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NPIA would welcome further contributions to supporting Police learning and development.  Ideas for improvement can be mailed to:

jean.garrod@npia.pnn.police.uk
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Introduction

This guide is intended for: 

Anyone undertaking the delivery of a learning and development programme in the police service.
Associated documents:

a) Models for Learning Glossary

b) Performance Needs Analysis 
Guide

c) Learning Needs Analysis Guide

d) Design Guide

e) Overarching Standards

What is the delivery of learning?

Delivery of learning is the means by which a learner receives learning and development.  We all learn in many different ways, but in this context delivery is about the formal requirement to learn within the policing organisation.  

Delivery in policing now includes briefings, posters, e-learning, workshops, case studies, on-line scenarios, coaching and tutoring as well as classroom-based learning.  The learning in policing is focussed on generating policing improvements, and is an essential part of the change management strategy supporting Police Modernisation.  

This Guide addresses three important issues: 

· Learning delivery strategies

· The delivery process

· Good practice in delivering learning and development 

Section 1 - Learning Delivery Strategies

Learning delivery strategies are the key to ensuring that learning reaches the intended audience, is assessed for its effectiveness and makes the best use of resources to achieve performance improvement.  The strategies ensure that the right learning is provided to the right people, in the right place, at the right time using methods that ensures it transfers into workplace improvement.

Delivery uses specialised skills to generate learning amid a number of individual and organisational complexities.  These include learners with different levels of knowledge and experience, different styles, issues of pacing and pitching of sessions, lack of access to technology and other resources, different workplace needs and conditions and the demands of shift working.

What is very clear is that however well the individual learns, it is difficult to transfer the learning into the workplace without some management support.  At a simple level this involves the supervisor being aware of the learning and supporting the application of the learning.   An example is the tutor constable who assists Probationers to apply their learning in real situations.

For this reason, a number of people need to understand the delivery process.

Section 2 - The Delivery Process

There are three groups who need to understand the delivery process; 

· the training manager

· the deliverer

· those involved in other aspects of the learning and development cycle

Skills for Justice, in conjunction with NPIA, have developed role profiles providing minimum occupational standards for a range of learning and development roles. Role profiles have been developed for the training manager, training designer, trainer, advanced trainer, tutor, instructor and presenter. These are available at www.skillsforjustice.co.uk
The role profiles list the activities and behaviours for each role and identify the relevant National Occupational Standards (NOS). These standards include Learning and Development NVQ standards at Level 3 and 4, diversity standards 1A4 (Foster people’s equality, diversity and rights) and 1A5 (Promote people’s equality, diversity and rights) and NOS taken from the Further Education and administration sectors.

1 Training Manager 

The Skills for Justice Learning and Development role profiles will support the identification of the deliverer’s role requirement. Once the most appropriate role profile has been selected this will form the basis of the recruitment criteria and development plan on appointment. Dependant on the needs of the post and aspects of the role, additional requirements can be added to the role profile or can be removed but only where clear justification can be shown. The ‘Integrated Competency Framework (ICF) Toolkit for the Police Sector’ produced by Skills for Justice provides step-by-step guidance on the uses of the ICF and role profiles. It is available at www.skillsforjustice.co.uk/productsandservices
The skills and abilities of the delivery staff should be mapped to the relevant role profile to identify any gaps in competence. Staff should then be supported to identify learning opportunities to meet these development needs. NPIA offer a modularised programme of training for learning and development roles aligned to the Skills for Justice Role profiles. Further information on the modular programme is available at www.NPIA.police.uk/trainerdevelopment
Skills for Justice have developed a role profile for Training Managers (www.skillsforjustice.co.uk ). Training Managers are responsible for the deployment, monitoring, development and support of delivery staff. Managing in a training context includes:

· Fostering a supportive environment where good training and learning practice can be shared.  

Examples include implementing regular meeting structures, encouraging and valuing new ideas and the sharing of good practice, promoting a no-blame culture, establishing procedures to disseminate good practice (e.g. shared resource banks, agenda items for team meetings), role modelling the sharing of good practice, monitoring practice and giving feedback.

· Providing opportunities for personal development and self-reflection.

Examples include providing one-to-one meeting opportunities, allocation of staff to delivery events to minimise back-to-back training and provide protected time, developing a staff development plan and ensuring equal of opportunity and access to development opportunities.

· Acknowledging the pressures of delivery and implementing appropriate strategies to support deliverers.

Examples include allocation of staff to deliver events to prevent burn-out (e.g. minimise back-to-back training and co-training opportunities), removal of potential pressures (e.g. provide administration support), valuing deliverers when they have managed difficult situations, providing access to extra support services (e.g. supporting attendance at Police Diversity Trainers Network (PDTN) and staff association meetings) and implementing a buddy/mentor system.

· Implementing monitoring procedures based on support and development.

