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1st Edition

STaR TRUST BASED COURSE REGULATIONS

1. 
PRE-COURSE PROCESS
1.1
Administration
1.1.1
Prior to course approval:  The following should be considered prior to applying for approval:

Course Venue: The course should be conducted in a venue deemed suitable by the course director.  The required number of rooms and any special requirements are detailed in the VLE based course organisation package.

Equipment:  The course director should ensure that the equipment specified in the current VLE based organisation package can be made available at the course venue.

1.1.2 Approvals: Annually per centre.  All centres must gain annual approval from ALSG.  The standard course application form should be submitted to ALSG at least 2 months before the start of the New Year.  

1.1.3 Course Centre Assessment:  Each course centre should be assessed once per year.  There is no longer an official external assessors list.  The external assessors must be course directors or eligible to be course directors (see regulation 1.3.1 below).   

1.1.4 Faculty list: all core faculty must be recognised instructors – their status and ALSG reference number should be indicated on the form.  

1.1.5 Course programme: only the standard programme should be used.  Break times may be moved to accommodate local requirements, but the order of teaching should remain the same.  Session times may be extended, but may not be reduced.  

1.1.6 Orders: (if applicable) only despatched when course centre has annual approval.  You may send in orders in advance, but they will only be despatched when the centre is approved and full payment has been received.  If you are sending your order via your purchasing department it is advisable to send a copy under separate cover to ALSG (clearly indicating that a purchase order will arrive later).  This will allow for any delay by the purchasing department.

1.1.7 Administration Fees:  An annual administration fee is payable per centre.  The current fee is detailed on the course order form.

1.2
Course Materials
1.2.1 Recognised teaching materials only.  All teaching materials should be obtained from the ALSG STaR Trust-based Teaching Material page on the VLE.    Instructors may supplement the standard teaching materials, but the recognised set should provide the core for the course.

STaR Trust-based teaching materials are for use on the course, but may be used outside the course by recognised instructors.  Course centres should not loan teaching material to non-instructors.
1.2.2 Provider manual: 10 library copies of the provider manual, Safe Transfer and Retrieval: The Practical Approach are supplied within the cost of the initial year of registration.  All candidates should be given a loan copy at least six weeks prior to the course date.
1.2.3 Pre-course letter: The pre-course briefing letter should include the following points:

Candidates have to attend the full course, participate in all sessions to the satisfaction of the instructor in order to obtain a provider certificate.

The STaR Trust-based pre-course on-line preparation topics on the VLE should be completed in full prior to the face-to-face course.
The on-line pre-course MCQ should be completed prior to the course.

1.3
Faculty selection
1.3.1
Course Director:  The Course Director must be a current ALSG STaR Instructor or ALSG STaR Trust-based Trainer and is responsible for checking that all other Instructors/Trainers are valid.  

1.3.2
Instructors:  The instructor number will vary according to the number of candidates on the course.  The ratio is as follows:
	Number of Candidates
	Minimum number of core faculty required

	1 – 6
	2

	7 – 12
	4


Total number of instructors to candidates: The core faculty is the minimum number of faculty required to provide an instructor to candidate ratio of 2 Instructors to 6 Candidates.
The faculty must be comprised of the following:

· STaR instructors who have completed the STaR Trust-based trainer VLE to allow them to be STaR Trust-based trainers in addition to STaR instructors.

· STaR providers who have nominated themselves to become StaR Trust-based trainers, have completed the STaR Trust-based trainer VLE and attended the STaR Trust-based trainer course. N.B. These trainers cannot teach on STaR 2-day courses.
· STaR Trust-based providers who have nominated themselves to become StaR Trust-based trainers, have completed the STaR Trust-based trainer VLE and attended the STaR Trust-based trainer course. N.B. These trainers cannot teach on STaR 2-day courses.

All STaR Trust-based trainers, regardless of background, must have taught on at least two courses as a second instructor before teaching independently – as 1.3.3.

