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     National Driver Offender Retraining Scheme	 
Person specification and application form for NDORS Trainers and Instructors
									





This document lists the criteria required to apply to train to become an NDORS Trainer or Instructor. To be awarded an NDORS Trainer or Instructor licence you will need to evidence your qualifications AND pass the NDORS Trainer or Instructor course.

		
	Classroom Trainer
	In-car Trainer
	Instructor

	Qualifications

	
	
	

	A nationally recognised qualification in delivering teaching or training (includes NDORS Licenced Trainer qualification) 

	
	x
	

	DVSA registered ADI at a minimum grade B level

	x
	
	x

	Current qualification (within three years) in delivering driver/rider training or experience/knowledge of driving/riding to a recognised high standard. Examples include ADI, driver trainer, fleet trainer (including police driver trainers), Register of Post-test Motorcycle Trainers (RPMT).

	x
	x
	

	Interpersonal skills

	
	
	

	Excellent interpersonal skills

	
	
	

	The ability to communicate clearly and accurately in plain language, both verbally and in writing.

	
	
	

	Excellent group facilitation skills.

	
	x
	

	The ability to work professionally with colleagues.

	
	
	




		
	Classroom Trainer
	In-car Trainer
	Instructor

	Experience

	
	
	

	At least one year’s experience of delivering learning or training in a one-to-one or one-to-many setting.

	
	
	

	At least two years’ experience of delivering the relevant NDORS course to a high standard and on a regular basis (for new courses, experience of any relevant NDORS course).

	x
	x
	

	Knowledge/skills/abilities

	
	
	

	Excellent presentation skills.

	
	x
	

	Excellent knowledge of the Highway Code and the ability to make reference to the Highway Code during courses.
	
	
	

	The ability to challenge attitudes constructively, including when people are resistant to change.

	
	
	

	The ability to deliver training materials accurately, as specified in the course manual.

	
	
	

	The ability to tailor learning materials to individual client needs.

	
	
	

	The ability to adopt a coaching style when training.

	x
	
	

	The ability and willingness to adjust the content and style of on-road experience to suit the goals identified by clients.
	x
	
	x

	The ability to reflect realistically and constructively on one’s own strengths, weaknesses and performance and to act on feedback from mentors.
	
	
	

	The ability to assess and challenge colleagues’ performance and give feedback in a constructive manner.
	x
	x
	

	Understanding of behavioural change theories and practices.

	x
	x
	






	
	Classroom Trainer
	In-car Trainer
	Instructor

	IT and administration skills

	
	
	

	Proficiency in delivering PowerPoint presentations.

	
	x
	

	Proficiency in handling course paperwork efficiently.

	
	
	

	The ability to use  internet-based systems and apps, including email and password-protected internet sites
	
	
	

	Additional course-specific requirements

	
	
	

	There are two types of RIDE trainers: practical specialist (PS) and behavioural change specialist (BCS). RIDE PS trainers need to be on the RPMT. RIDE BCS trainers need to have an accreditation in delivering behaviour change programmes to adults** or a qualification in behaviour change***
RIDE instructors need to be on the RPMT.























Teaching and Training Qualifications
The following qualifications are relevant to the role of an Instructor or Trainer.  Please note that some of these are no longer available for study.  This list is not exhaustive, but shows the most popular and creditable qualifications that teaching and training professionals may hold. All classroom theory Instructors and Trainers must hold a teaching or training qualification  
	Title
	Full Title / Details
	Level

	AET
	Award in Education and Training
	3

	CET 
	Certificate in Education and Training 
	4

	DET
	Diploma in Education and Training
	5

	PTLLS
	Preparing to Teach in the Lifelong Learning Sector
	2/3

	CTLLS
	Certificate for Teaching in the Lifelong Learning Sector
	3/4

	DTLLS
	Diploma for Teaching in the Lifelong Learning Sector
	4/5

	CIPD Certificate in Training Practice
	Chartered Institute of Personnel and Development
	3

	C&G 7303/7307
	City and Guilds Awards
	2/3

	Cert Ed
	Certification in Education 
	4/5

	PGCE
	Post Graduate Certificate in Education 
	5/6

	
Some accreditations in delivering behaviour change programmes** (see below) include a teaching or training qualification. This may be acceptable if assessment includes observations of teaching practice.
	
Refer to UKROEd for consideration 
	



** Accreditation in delivering behaviour change programmes
Accreditations in delivering behaviour change courses include addiction programmes, HMP rehabilitation courses, stop smoking courses, health trainer programmes, motivational interviewing, and health trainer programmes. Some job roles include delivering behaviour change programmes, such as cognitive behavioural therapists, counsellors, community health educators, social workers, and family support workers. 
*** Qualification in behaviour change 
Behaviour change qualifications include postgraduate courses such as an MSc in Behaviour Change, modules studied as part of a degree, such as health psychology or clinical psychology, and short courses such as the NDORS Academy course in behaviour change techniques and the RSGB two-day course in behaviour change. 

Refer to UKROEd in the case of any queries about the suitability of qualifications, training, experience or accreditations.

Application form for NDORS Training Courses

Please read the person specification before completing this application form.
NB: This is an electronic form and the text boxes will expand as you type. 
 Please do not worry about any changes to formatting that this causes.

