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Citizens Information Board (CIB) is a FETAC 

(Further Education and Training Awards Council) registered provider Recruitment & Selection Documentation for 

Information Providers Programme (FETAC Accredited) TAUGHT Programme
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This Programme is for people who have recently taken on the role of Information Provider and will take place in Dublin.
Dates:

October 2011 – June 2012
Time:

Tuesday mornings.
Venue:
Dublin.
Trainers:
CIB staff and specialist external contributors - subject matter experts (SMEs)

The IPP will involve 21 tutor contact training sessions (63 hrs) in conjunction with 21 workplace-training sessions (63 hrs), totalling 126 hours, plus the completion of assessment pieces in line with the needs of the service. The Programme is consistent with the two modules validated by the Further Education and Training Awards Council (FETAC).

On the IPP issues surrounding the role of the Information Provider will be addressed and skills training will be provided in accessing information from the CIB website www.citizensinformation.ie and other information sources.   Information management and interpersonal skills training will also be provided.   The Programme will be delivered in three terms with a period set aside for assessment preparation between the terms as follows: -
	Term 1: 
Communications – Dealing with People, Communication Skills - The Interview, The Information Providing Process in an Equality context, Employment Law (1), Social Welfare (1) – Job Seekers Benefit / Allowance, Accommodation (1) – Local Authority etc., Interculturalism, Building IT skills for Information Providers (2)
Assessment Preparation

	Term 2: 
Advocacy, Accommodation (2) - Homelessness, Health, Immigration & Nationality, Social Welfare (2) – Sick & Disabled People, Social Welfare (3) – Widowed/Deserted People & Lone Parents, CIB Case Management Systems IT Session. 

Assessment Preparation 

	Term 3: 
Family Law, Taxation, Social Welfare (4) – Persons who are Elderly, Social Policy, Employment Law (2), Freedom of Information & Data Protection, Consumer Rights, . 

Assessment: Theory Exam/ IT Test & Receipt of final assessments 


The Programme is open to people involved in Citizens Information Services (CIS) and from the community and voluntary sector providing information on public and social services numbers permitting.   The intake for this Programme will be limited to 25 learners and in the event of a large demand for places it may be necessary to limit participation by any one organisation to 2 learners. 

The Induction Day  is run prior to the commencement of the IPP and will introduce learners to the principles, policies, procedures and practices of the CIS, useful study methods and IT  - building their IT skills to access information using the citizens information website.

Taught Programme Details

The FETAC accredited IPP is intended for learners who will have a desire to contribute to the community either through being a volunteer or a paid worker.   The recruitment process will ascertain the required standard of literacy and numeracy and the potential to develop the knowledge, skills and attitudes to execute the role and functions of an information provider according to best practice.   The preferred entry level is relevant life and work experiences.   It is recommended that potential learners spend a minimum of twelve hours familiarization in the Centre prior to receiving induction training and undertaking the IPP.

The IPP is recognised at level 6 on the National Framework Qualifications (NFQ) and learners in undertaking the Programme are required to complete assessments in line with the two locally devised modules entitled: - 

L32072 
Information Advice & Advocacy Practice 

L32073
Social & Civil Information 
The CIB training programme specification (TPS) requires learners to attend: -
(i) 21 tutor-contact informational training sessions (63 hours) that are delivered in three distinct training terms of seven topics per term by different subject matter experts and

(ii) Workplace training sessions (63 hours) that are completed in 3 hourly sessions each week in the learners’ centres and supervised by an experienced information provider.  

At the end of each term of training there is time provided for learners to complete the different assessment criteria for the two modules as outlined.   This involves the completion of skills demonstrations and learner records in the practice area and a collection of work and a theory exam in the information area (see the selection procedure for more details).
Criteria for Programme Learner 

	Knowledge
	Basic knowledge of relevant life skills
Participate in local induction within CIS

	Skills
	Good interpersonal skills including literacy and numeracy. 

Learners seeking to complete the IPP must be computer literate and reach the required standard set in the pre IT Test requirement.   Therefore, some learners prior to commencement may need to receive computer training at a local level. 

