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Instructor Bursary application process - Wales


Appendix 1                   Terminology
	Term
	Meaning

	

	Client
	Anyone who wishes for cycle training, school, family, adult etc.

	Trainee
	The person receiving training

	Instructor
	Someone who delivers cycle training

	Accredited Instructor
	An instructor who has successfully completed an accredited National Standard instructor training course which includes at least one monitoring session of their actual training of trainees following the course.

	Provisionally Accredited Instructor
	An instructor who has successfully completed an accredited instructor training course but has not yet had the post course assessment completed.  

	Trainee Instructor
	A person who is actually on the Instructor Training Course.

	Instructor Trainer
	Someone who is qualified to deliver an accredited National Standard instructor training course, including after course assessment and accreditation of instructors, when working on behalf of an Instructor Training Provider. Where not working for an ITP they will be able to train and accredit assistant instructors and mentor instructors for a training provider.

	Training Provider
	The organisation that delivers training for clients. In some cases this may be an individual freelance instructor.

	Instructor Training Provider (ITP)
	An accredited organisation that trains instructors to National Standard level and is accredited by CTC the national cyclists' organisation 

	Scheme
	A delivery mechanism for courses.

	Post Course Assessment
	Assessment of provisionally accredited instructors delivering practical training undertaken by ITPs so that they can complete their accreditation.

	Mentoring
	The process by which instructors and assistant instructors are assisted and supported in their development by a mentor. The mentor will be an experienced instructor who will normally have received specific training in mentoring skills.  

	Mentee
	A person receiving mentoring.

	Course
	A structured programme of training for either groups or individual clients delivered by a training provider.


Appendix 2
Cycling Instructor Person Specification

Instructors must:

· Be able to cycle competently and confidently and have recent, preferably regular, experience of a variety of modern traffic conditions.
· Understand principles of safe cycling and be familiar with current theory of safe cycling and/or express a willingness to learn.
· Be friendly, tolerant, outgoing, and able to empathise with the problems that the clients may experience.    
· Possess good organisational skills.
· Be good listeners and have good communication skills.  
· Be able to stay calm in all situations. 
· Be punctual, reliable and trustworthy. 

It is also desirable that instructors have:
· Experience in a teaching, training, or instructing role with adults or teenagers.

· Experience of cycle training as an assistant or volunteer.
· A first aid qualification.

· And be regular cyclists. 

Appendix 3

Bursary application procedure

1 - Make contact with the Cycle Training Development Officer at the address below in order to access the Bursary application form.   (Please specify whether you are applying as an individual or are being supported by a Local Authority)

2 - Find an accredited Instructor Training Course and book place on course (for the list of Accredited ITPs go to CTC’s website.)  

Please note; you will be responsible for payment of the course fee to the ITP. If you are an individual trainer and would be unable to meet the cost of the course please contact Gwenda Owen to discuss.

3- Gather evidence demonstrating that you fulfil the criteria set out above.

4 - Fill in and return the Bursary form to the Cycle Training Development Officer at the address below. 

5 – You will receive a letter within 10 working days of receipt of your application letting you know if you are entitled to a Bursary.  

6 – You will attend the four day accredited Instructor Training course.

7 - On passing the course you will need to send proof of passing to the Cycle Training Development Officer at the Cardiff address.  

8- An invoice for the course fee should be sent to CTC National Office, Parklands, Railton Road, Guildford Surrey GU2 9JX.  Please enter the Cycle Training Development Officer’s name in the purchase order section.

9 – Payment will be made at the end of the month following receipt of the invoice.

10 - You will be sent a log book which must be maintained over the coming year.

11 – You will forward proof of full accreditation to Cycle Training 

Development Officer following completion of the post course assessment.

12– You will then be registered with CTC as an accredited National Standards Cycle Instructor.

13- One year after having become accredited a completed training log 

must be sent to the Cycle Training Development Officer. Failure to do 

so may result in the Bursary being recouped. 
Appendix 4

Terms and Conditions

.

1) Any information supplied may be held on computer and used for administration and analysis of grant applications.  The CTC may copy information, in confidence, to individuals or organisations involved in the assessment of applications or monitoring the progress of funded work and to provide you with information concerning CTC membership services and benefits.  

2) The CTC will use the information supplied in accordance with the terms of Data Protection Act 1998.

3) Any grant awarded will be withdrawn if evidence supplied as part of this application is later found to be false.

4) Applications will be initially accepted without a confirmed place on an instructor training course 

5) Bursary confirmation letters will not be issued without a signed application form, full details of the trainees and a confirmed place on an instructor training course.

6) The CTC reserve the right to amend these guidelines in order to meet the desired outcomes.

7) Bursary recipients must arrange a monitoring session within 6 months of completion of the Instructor Training Course.  Failure to do so may mean the applicant is liable to repay the bursary in full.

8) Details of all bursary awards will be published on www.ctc.org.uk/cycletraining

9) Recipients of bursaries for Instructor Training will have to comply with monitoring requirements.

10) Bursaries are only available for training instructors that will deliver National Standard training to levels two or three.

11) All training bursary applicants must meet the person specification for a Cycling Instructor.  
12) The bursary will only be paid to applicants after the CTC has received a provisional pass form from the ITP (Instructor Training Provider).
APPENDIX 5 
Minimum course length

The Welsh Assembly Government is committed to bringing National Standards/ Bikeability to Wales.

National Standards Training is outcome based with each level being made up of a number of outputs that allow the outcome of that level to be achieved and then contributes towards the achievement of the overarching outcome.

As the course is outcome based there is no set time for course length. However best practice is accepted to be 8 hours for Levels 1 and 2 combined. The Bikeability website gives guidance and suggested course structures to support this best practice.

In order to qualify for a Bursary you must provide evidence that your course is capable of achieving the desired outcomes.  In order to keep in line with best practice, courses which are delivered to standard sized groups of children, must offer at least 6 hours of training.  Where the instructor/pupil ratio is higher outcomes may be achieved in less time. 
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