Examples include implementation of a Peer Review Process and identifying co-trainer opportunities. The Peer Review templates (appendix A) provide a framework for the pre-observation, observation and post-observation phases of the process.

NPIA have produced a ‘Model Approach to Managing the Quality of Learning and Development’. Section C provides criteria against which the delivery of training and learning can be compared and/or assessed. This provides a useful framework to ensure the appropriate systems, strategies, policies and procedures are in place to ensure the quality of training and learning delivery. This is available at www.NPIA.police.uk/quality 

2 Deliverer

This covers a range of generic delivery roles; trainer, tutor, instructor, presenter, e-tutor, advanced trainer, coach and mentor. 

The requirements of the learning intervention will determine the delivery role necessary to achieve successful learning.  For example, classroom delivery is likely to require a trainer whereas seminars and presentations would need a presenter.  On-line learning needs an e-tutor who can provide online support at the time that the learner needs it.  Tutors help in applying learning to real-life situations.

To perform the role effectively the deliverer should:

· meet the requirements of the relevant role profile

· have the occupational competence/knowledge in the area they are delivering

· have an understanding of the other aspects of the learning process

Role profile

The Skills for Justice Role Profiles provide the minimum competence standards for the various delivery roles. Deliverers should be ideally competent to or working towards these standards. Deliverers working towards the standards should be supported and supervised.

Occupational competence/knowledge

The deliverer should be an experienced practitioner or have the occupational knowledge sufficient to meet the requirements of the learning programme. For example, those involved in the delivery of the Initial Police Learning and Development Programme (IPLDP) should be experienced police officers or have the sufficient knowledge and skills to meet the programme learning outcomes. 

The deliverer should also be able to demonstrate that they have engaged in continuing professional development (CPD) activities. The CPD record (appendix B) provides the Chartered Institute of Personnel and Development (CIPD) template to document CPD activities. These activities ensure the deliverer keeps up-to-date with the latest trends, techniques and issues relevant to their area of expertise and may include reading journals and books, visiting websites, attending conferences, seminars and short courses, etc.

In specialist posts, the role requirement and occupational competence/knowledge are often combined, for example, the ‘Race and Diversity Trainer’. That is, there is no specific role profile for the race and diversity trainer. The race and diversity trainer should be a competent trainer, meeting the trainer role profile standards. The trainer role profile requires demonstrated competence in delivering race and diversity content however a specialist race and diversity trainer will require additional specialist knowledge of their area of expertise.

The learning process

The delivery process is an integral part of the overall learning process and should not be viewed in isolation of the other aspects.  Deliverers do not need be qualified designers, assessors or evaluators but they do need to have an understanding of the design principles, assessment processes and evaluation practices.  This holistic approach to learning ensures the overall development goal is achieved to a high standard and in a consistent manner.  The other Guides in Models for Learning will provide an overview
 and highlight areas where a specialist in delivery options can provide useful inputs into learning and development projects. 

3 Those involved in other aspects of the learning and development cycle

Those involved in the other aspects of the learning and development cycle need to have an understanding of the delivery process or to have a specialist in delivery as part of the team of advisors.  This will help, for example, in enabling designers to provide realistic and achievable learning activities by choosing wisely from the range of delivery options available.  These include:

· e-learning and assessment

· case studies and on-line scenarios

· mentoring, coaching, tutoring

· discussion forums and on-line forums

· classroom-based activities

· seminars and presentations 

· self directed study, student notes 

· practical demonstration 

· distance learning, workbooks 

· work-based learning 

The choice of delivery option depends on many factors including:

· learning outcomes to be achieved

· number of learners

· current experience and skills of the learners

· learning culture within the organisation

· facilities and equipment available

· time available for design and delivery

· costs of delivery options and budget available

Section 3 - Good practice in delivering learning and development 

What is the difference between coaching and mentoring?  What is work-based learning?  Where can I find information on managing community involvement? Has anyone got any creative icebreakers?  Am I breaching copyright?  How can I contextualise the learning for this group of learners?  What examples of procedures to monitor delivery staff already exist?

These are all questions that are commonly asked by learning and development practitioners, and more. This section is designed to provide practical guidance and information and includes:

· Learning and development principles 

· Further resources

· Templates

· Glossary of terms

· List of abbreviations 

· Helpful websites 

· Further reading
 

Learning and development principles

The delivery of learning and development is underpinned by common principles such as ethics, delivery values, contextualising learning and embedding race and diversity.  These form the basis of the ways in which essential knowledge and skills are used to deliver learning and development in a policing context that makes it different from any other context.

Learning and Development Ethics

There are some ethics that are shared by all deliverers of learning and development in a policing context.  These include an ethical responsibility as brokers of learning, to channel our energies into creating the best possible learning experiences for our learners.  The ultimate goal is to generate learning that can be applied in the workplace to improve performance.