1.3.3 Instructor Candidates: STaR Trust-based instructor candidates must undertake 2 IC courses before becoming full STaR Trust-based trainers. There is no assessment form to complete for this IC process but ICs should be noted on the course returns.
(N.B. STaR Instructor Candidates cannot be assessed on the STaR Trust-based course.) 
1.4     Candidate selection

1.4.1 Eligibility:  Candidates should be from professions allied to medicine.  If you are unsure about the eligibility of a particular candidate, please contac the ALSG office to discuss it further.
1.4.2 Candidate numbers:  A total of 12 candidates from varying backgrounds can be accommodated on the course.  Smaller courses can run, but it is advisable to recruit according to your group size.

1.4.3 Observers:  Observers can be taken on the course at the Course Director’s discretion providing their participation is not to the detriment of the candidates.

2.
IN-COURSE PROCESS

2.1
Administration
2.1.1 Course programme: only the standard programme should be used.  Break times may be moved to accommodate local requirements, but the order of teaching should remain the same.  Session times may be extended, but may not be reduced.

2.1.2 Attendance issues: if a candidate misses any part of a lecture or practical session, arrangements should be made with an instructor to complete that session in spare time during the course, if time permits.  

If a candidate arrives for the Face-to-Face element without having completed the STaR Trust-based pre-course on-line preparation topics on the VLE, they may stay and complete the Face-to-Face element.  However, they will not be entitled to receive a completion certificate until they have completed the STaR Trust-based pre-course on-line preparation topics on the VLE.  This should be done as soon as possible after the Face-to-Face course.

2.1.3 Mentoring:  All candidates should be allocated a faculty mentor.  It is advisable that this person is either at the same grade or of a senior grade.

2.1.4 Faculty Meetings: These should be held as indicated on the programme and chaired by the Course Director.

2.1.5 Course Critiques:  The post-course evaluation is carried out, by the candidates, on the VLE after the course.
2.1.6 Teaching Stations:  All candidates should be given a score based on the feedback sheets as given in the organisation package.  If a candidate obtains an ‘R’, additional teaching should be arranged during the course to remedy this.  All candidates should successfully complete the teaching stations. 

2.1.7 Final Assessment:  There is no final assessment on the STaR Trust-based course.

2.2
Status

2.2.1
Provider Status:  Candidates who achieve all of the above criteria are issued with a provider certificate, which is valid for 4 years.  After this time they should re-certify by undertaking the whole course again.

2.2.2 Instructor Status:  This is defined by the STaR regulations.  STaR Trust-based centres should ensure that they check that instructors appear on the current list on the STaR Trust-based co-ordinator page on the VLE. 

3.
POST-COURSE PROCESS

3.1
Administration
3.1.1 Post course returns: These should be forwarded to ALSG, via the VLE, as soon as possible following the course and should include a copy of the items listed on the organiser’s checklist in the VLE based organisation package. 

Please note a full copy of any results sheets should be retained on file by the course centre for a period of 4 years.
3.1.2 Candidates:  For VLE courses; certificates are downloaded by the candidates themselves, once the post-course returns have been processed by ALSG.

3.1.3 Instructors:  Any outstanding expenses should be settled as soon as possible after the course.  When paying expenses to faculty members we advise you cover “out of pocket” expenses for travel (maximum mileage rate quoted by HMRC is presently 40p per mile), subsistence and accommodation only.  If a faculty member is paid in excess of reimbursement for costs incurred, then the additional payment made may be liable to income tax and national insurance contributions.  If you do pay faculty members additional honorarium payments then please make them aware that they should declare the payments to HMRC.  Centres should also consider the amount spent on faculty dinners and hospitality, as similar issues may arise if, upon scrutiny, the amount spent is not felt to be of a reasonable level.
Faculty will be sent an email by ALSG when the VLE-based course evaluation is ready for them to view and print.
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