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What is the Workforce Development Health Check Tool?

The tool (found in Annex A) is basically a set of probing questions and prompts to help specialist
workforce development staff e.g. the Workforce Development Co-ordinator, within local
infrastructure organisations conduct a workforce development health check with a voluntary and
community (VCS) organisation who works with children, young people and/or families.

Please note, it is not expected that the Workforce Development Co-ordinator will use every
guestion — just selected ones to help support the workforce development health check process.

What is a Workforce Development Health Check?

It is a meeting between a VCS organisation and the Workforce Development Co-ordinator,
lasting a minimum of two hours. The purpose of the health check is to act as a mechanism to
identify areas needing improvement in the area of workforce development. An action plan will
be produced at the end of the health check and information, advice and guidance will be
provided to support the VCS organisation. It is hoped that this process will aid a VCS
organisation’s ability to further develop their staff and volunteers.

The concept of organisational health checks is not new within the voluntary and community
sector. More information and examples of health checks can be found on the National
Association for Voluntary and Community Action’s (NAVCA) web site at
www.navca.org.uk/services/learningopps/skild/healthchecks/Home.htm

Background — why develop this tool?

Back in 2007 NCVYS could see that with the introduction of the Children Workforce
Development Council’'s Workforce Strategy Partners Programme (WSPP), that some local
infrastructure organisations who had successfully applied for the funding, began to employ
specialist workforce development workers. NCVYS was concerned as these were new roles,
that the workers did not have the tools to help them provide information, advice and guidance to
their networks in the area of workforce development.

NCVYS set about two tasks: firstly to create new web pages to provide workforce development
information (which is an on-going process) and secondly, to pilot the workforce development
health check tool.

Pilot — Young Suffolk and Lessons Learnt
Background

Young Suffolk agreed to pilot the use of the tool as it fitted nicely in to their Workforce Strategy
Partners Programme work. The WSPP programme supports the third sector to engage in local
workforce development strategies. Young Suffolk provided the services of a part-time mentor

(work sub-contracted to Ormiston Children and Families Trust) to provide advice and guidance
to organisations and individuals about opportunities for workforce development, which included


http://www.navca.org.uk/services/learningopps/skild/healthchecks/Home.htm

career sessions and workforce development health checks. The evidence from Young Suffolk’s
2006/07 WSPP work identified this need.

At the time of interviewing the mentor Janet Dickerson in July 2008, a total of nine formal health
checks had taken place that year to date (three delivered equally to small, medium and large
children and young people VCS organisations).

Lessons Leant — main findings

1)

2)

3)

4)

5)

The workforce development health check is not suited for smaller organisations. Itis
recommended for those organisations that have a minimum of 10 staff (note staff not
volunteers).

Smaller organisations found the process too heavy and the process scary! Many of
these organisations were run and operated by volunteers. A different approach is
recommended for smaller organisations — a lighter touch, for example an informal
discussion. It is recommended that the service should not be advertised to them as a
health check. Or alternatively, offer career development sessions with individuals. The
mentor found these a success particularly as they provided a good in-road to then talk
about workforce development not just concerning the individual but about the
organisation too (all done on a very informal basis). Janet Dickerson, the mentor said
“By developing individuals we then start the process of developing the rest of the
organisation”.

The career development sessions for individuals improved people’s confidence and to
help recognise what skills and knowledge they already have. They were taken up by all
levels of the organisation — volunteers through to CEOs.

Feedback from the larger organisations to the process has been much more positive.

It is important that an organisation has a general meeting from a development worker
before the health check process. Some of the organisations who took part in the
workforce development health check started to openly discuss their other needs, issues
and concerns, which were outside the scope of workforce development.

Also it is important to give enough time to the health check meeting. Janet explains “The
shortest interview | did took two hours, because people wanted to tell me about their
organisation and the work they did. For me, it was important to give them that
opportunity, because not only did it help me to put the questions in the right context for
them, but it helped people to relax in my company and for them to be more open and
honest in their answers”.



6) Itis advised that the workforce development specialist worker should obtain the
commitment from Trustees to support the workforce development health check process -
in order to gain support and ensure it is completed.

7) Janet decided that a questionnaire completed prior to the health check session, would
help to speed up the interview and inform her (as mentor) of her starting point and what
guestions to ask. And it also would help the individual to begin their thought processes.
See Annex B. At the time of interviewing Janet, the questionnaire had not been used.

8) Janet found the list of prompts and questions (see Annex A) of use and she has added
in spaces under every question to note down any notes from the session.

9) Finally NCVYS asked Janet what she thought about the workforce development health
check tool and she said “It is a valuable and brilliant tool which you should keep and
share across the country and inform CWDC about. The workforce development health
check is a positive process”.

Final word from NCVYS

Any organisation is welcome to use the NCVYS Workforce Development Tool and the workforce
development health check concept - please just credit NCVYS. Young Suffolk has given kind
permission for people to use the questionnaire. We would welcome any feedback on your
progress. Please email Nichola Brown, Workforce Development Officer at
nichola@ncvys.org.uk. We can then facilitate practice with other users.

If you want to learn more about the pilot then please email Janet Dickerson, Ormiston Children
and Families Trust (member of Young Suffolk) at janet.dickerson@ormiston.org.uk
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Thanks
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Annex A

NCVYfs

NATIONAL COUNCIL FOR
VOLUNTARY YOUTH SERVICES

Possible questions to ask in a workforce development health check session

Introduction to Workforce Development
1. How many staff do you employ and volunteers you support (including trustees)?

2. Do you have any quality standards/kitemarks and was workforce development covered?

Developing existing staff and volunteers
3. Do your staff and volunteers need training?