UKROEd Ltd has an Equality and Diversity Policy that reflects the requirements of the Equality Act. UKROEd aims to ensure that everyone who applies to deliver NDORS courses is treated fairly and is not subjected to unlawful discrimination on grounds of their sex, age, race, ethnic or national origins, marriage or civil partnership, pregnancy and maternity, gender reassignment, sexual orientation, religion or belief, family responsibility, disability or political beliefs.

Trainers deliver NDORS courses to the public. Instructors train trainers to deliver the course. Which course are you applying for? (please tick all that apply)

	Course name
	Classroom Trainer
	In-Car Trainer
	Instructor

	National Speed Awareness Course (NSAC)
		Not Applicable
	☐
	National Motorway Awareness Course (NMAC)
	☐	Not Applicable
	☐
	Safe and Considerate Driving (SCD)
	☐	☐	☐
	What’s Driving Us? (WDU)
	☐	Not Applicable
	☐
	Rider Intervention Developing Experience (RiDE)
	☐	Not Applicable
	☐

Personal details 
Forename		Middle name(s) 	
Surname	
Address		Town
City	Postcode	
Telephone 		Mobile
Email address		



Employment details
Please provide details of current and previous relevant employment. Start with the most recent job role.
	Job Title
	Organisation
	Start Date
	End Date

	 	 	
	

	 	 	
	

	 	 	
	

	 	 	
	

	
	
	
	



 







Qualifications
Please provide details and documentary evidence of those qualifications that you believe are relevant to this application. Start with the most relevant qualification. 
	Qualification
	Level
	Awarding Body
	Date

	 	 	 	

	 	 	 	

	 	 	 	

	 	 	 	

	 	 	 	




DVSA licences
Please list any driving or riding licenses you currently hold or have held (including expiry date). 
	








Professional bodies
Please list any memberships of professional bodies you currently hold



Interpersonal skills
Please provide evidence of how your interpersonal skills meet the person specification of the course you are applying for (use an extra sheet if necessary).


Experience
Please provide evidence of how your experience meets the person specification of the course you are applying for (use an extra sheet if necessary).





Knowledge/skills/abilities (minimum 250 words)
Please provide evidence of how your knowledge, skills and abilities meet the person specification of the course you are applying for (use an extra sheet if necessary).


IT and administration skills
Please provide evidence of how your IT and administration skills meet the person specification of the course you are applying for (use an extra sheet if necessary).


Which course providers or police force areas will you work in?  

Referees
Please provide the name, address, telephone number and email address of two people who can provide a reference. One of the referees should be your present or your most recent employer. Referees should not be a relative and, ideally, should be able to comment on your suitability for this post.

Referee 1
[bookmark: _Hlk521076380]Name: Insert
Address: Insert
Telephone contact number: Insert
E mail: Insert
Referee 1
Name: Insert
Address: Insert
Telephone contact number: Insert
E mail: Insert
























Data Protection Act 2018

The information you have given on this application form will be used for the purposes of processing your application and will be treated confidentiality and stored securely. If you are successful, your data will only be shared between UKROEd and the course provider you have chosen* and will be retained on UKROEd files for the period of your Instructor licence for the purposes of audit / assessment.  UKROEd will retain the data that is included on your application form.

Should your application be unsuccessful, it will be retained for 6 months by UKROEd. Following that six month period the application form along with references will be securely disposed of, as will any other data you have volunteered in consequence of this application. This period adheres to the statutory requirement to retain information for a select period to allow applicants to challenge recruitment decisions.

*A course provider for the purposes of this application is an UKROEd licensed course provider who will provide your training, or process your application, or both.  The information shared is your NDORS Trainer ID, first and last names and the course types you are licensed to deliver.  We will not share any other details.

I give my permission for my details and this application form to be shared with my nominated licenced course provide who is: Click here to Insert name of your nominated course provider
(Please leave blank if freelance) 

[bookmark: _Hlk521076603]I agree that UKROEd Limited and my nominated NDORS course provider can process my application in accordance with the Data Protection Act 2018 ☐  (Please select and check).
Please contact data.protection@ukroed.co.uk if you have any concerns about how your data is handled or to access your data.  If you wish to withdraw from the application process, please email cdu.admin@ndors.co.uk.


Declaration

I declare that the information I have given is, to the best of my knowledge and belief, true and complete.  
☐    (Please select and check)






How to submit this application form

Applications for training as a Trainer 
If this application is to be trained as a trainer, and you are applying to work for a specific NDORS provider you should forward this application form to the specified person within the course providers organisation. 

Applications for training as an Instructor
If this application is for the Instructor role, it should be forwarded through your course provider to the specified contact within the email inviting applications, or if you are a freelance applicant, direct to the UKROEd CDU administration unit ndors.cdu@ndors.co.uk













	







For administration use only by Course provider for Trainers, and NDORS for Instructors.

Who has checked this application form?

	Course provider Name
	


	Person Checking - Name and Role
	


	Telephone
	


	Email
	


	Date

	









© NDORS 2016. All rights reserved.

Unless UKROEd specifically agrees otherwise in writing, no part of this publication may be (i) reproduced in any material form (including photocopying or storing it in any medium by electronic means); or (ii) distributed or transmitted to any other person or entity, in each case whether in whole or in part and in whatever media.
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