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Dear Members

Training Course for Personal Assistants
SPAEN is delighted to inform you of an excellent opportunity for your Personal Assistants and ultimately yourself.  Coatbridge College have been successful in securing funding to provide an innovative programme of modules aimed at people working as Personal Assistants.  
The programme is broken into individual modules delivered between 6pm and 9pm one night per week over a period of 12 weeks with the option of spreading the course over a full year.  Additionally as the programmes have been devised to suit everyone, no entry qualifications are necessary.
Seems a lot? They have even thought of that and structured the course so that you can tap in and out when you can manage meaning all of the modules do not have to be taken in a block. Still not convinced? 

Not only will this course be of no cost to you the employer, but the Personal Assistant will be paid for attending! For each module the PA attends they will receive £5 travelling expenses, £5 subsistence and £20 for attending totalling £30. Not only that, once the 12 modules have been completed they will receive a certificate of their achievement and a bonus of £100. 

If this was not enough Coatbridge College will be running courses on a Saturday for 

· First aid

· Moving and Assisting Day1

· Moving and Assisting Day 2

· Infection Control

· REHIS Food Hygiene

· Complimentary Therapies

For each of the Saturday attendances they will be paid the same £30.

Why is it a good idea to enrol your PA? 
The answer to this question is very straight forward.  As an employer, it is a requirement that you keep your Public and Employers Liability Insurance policy (PELI) valid.  To do this you must take reasonable steps to ensure that your PAs are capable and competent to do the job. You will be required to have certificates to show you have trained your PAs so this training course fits the bill.
Furthermore, SPAEN is negotiating with Coatbridge College in order to have a certificate issued for the Saturday courses on Moving and Assisting, again an employer responsibility to meet PELI policy requirements.  A nominal fee will be charged for this, and we will inform you of the cost when it is agreed.
In summary: 

· free training for PA’s giving them transferable skills to enhance their personal self development


· As they will be attending the training in their own time, they will be paid a total of £30 each time they attend


· On completion of the 12 evening modules they will attend a presentation to receive their certificate


· Saturday sessions are available for specified topics which will provide the necessary evidence to ensure compliance with your requirements for your Public and Employers Liability Insurance


· Certificates for the Saturday courses can be invoiced at a nominal charge for audit trail purposes for finance returns

We hope that you will agree that this is a superb opportunity and one not to be missed. SPAEN have received numerous calls regarding the need for these types of development session and are working with Coatbridge College to ensure our members get the chance for their PAs to participate.  What we ask of you is to bring this to your PAs attention and actively encourage them to attend.

To this end SPAEN are collating a register of interested parties to establish the level of demand in order that we can inform the College of the number of places we have to secure.  The first course is due to start on Aug 25th so we would like you to contact Violet Keenan at SPAEN at your very earliest convenience to secure your space.

We hope that you all give this your immediate attention as chances like this do not come along every day and it is something we as an organisation have been trying to promote for a long time. If the uptake of this is not sufficient these places will be offered to other organisations and we may not be in a position to secure your place. 

Yours sincerely

PETER J BRAWLEY

Manager


