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AOMNSTRATION - Key admissions
§ and administrative

Processes

a series of actions or steps taken in
order to achieve a particular end
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Key Iingredients for success

There are many elements to setting up a Recovery
College. Today we will look at the key ingredients for
success:

= Developing an accessible service from the beginning

= The importance of resourcing your administrative
functions properly

= The importance of good software

= Marketing, branding, distribution

= Setting up your admissions systems

= Timetabling

= QOvercoming or lessening barriers to attendance
= [Effective, Recovery Focussed Customer Care

= Learning support needs, accessibility and Individual
Learning Plans (ILPs)
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Book a Facility Request for Credit Card

Purchase Request Meeting Request
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Why do we need administrators?

Team player

Organised

Resourceful

Good communicators and interpersonal skills
Positive, can-do attitude

Flexible

Abllity to prioritise
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How to develop an accessible
service.....

Making your service accessible to students
from the beginning is the first key
consideration for a Recovery College
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What are some of the barriers
that prevent people from
attending

= Preconceptions and fear of the
unknown

* |ncreased anxiety

= Geography — Travel — timing —
fear of getting lost

Will it help? Is it suitable for me?
Meeting new people

Speaking out

Previous bad experiences
Worry about writing / literacy
Poor physical or mental health
Accessibility
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What can we do to overcome the barriers?

Speaking to someone at the college

= Prospectus / website (provide insight)
Helpful facilitators:
o Welcoming

o Inclusive

o Sensitive

= Local venues

= Buddying up
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Venue accessibility

= Are the training venues rooted in local communities?
= Do the venues remind people of traumatic experiences?

= Do the venues communicate power differences — ie are
they approachable venues where people can feel a
sense of ownership and empowerment?

= Are the venues accessible to people with
physical/sensory impairment or learning difficulty?
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Accessibility & Communication

= Do your admissions and
communications systems —
anticipate the high level of
digital exclusion in mental
health?

= |s your phone answered nearly .
all the time? People
experiencing mental health S
distress are less likely to
answer a No Caller ID call if you
phone them back.
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Examples of accessible service design
= Good partnerships

= Setting up strong ‘duty systems’ and
team rotas

= Systems that are adapted to
account for digital exclusion

= Providing very clear maps and
directions

= Most importantly asking and
listening to the experience of
students — they will know what
doesn’t work!




- | m R o ‘ Nottinghamshire Healthcare
NNNNNNNN dation Trust

FIALYTVH—ERDTFH L OH
= L\Mig SRR

» BAGITRFHIEHEA I ETF—LFID

==

axX A&

- FOREAWICLPEROEE S ;f_""' A
%FL%hLAbﬁ#mfmﬁﬁ

» JEE(ZOMNYOT VR EERND 159
e

- BRHLEELCLIE. £ROBRE
T RTEELIETH S,

E =5 (T DB TR D

K<HIHD TV,




( : llllllllllllll Trust

Marketing, branding and
distribution.....

= Creating your brand
= Advertising (Nintendo) Canon
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The importance of strong
administration.....

Recovery Colleges need to have effective and
responsive administrative systems...

The role of the college administrator Is to
ensure the establishment and maintenance of
effective administration systems to ensure the
smooth and successful day-to-day running of

the college
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Don’t hold back on the administrative

resource

Recovery Colleges have complex administrative functions and the amount of
resource involved has been underestimated by earlier Recovery Colleges.

These are just some of the functions that a recovery college administrator will
carry out:

Admissions systems, enrolment, course registration, managing attendances

Timetabling - a simple process which becomes complex very quickly as
your Recovery College gets bigger

Administering individual learning support needs and ILPs
Producing and transporting course materials
Good data collection for funders and partners
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LMS (Learning Management
System)

ACTIONSTARTER

* Applications
e Student management

e Courses

* Tutors/ Trainers
e Course schedule
* Bookings

* Venues
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A students journey admin
journey...