If answer ‘No’ — Explore further why not. Is that because you have not assessed
whether they need training (inform of Training Needs Analysis tool)?

4. Do your staff and volunteers want training?
If answer ‘Yes’ - what is the training they need and how have you identified this?
5. Have you found the training course you are looking for?
6. Where do you go for training courses information?
7. Would you like me to search for training courses?

If ‘Yes’, ask information like are they are looking for courses which are full-time/part-time,
distance, work based or class room learning? etc.

8. Do you have a training policy?
If ‘No’, refer to NYA’s workforce development policy accreditation process?
9. Do you have a training and development plan?

If ‘Yes’, is this linked to a) formal appraisal systems and b) the organisation’s business and
strategic plans



10. Do you have a training budget?

If ‘No’, what is the reason?

11. Are you aware of the free training available?

12. What are the barriers in preventing you offering all the training you would like to offer?
Prompt e.g. funding, full cost recovery (releasing staff for training)

13. Are you wanting to provide in-house training?

If ‘Yes’ Do you need any support? Do you need advice on how to accredit training?
Qualifications

14. Are you aware of the qualifications that exist for your staff?

If ‘No’, would you like information on qualifications? If “Yes’, for which job roles and levels?

15. Do you know which level of qualifications staff already possess? If ‘Yes’, ask how have they
assessed this and do they know how to support them on to the next level of qualification?

16. Do you understand the different levels of qualifications and what they mean?

Skills Assessment

17. Are you aware of the skills your staff and volunteers have and how they are able to
contribute to your organisation’s objectives?

If ‘No’ refer to skills assessment tools.

On-going development

18. Do you offer regular supervision to your staff and volunteers?
If ‘No’, would you like supervision meeting templates sending?
19. Do you conduct annual appraisals?

20. Do you offer continuous professional development opportunities to your staff and
volunteers?

21. Are you aware of the different options available for development e.g. reflective diaries,
reading, training, mentoring, work shadowing, secondments, partnership working

22. Do you need help on how to support volunteers?

23. Is your organisation involved in any training networks or groups?



24,

Do you use National Occupational Standards and are aware of their full potential to assist in

workforce development?

If ‘No’, explain NOS and provide NCVYS information sheet

If ‘Yes’, ask which standards do they use and for what purpose?

Recruiting new staff, volunteers and trustees

25.

26.

27.

28.

29.

30.

31.

Are you planning any recruitment in the near future?
Do you need any help with the following?:
a) Writing job adverts and tips on where to advertise?
b) How to write a job description?
c) How to write a job specification?
d) How to draw up a contract of employment?
e) How to set out terms and conditions?
Do you provide a set of HR policies and procedures e.g. Staff Handbook?
Do you need advice on how to recruit volunteers?
Do you need advice on how to retain volunteers?

Do you need advice on how to write an induction programme for volunteers?

Do you know how the National Occupational Standards can help you in the recruitment

process?

Workforce Development Strategy and Policy

32. What is your current knowledge of national, regional and local policies and strategies
(including initiatives) concerning workforce development?

33.

34.

Do you know what Sector Skills Councils (SSCs) are?

What is your engagement with any national, regional and local bodies/networks?



Health Check Assessment Score

35. At what level is your knowledge of government strategy and policy connected to workforce
development which has an impact on your work is: (circle response)

Low Medium High

36. What is your own assessment of how effective you are at developing your staff and
volunteers (circle response)

1 - Weak
2 — Fair
3 -Good

4 — Excellent
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Annex B — Young Suffolk’s Application Form and Questionnaire - mentoring service

TRAINING MENTORING SERVICES (TMS) PROGRAMME ORGANISATIONAL
APPLICATION FORM

Name of Organisation

Contact Name

Role

Address

Telephone

Email

Organisational activity

Size of workforce:

Number of full-time employees part-time employees

Number of volunteers

Does your organisation have any quality standards/kitemarks which already cover
workforce development? If yes, please detail:

What is your own assessment of how effective you are at developing your staff and
volunteers (please circle):

17 weak 27 fair 37 good 41 excellent
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Signature Date

Please sign this form and return to:
Young Suffolk, Castle Hill Community Centre, Highfield Road, Ipswich, Suffolk, IP1 6DG
youngsuffolk@suffolkonline.net tel: 01473 744187

Please note: NCVYS has amended the form slightly to the one provided by Young Suffolk i due to changes suggested
by the NCVYS Workforce Development Task Group members in discussion with Janet Dickerson.

QUESTIONNAIRE

Prior to your meeting with the learning mentor please answer the following questions
and present these at the meeting: (Please note that the information is held confidentiality
and only shared between the organisations represented by the logos on this form)

Name of organisation:

Do you provide your staff with induction? How do
you do that?

Yes/No
Do you provide your volunteers with induction?
How do you do that?

Yes/No
Do you provide training? If yes, please provide
details:

Yes/No

Do you currently have a training budget? If yes, please provide details:

What training courses do your staff attend?

What training courses do your volunteers attend?

12
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Are there any other courses which you would like your staff to attend?

Are there any other courses which you would like volunteers to attend?

Do you have supervision and appraisal system in place for staff? Yes/No

Do you have supervision and appraisal system in place for volunteers? Yes/No

Do you have a set of HR policies and procedures? E.g. policies about holidays,
recruitment, a Staff Handbook Yes/No

Do you need any help with any aspect of recruiting staff/volunteers e.g. writing a job
description? Yes/No

Do your staff and volunteers have CRB checks in place? Yes/No

What else do you do to develop and support your staff?

What else do you do to develop and support your volunteers?
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