Delivery values

For any delivery role there are a set of shared values that underpin every action.  Deliverers are committed to:

· Understanding how people learn and develop as learners and professionals

· Developing conditions for learning based on:

· respecting each individual learner

· addressing the needs of all learners

· understanding and being able to use different approaches to teaching and learning

· Promoting diversity, inclusivity and equality of opportunity in every aspect of the learning process

· Continued reflection, evaluation and consequent improvement of practice including Continuous Professional Development

· Supporting the development of learning communities, working with and learning from colleagues.

For example, in the design of training sessions, a trainer would consider how their session plan supports the principles of adult learning and whether the activities provide equal access to learning and assessment.

Contextualisation of learning

By setting learning and development in a relevant context, the transfer of learning to the workplace is greatly helped.  With management actions to support workplace transfer of learning, improvements in performance are more likely to follow so that the investment in learning can be realised.

An example is Race and Diversity training, where delegates learn something as a result of attending the programme.  The trainer ensures that each learner has a good understanding of how the learning relates to her/his work role, why it is important and how it can help improve performance for the force as a whole.  

To ensure learning is contextualised a number of techniques can be adopted, including:

· Stimulating learners’ reflections on applying the new learning to their workplace role, e.g. 

· Asking questions such as, ‘What is the importance of this to your role?’  ‘How can this be applied to your role?’  ‘What differences in responses might be generated in your role if this was used?’ 

· Using work-related problems/issues to a learning event for use  in activities to apply the learning gained.

· Using a job description in a learning event that can be used to relate the learning to their role.

· Asking learners to collate documentation specific to their workplace that can be used on the learning event, for example, bring a copy of the Force Policing Plan, the unit’s business plan or diversity action plan.

· Using case studies, case exercises and examples that are relevant and realistic to the workplace.

· Asking learners to complete a personal action plan or work-based activity where they are required to relate the learning to their role, perhaps with the help of a line manager or work mentor/tutor (mentors/tutors need to be aware of this).

Embedding diversity

Everyone is bound by the Race and Diversity legislation in England and Wales.   All police employees also have a personal responsibility to provide a high quality of policing services to all members of the community that is policed.  

To contextualise this for delivery roles, the National Occupational Standards 1A4 and 1A5 set out the specific actions required.  It is therefore crucial that race and diversity issues are embedded in all learning and development interventions. 

Race and diversity covers the six main strands of race, gender, sexual orientation, disability, age, religion and belief but can include any minority groups.

Embedding race and diversity issues is achieved by:

· Mainstreaming diversity issues into learning and development delivery, that is, looking for opportunities to introduce diversity issues relevant to the achievement of the learning outcomes.  For example, in the delivery of customer service a learning outcome may be consideration of how a range of needs can be catered for effectively.  Mainstreaming diversity would mean that rather than only consider customer needs that relate to the majority that a diverse range of customer needs are included e.g. customers with hearing or sight impairments, customers with mobility issues or customers whose first language is not English.

· Ensuring that learning materials are inclusive and actively promote equality and diversity issues, for example:

· Language and pictures used are checked to ensure that they are appropriate and are not exclusionary

· Examples and activities use a diverse range of genders, ethnicities, ages, etc in terms of the names, scenarios and contexts used

· The font and layout of the resource is appropriate to all learners

· Prospective learners are invited to identify any access issues they may have such as dyslexia or motor impairment.  Proposed adjustment is then checked with learners to ensure it meets their needs and all materials are adjusted accordingly.  This includes any items given to learners such as domestic or emergency evacuation procedures.  Where learners have mobility issues, a personal emergency evacuation plan is drawn up.

· Using community engagement in learning and development events as appropriate.  For example, some probationers practised their procedures in The Metro shopping centre.  Members of the public were pleased to see recruits being trained in this way.  Section five of the APA guidance on ‘Involving communities in police learning and development: a guide’ suggests avenues for community involvement in the delivery of police training.

· Deliverers act as role models for good practice in the way they behave towards others and in the way they manage the learning process.  This includes challenging inappropriate behaviour. 

Further resources

Some knowledge and skills are common to all delivery roles such as how adults learn, supporting learning, communication, reflection and professional practice.  In addition, more specialised skills and knowledge are required by different roles.  

A wealth of resources is available and some are given in the section on Bibliography – Police Training
 and in the helpful websites section
.  

Suite of supporting documents for delivery
The following suite of documents will ensure that all areas in delivery are addressed and the completed ones will provide the audit trail.

	Template
	Purpose

	Delivery Template A -  Standard Lesson Plan
	Records the plan for each session, including aims, objectives, methodology, activities and timings

	Delivery Template B - Standard reflective log
	Trainer reflections on sessions and programmes.

	Delivery Template C - Risk Assessment Form
	Formal assessment of risk for each activity.

	Delivery Template D – CPD Record

	Template to record any professional development undertaken

	Delivery Template E – Peer review process

	Documents to record the peer review of delivery to improve performance
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