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Guidance Notes for Line Managers on new Portage Home Visitor Induction
The new PHV is responsible for completing the ‘PHV Induction Checklist’ and gathering the necessary evidence.  The checklist should be shared and discussed regularly with the line manager, who is then responsible for checking each criterion and signing it off once it is completed to a satisfactory standard.  The following guidance notes should be used to support the new PHV in completing the checklist.
	Skills and Knowledge 
	 Guidance Notes

	Successfully completed Portage Training Workshop
	Trainee PHV to have completed a Portage Workshop delivered by at least 1 NPA accredited trainer – including 1 written assignment (writing clear teaching targets).

	Completed the necessary local induction procedures required by the individual service/local authority area
	Trainee PHV to have completed local area/authority/service induction procedures including compulsory training such as safeguarding, lone working etc.  Please list key elements of the local area induction procedure.

	Read additional Portage Home Visitor Induction materials and completed associated tasks 
	Minimum requirement - trainee PHV should watch the NPA Home Visit video footage and complete the written assignments (both available from the Hub).  Additional reading and tasks may be set by the line manager.  Trainee PHV should give examples of materials read (e.g. NPA Code of Practice) and list tasks completed.  Line manager should have seen and read all written work and be confident that the quality of the work is satisfactory.

	Completed Level 3 Award in Portage Practice
	This is highly recommended but not compulsory.  Awarding Body/registration process/course requirements should be checked via the Hub to ensure information is up to date.  There is an expectation that after the induction period, the Home Visitor will go on to complete a Level 4 award as part of their ongoing CPD.

	Made joint visits with other PHVs/Senior PHV/Portage Lead to children with a variety of needs
	Trainee PHV should discuss with child’s PHV observations made during joint visits.  Evidence should be gathered from a number of colleagues (where possible) to demonstrate this learning.

	Completed a baseline assessment of a child involving the family, incorporating information from multi-agency partners and using an appropriate developmental checklist
	Trainee PHV to show evidence that they have carried out an holistic assessment of the child, working in partnership with parents, making meaningful observations of the child, incorporating multi-agency advice and making accurate and detailed recordings on the Portage Checklist (or other appropriate checklist).


	Planned visits and selected suitable toys and equipment for activities
	Trainee PHV should be able to explain the choice of toys and equipment selected for a home visit and how this links to the child’s long term goals.  May be demonstrated through Home Visit Planning records, Visit Logs, supervision records etc.

	Devised, in consultation with the family, a programme of activities i.e. Long Term Goals and Weekly Activity Plans (open ended and outcome focussed)
	Trainee PHV to be able to identify emerging areas of development and: 

1) devise a programme of long term goals, typed and presented in the local service format

2) produce a series of weekly activity plans (open ended and outcome focussed) as appropriate for each child and family, using the format agreed within the local service

	Identified and shared with parents when a child has successfully achieved Long Term Goals
	Trainee PHV to demonstrate this skill via Home Visit Logs, supervision records etc.  The key element of this skill is recognising when progress has been made and celebrating success with parents.

	Evaluated Long Term Goals previously set and completed a report
	Trainee PHV to review the baseline and Long Term Goals that were set for the child and produce a written report outlining the child’s achievements 

	Demonstrated sensitivity and understanding to family circumstances and respected each family’s individuality
	During supervision (group or individual) the trainee PHV should show that they have recognised the individual needs of the family and responded sensitively to their unique circumstances.

	Completed all relevant paperwork to an acceptable standard

	Trainee PHV to present children’s files at supervision showing accurately completed paperwork including long term goals, weekly activity plans, visit logs, progress reports in the format required by the local service.  Written documents should be of an acceptable standard in terms of presentation, grammar, spelling etc.

	Contributed to team meetings and joint supervision meetings appropriately and asked for advice when needed
	Trainee PHV to have asked questions, requested support, contributed ideas and shared information with team members within team meetings and/or joint supervision.

	Demonstrated that they have an understanding of multi-agency joint working and are able to identify specific professionals involved with children on their caseload
	Trainee PHV to keep children’s files (e.g. personal information documents) up to date with names and contact details of professionals involved, according to procedures in local service.  Trainee PHV should inform Portage admin support (where appropriate) of any changes to professionals involved or when a child transitions into a new EY setting.

	Carried out joint visits with therapists and other professionals and produced evidence that specialist advice given is being used in their own work with the child
	Trainee PHV to book, carry out and record information regarding joint visits with therapists and other professionals, and show how they have used specialist advice with the family to enhance Portage delivery.  Evidence may include references to therapist’s advice within Long Term Goals, planning records, activity charts, progress reports etc.

	Attended and contributed to a Team Around the Family/Child meeting
	All Trainee PHVs will have attended at least one TAC/TAF meeting and demonstrated how they contributed to the meeting, e.g. meeting minutes, preparation of a report etc.


	Made visits to children on their caseload with their line manager present and demonstrated that they have successfully incorporated the three components of the Portage Model into their home visits, i.e. Family Focus, Child Led Play and Structured Teaching 
	Line Manager to ensure joint visits are made to at least one (but preferably more than one) child on the trainee’s caseload and that aspects of each element of the Portage Model are evident during the visit.  It is good practice to carry out joint visits to children with a variety of different needs, ages and circumstances to ensure the trainee PHV is working flexibly and adapting their approach according to the individual family.

	Gained an understanding of:

· Local Assessment procedures for children with SEND 

· Statutory Assessment procedures/EHC plans
	The Trainee PHV should demonstrate knowledge of local assessment procedures (e.g. Early Help Assessment, referral pathways for additional support funding etc.) and the Statutory Assessment procedure.  This may be gained through attending specific training, attending multi-agency meetings, observing a LA SEN panel, explaining local pathways to parents on home visits, completing a request/report for statutory assessment/EHC plan etc.


Procedure for Certification of a New Portage Home Visitor

· When the Line Manager is satisfied that the new PHV has completed all elements of the Induction Checklist, the Line Manager is then responsible for completing the ‘Request for New PHV Certification’ form.  

· The form should be sent to the NPA office by email: administrator@portage.org.uk and the office will then issue a PHV certificate.
· The cost of registering a new PHV with the NPA is £20.00.  This will be invoiced to the service upon receipt of the completed ‘Request for New PHV Certification’ form.  

· The PHV certificate will be issued to the Line Manager to present/award to the PHV at their discretion.
· The new PHV’s name and Portage Service will be included in a future edition of Portage Post and posted on the Hub news.
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