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Trainer Position Description

ROLE:
To conduct training workshops to prepare individuals to be Arthritis Foundation Self-Help Program Leaders.

QUALIFICATIONS:

1. Trainers must meet the qualifications of an Arthritis Foundation Self-Help Program Leader.

2. Certification as an Arthritis Foundation Self-Help Program Trainer requires:

· Completion of Arthritis Foundation Self-Help Program Leader certification requirements (including successfully completing the leader training workshop, teaching at least one six-week series of Arthritis Foundation Self-Help Program classes within six months of the training workshop and submission of participant data to the Arthritis Foundation).

· Successful completion of an Arthritis Foundation Train-the-Trainer workshop. 

· Teaching at least one leader training workshop within one year and preferably within six months of training in collaboration with the Arthritis Foundation and submission of workshop data.

· To maintain certification, completion of one workshop per year and participation in any manual/course updates is required. It is also strongly recommended that trainers teach at least one class/course series per year, submit this course data and participate in other trainer recertification training and continuing education opportunities as they are made available through the Arthritis Foundation.

3. Approval and recommendation by the local Arthritis Foundation chapter.

RESPONSIBILITIES:

1. Commit to following all Arthritis Foundation program policies regarding the Arthritis Foundation Self-Help Program as outlined in the Arthritis Foundation Self-Help Program Instructor’s Guide and Guidelines and Procedures Manual and conduct all workshop sessions in accordance with the content and methods in the Arthritis Foundation Self-Help Program Trainer’s Guide, without changes, additions or deletions. Model the processes used in the classes during the training workshop. Sign a Statement of Understanding to document this commitment.

2. Collaborate with the Arthritis Foundation to plan and ensure workshop logistics such as: 

· Selection of training workshop dates and times.

· Selection and confirmation of appropriate meeting room and set-up. 

· Obtaining workshop materials and equipment such as leader manuals, guidelines and procedures manuals, application forms, evaluation forms, sample brochures, audiovisual aids, etc. and ensuring delivery to the meeting room.

· As appropriate, arranging for meals or refreshments. 
· Arriving early on the day of the workshop to ensure suitability of the seating arrangement and availability of all materials and equipment.

3. As appropriate, arrange for travel to workshop site and lodging. Confirm in writing expectations about reimbursement for expenses or time. 

4. Ensure that all Arthritis Foundation chapters affected by the workshop are notified at least eight weeks in advance of the scheduled date.

5. Assist with publicity about the workshop and recruitment of trainees.

6. Ensure that all trainees are pre-registered and screened prior to the workshop.

7. Ensure that all Arthritis Foundation chapters have signed the application forms of any workshop registrants from their area prior to the workshop.

8. Promote the signing of program co-sponsorship agreements and other collaborative efforts with the Arthritis Foundation and the need for collecting participant release forms and participant data.

9. Take attendance at the workshop and send the roster/ workshop record form to any Arthritis Foundation chapters with representatives at the workshop within one week after the workshop.

10.  Notify the Arthritis Foundation of any trainees who did not successfully complete the   training workshop or concerns about any of the trainees.

11.   Participate in any evaluation and quality management procedures established by the Arthritis Foundation such as collecting evaluation forms from workshop attendees and conducting site visits.

12.   As time and ability allow, participate in other volunteer activities to promote the Arthritis Foundation Self-Help Program such as assisting in recruiting new partners/ new host facilities, community outreach activities, and recruiting and supporting other instructors and trainers.

TIME COMMITMENT:


· Attendance at a 1 ½ day Train-the-Trainer workshop

· Workshop preparation time (approximately 4-8 hours)

· Workshop time (2 ½ to 3 days per workshop)

· Volunteer/ logistics time (negotiated with the Arthritis Foundation)
RELATIONSHIPS:
The Arthritis Foundation Self-Help Program Trainer must only lead training workshops that are co-sponsored by the Arthritis Foundation. The trainer’s workshop activities are supervised by the Arthritis Foundation chapter sponsoring the training workshop or the Arthritis Foundation National Office.
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