	Experience
	At least 12 hours familiarization in the information setting 

	Other Information
	Successful applicants will be required to attend the Meet & Greet and Induction Days prior to the commencement of the Programme 


Fees

Citizens Information Centres and MABS



No fee
All Others







€500
NB: DO NOT send cheques.   Applicants will be invoiced when allocated a place.
Completion of Application Form

1. Ensure you have read Programme information.

2. Provide as much information as possible so that your application can be processed through the selection procedure, in particular the relevance of the Programme to you.

3. Check closing date - apply as soon as possible as the IPP is very popular

4. Ensure the application form is authorized / signed by the Training Co-coordinator / Supervisor / Development Manager in your organization and returned to CIB along with completed IT test and cover sheet by August 15th 2011.
5. Incomplete application forms will be returned and may result in the loss of a place.

6. Note that the weekly commitment to the programme involves 3 hours tutor contact and 3 hours workplace training contact for the learner.
The Selection Procedure
Information Providers Programme (IPP) - FETAC Accredited
When applications are received there will be a selection procedure to ensure the best match of learner to Programme.

Criteria for selection will include:

· The level of the experience of the applicant as appropriate to this IPP i.e. sufficient previous training 

(i) At least 12 hours familiarization in the information setting including induction with local CIC
(ii) Attendance at Meet & Greet and Induction Training days which are delivered in advance of the Programme

· The applicant must be/or due to be in an information providing role

· Applicant’s agree to meet requirements for the FETAC accredited IPP by:-

(i) Giving a commitment to 6 hours involvement each week over the *21 programmed sessions of the accredited IPP.   This involves attendance at 3 hour training sessions delivered by subject matter experts in line with the training programme specification based on public and social services information plus attendance for 3 hours in the Centre for workplace training each week which will be guided by weekly inputs from the training and supervised by an experienced information provider. 
(ii) Completing assessment requirements during and at the end of each of the three terms of the training as follows:-

L32072 Information Advice & Advocacy Practice - assessment requirements

· Skills Demonstration involving feedback on workplace training (Terms 1,2,3);

Videoed interview with client on a Job Seekers Benefit query (Term 2) 

IT computer skills test (Term 3).

· Learner Record capturing personal learning in different topic areas over the three terms of the Programme. 

L32073 Social and Civil Information - assessment requirements
· Collection of Work focusing on different case queries in Terms 1 & 2 and the compilation of a Personal Information Source/System i.e. Handbook in Term 3.
· Examination/Theory using a computer to feedback succinct answers to questions on the ten informational Programme topics sourced from various information sources at the end of Term 3 of the Programme. 
(iii) Attending 80% of the 21 classroom sessions of the Programme, outlined above, (63 hrs) and workplace training sessions (63 hrs). 

· The name of an experienced information provider who will supervise and coach the workplace training.   This arrangement requires the approval of management with the necessary supports put in place between the supervisor and the learner including ongoing contact and access to a computer to source information from the informational databases.   It is also imperative that the learner has the required computer operating skills prior to the commencement of the Programme – pre IT Test requirement refers.   The Manager must ensure that the application form is completed and signed.

· If there is a number of applications from the one organisation priority will be given to the one who is deemed the most appropriate to benefit from the Programme using the agreed criteria above.
The applicant and Organisation/Manager will be advised by post, as soon as possible after the closing date, if the application has been successful.
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Citizens Information Board (CIB) is a FETAC 

(Further Education and Training Awards Council) registered provider
Information Providers Programme (FETAC Accredited) TAUGHT Programme
APPLICATION FORM

(Information will be treated in the strictest confidence and form will be destroyed in due course)
	PLEASE RETURN THIS COMPLETED FORM TO: Renee Hayes, CIB, Custom Quay Hse, 43 Townsend Street, Dublin 2

	CLOSING DATE: 15th August 2011


COMPLETE ALL SECTIONS IN BLOCK LETTERS

Programme Date: 

                                            
Tutorial Location:

        
Name of Applicant: -------------------------------------------
Home Tel. No.: ----------------------------------

                                                                                Personal Mobile Tel. No.: ---------------------------------
Your contact address: ---------------------------------------------------------------------------------------------------------
Organisation Name: ------------------------------------------

