Opportunities Policies, we would be grateful if you would complete this monitoring form.

We assure you that:

· The information provided will not form the basis of any part of recruitment and selection.

· The information from the application form is confidential and will only be used for statistics.

· Should you choose not to complete the question below, this will not affect your application.

Please tick the appropriate answer

SEX
FEMALE
MALE

RACE

Pleases indicate which ethnic group you belong to (NB these categories are recommended by the Commission for Racial Equality)

	White
	

	Black – Caribbean
	

	Black – African
	

	Indian
	

	Pakistani
	

	Bangladeshi
	

	Chinese
	

	Irish
	

	Any Other Ethnic Groups (Please Specify)
	


DISABILITY

Do you have a disability
YES
NO

If yes, are you Registered Disabled?
YES
NO

AGE 

Date of birth: -………………………

LESBIANS/GAY MEN

The CAB Services has a specific equal opportunity police for lesbians and gay men and is committed to positive action to implement the policy.

Due to the nature of the discrimination against lesbians and gay men the CAB Service decided, after extensive discussions, not to ask candidates questions about whether they are lesbian or gay.

However, if there is anything you think important to inform us about in relation to lesbians and gay men please use the space below.

WHAT PROMPTED YOU TO APPLY
	Advert (state where)
	

	Vacancy Bulletin
	

	Other (please specify)
	


