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Training
1 TRAINING

1.1 TRAINING PROGRAMME

Training, provided initially by the Coventry and Warwickshire CDA has been both practical and theoretical: starting with general awareness raising through to practical sessions on the book-keeping and accounting procedures, credit granting, credit control, etc.

Areas covered include:

· benefits

· insurance

· rules and the Act

· producing a business plan

· producing operating policies, including loans, share withdrawal and credit control  policies

· deciding on roles for volunteers

· working out a “tailor-made” operating system

· introducing practical sessions covering all aspects of running the Credit Union including book-keeping and accounting procedures

Training is from 1 to 2 hours per session with as many arranged as necessary to ensure volunteers feel confident and competent to do the job.

1. All volunteers, officers and staff will be trained to perform their role within the credit union.
2. The credit union will appoint a Training Officer to oversee the organisation and delivery of training.
3. Where possible, all training will be accredited.
4. The training will include:
4.1
Induction (see Staff and Volunteers Section)

4.2
Skill development in relation to roles undertaken

4.3
Changes in the law or rules

4.4
Updating of skills and knowledge
5. All volunteers’ needs will be assessed annually and the training Officer will try to provide any training required.  All training will be recorded and entered onto the personnel file of the trainee.
6. Training will be provided free and, in all cases, expenses will be paid to enable staff and volunteers to attend.
7. The Training Officer will organise training events, as appropriate, either within the credit union or through another agency.
8. The Training Officer will ensure that opportunities to attend training events are spread fairly among the officers, staff and volunteers.
9. Any officer attending an external event, paid for by the credit union, will provide a report of the event to the credit union in a form agreed with the Training Officer (e.g. short written report, article for newsletter, verbal report).
1.2 TRAINING OFFICER

Training needs will be constantly reviewed and training programmes will be on-going.

1. The individual for each role and their service is given below.  Care will be taken to ensure there are no conflicts of interest and that controlled functions are separated and handled by different persons without connections.

2 INTERVIEWING

An interview can be describer as a conversation between two or more person for the purpose of seeking, receiving or giving information.  Typical interview situations could be for the purposes of:

· Loan Applications

· Credit Control

· Recruitment

· Training Needs Analysis

2.1 Procedures

The following procedures should apply to the conduct of all interviews:

· As much information should be gathered and studied prior to the interview

· The setting should be appropriate – e.g. informal and open

· The interview location should be private

· The interviewer should explain the purpose of the interview and seek to establish an appropriate rapport, e.g. informal and friendly while remaining courteous

· The interviewer should ensure that the person being interviewed understands each stage of the discussion and any terms and conditions agreed 

· The interviewer should listen carefully to what is said, ask relevant questions and seek clarification where necessary

· On completion, the interviewer should check if there are any questions

· Afterwards the interviewer should make any relevant notes for the files and ensure copies of any agreements are given or sent to the person being interviewed

2.2 Staff and Volunteers

· A Personnel co-ordinator may be appointed by the Board to recruit and support paid staff and unpaid volunteers, for example as collection staff or employee Credit Union representatives in a designated workplace.
· The Personnel Co-ordinator will work with the Marketing and Publicity Officer to produce appropriate literature, or run events, to encourage members to take an active role in the running of the Credit Union.
· As part of the induction process, a pack of information will be produced and given to all new staff and volunteers.

· Staff and volunteers will be seen at an informal interview that will enable them to ask questions as well as receive information.

· All staff and volunteers will be expected to take part in induction training before taking an active role in the Credit Union.

· Specialised training will be given on the job (e.g. work shadowing) as well as in specific training sessions.

· Staff and volunteers will be offered an opportunity to review their role and training needs at least once a year with the Personnel Co-ordinator and/or the Training Officer.

· Staff and volunteers will be kept informed of decisions taken by the Board through a regular, internal newsletter.

· Staff and volunteers will be encouraged to undertake external training, where appropriate.

· Staff and volunteers will be encouraged to fill a number of different roles within the Credit Union to extend their skills and confidence.

· Staff and volunteers will be paid reasonable expenses for travel to attend meetings and training events.

· Any problems relating to staff or volunteers must be referred to the Personnel Co-ordinator who will then speak directly to the person concerned.  Where the situation is serious, or a problem cannot be resolved easily, the Personnel Co-ordinator may ask a member of the Board to attend a meeting with the volunteer and notes of this meeting will be kept.

· Staff and volunteers are entitled to see any records relating to their activities within the Credit Union and to make their own comments on these records.

3 STAFF AND VOLUNTEER CONTRACT
Running a Credit Union takes time, skill, discretion and commitment.  This document has been developed to clarify the responsibilities and rights of staff and volunteers.  Please read it carefully before signing.

Whether paid staff or unpaid volunteer you are accepting responsibility for the following:

· Being available as appropriate to represent the Credit Union.

· Contacting the appropriate person in advance if you are unable to carry out your duties for a period of time (e.g. illness/holidays). 

· Undertaking training to perform your role.

· Conforming to the policies and procedures of the Credit Union.

· Treating all Credit Union information as confidential.

As a staff member or volunteer you are entitled to expect the Credit Union to:

· Keep you informed of all decisions which affect you or your role

· Consult you about any changes which would affect you or your role

· Provide adequate training to enable you to perform your role

· Provide you with a copy of the Credit Union’s policies and procedures

· Provide appropriate support to enable you to expand or develop your skills or to deal with problems that may arise
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