Your Email: --------------------------------------
Organisation Address: ------------------------------------------------------------------------------------------------------
Organisation Tel. No.: - ----------------------------------------------
Your Tel. No.: - -----------------------------------
Job Title: - ----------------------------------------------------------
*PPS Number: - -------------------------------
Your position: - Volunteer   FORMCHECKBOX 
  Employee   FORMCHECKBOX 
  J1   FORMCHECKBOX 
  SE/CE   FORMCHECKBOX 
 RSS   FORMCHECKBOX 
  
Other   FORMCHECKBOX 
 ------------------- (specify)
*Date of birth: - ----------------------------------                       (*required for identification/registration with FETAC)

Do you have any special requirements that we should know about?   If yes, please outline: -
------------------------------------------------------------------------------------------------------------------------------------------
Your IT Entry Test & Cover Sheet must be attached to application.
Have you completed Induction Programme in a CIC  (CIC Applicants only) ( Yes  (  No
1. Experience in information provision: -
How long have you been involved in Information Provision? -------------------------------- 
How many hours per week do you work in Information Provision? ------------------------

Please explain how you think this Programme will benefit you in your role as an Information Provider: -
------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
If you have other experience which you think is relevant please detail: -
----------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

2. Details on training/education: -
List all relevant work, training/education you have done to date: -

------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------

3. Learning through the TAUGHT programme
Will your organisation/centre facilitate the 3-hour workplace training commitment each week during the Programme?






 FORMCHECKBOX 
 yes 
 FORMCHECKBOX 
 no

Are you prepared for the commitment that is required in: - 
· Working through the course materials at home
 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

· Attending weekly workplace training


 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
no

· Attending weekly training sessions x 21 sessions
 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

· Researching and writing assignments?

 FORMCHECKBOX 
 yes 
 FORMCHECKBOX 
no

What challenges does taking part in the taught format of the Programme pose for you? 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

4. Self Assessment: 

Please tick the box that best describes your skills and way of working.  

                                        

      Good     
              Ok    

Not good        

Literacy skills
 FORMCHECKBOX 

 FORMCHECKBOX 



 FORMCHECKBOX 













Numeracy skills
 FORMCHECKBOX 

 FORMCHECKBOX 



 FORMCHECKBOX 

Computer skills
 FORMCHECKBOX 

 FORMCHECKBOX 

   

 FORMCHECKBOX 












Motivation                                             FORMCHECKBOX 

 
   
     FORMCHECKBOX 



 FORMCHECKBOX 




Commitment                                         FORMCHECKBOX 


  
     FORMCHECKBOX 
   

 FORMCHECKBOX 





Ability to study on your own                  FORMCHECKBOX 


     FORMCHECKBOX 
  


 FORMCHECKBOX 





Organising workload                             FORMCHECKBOX 


     FORMCHECKBOX 
   

 FORMCHECKBOX 






Do you have access to the Internet?    FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no

Please note that Internet access is essential for enrolling on this Programme as communications to learners are carried out using email.

Signature (((((((((((((((((((((
Print Name  ((((((((((((((((((((Date((((((((((((((((((
FOR COMPLETION BY THE WORKPLACE MANAGER

In support of ----------------------------------------------- application I agree to provide the required support and supervision for the duration of the taught format of the Information Providers Programme being delivered at CIB Boardroom, Georges Quay House.
Manager’s Name: -----------------------------------------------------------------------------------

Organisation address: --------------------------------------------------------------------------

Tel. No. : - ---------------------------------------------
Mobile No.: - -----------------------------------------


Email: ------------------------------------------

The workplace based training and supervision elements are central to the Programme.  

Are you in a position to provide the required level of support and supervision?  FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 
Supervisor’s details:

Name: - -----------------------------------------
Tel. No: - ------------------------------------------------

Email: - -------------------------------------------------------------------------------------------------------

Manager’s Signature: - ----------------------------------------------------

Print Name: - ------------------------------------------------------------------
Checklist: -

Please make sure you have ticked all the boxes before submitting the form: 

□
Form completed correctly, providing as much information as possible
□
Support person identified in the workplace

□ 
Form signed by Manager / Development Manager

□ 
Form submitted before 15th August 2011
□
Personal email address set up and tested
□
IT pre-test and cover sheet attached
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