-

1. Completion of
expression of Interest
or Enrollment form

2. Student Management

3. Communication
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Timetabling process  cures

Co-produced
curriculum

Student

demand Match Peer &

Practitioner
Trainer
vailability

Distribution

and mark?

imetable

Plot evenly
Proof reading : . throughout
and going to TI I I I e I I n e the term and
rint across
i’ different
localities
“Tw d
cov
Bl Match
trainer .
- Trainers, and
cancellations
book rooms
and room
booking

problems
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Action

Target date

Duration — if
applicable

Comments

Weeks before
term starts

Curriculum and
timetable planning

Initial planning
meeting.

Tuesday 21 May 2019

Invited/attendees. Mary-Anne, Syena, Sam,
Angela, Scott and Beto.

Send availability forms

Friday 24 May 2019

Forms back by 7

Allow 2 weeks. Reminder email to be sent out in

to trainers June 2019 the second week to trainers. Forms often sent in
late, particular by the Hillingdon spoke, manage
this appropriately. Chase after deadline with
supervisors / spoke leads.

Arrange spoke meetings

Prepare timetable Monday 10 June 2019 Finalise by Do not underestimate the work. Note each

Tuesday 9 July
2019 so that
schedules can be
sent out to
trainers

Spoke’s requirements.

Venues to be contacted and rooms to be booked.

Do include staff training, snapshots, Trainer
Induction in the timetable.

Progress meeting takes
please

Wednesday 19 June
2019

Review Prospectus — location addresses to be
updated

Invite Comms to attend or email dates for
design/printing

First draft of timetable
to managers and
planning team

Friday 28 June 2019

Tuesday 2 July
2019

Team to proof read and respond with any
amendments within a week

Send individual training
schedules to trainers

Tuesday 9 July 2019

Tuesday 16 July
2019

Allow trainers 1 week to respond.
Any amendments to be included in timetable e.g.
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October 2019

Wk Monday Tuesday Wednesday Thursday Friday
30 1 2 3 4
Trainer Induction 10-4 Discovering self- Introduction to A Good night’s sleep
Argo Sam + Waldo compassion 1-4 Argo mindfulness 10-12 10:30-4:30 Hill John L +
40 Thea + David Harrow Fi + Angela Mike
Assertiveness skills 10- Mindfulness taster
12:30 Harrow Shibs + [ workshop 10-1 Harrow
David Diana + Shugs
7 8 9 10 11
Telling my story 10-1 Spirituality and Intro to managing Introduction to Healthy eating 10-1
Harrow Fi + Will wellbeing 10-4 Harrow | stress 10-1 West/Argo mindfulness 10-12 Harrow Care Shibs +
41 Diana + Lucia Shibs + Waldo Harrow Fi + Angela Jarka
Understanding
Depression 10-4 Argo
Fi + Orla
14 15 16 17 18 core meet
Telling my story 10-1 | Setting work goals and Discovering self- Introduction to Understanding
Harrow Fi + Will identifying skills 10-1 compassion 1-4 Argo mindfulness 10-12 Depression 10am-4pm
42 Argo David + Ron Thea + David Harrow Fi + Angela K+C Adele + Mike
Understanding Anxiety
1 - 4 Westminster
MIND Simone + Jarka
21 22 23 24 25
Telling my story 10-1 Work related benefits Discovering self- Introduction to Understanding
Harrow Fi + Will explained 10:30-4:30 | compassion 1pm-4pm mindfulness 10-12 psychosis 1-4 Argo Fi +
43 Hill Usha + Ron Argo Thea + David Harrow Fi + Angela Lucia
Introduction to personal
recovery 10-4 Argo
Shibs + Orla
28 29 30 31 No harrow 1
Telling my story 10-1 | personal information 1- Discovering self- Exercising for health 1-
Harrow Fi + Will 4 Harrow David compassion 1pm-4pm 4 hill Ryan + Mike
44 Argo Thea + David
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Data collection

i
a3
‘}g‘,’ég«? R e QO

Weope i wil ba helpdhi fo shore wib
these you work with i O, o deliver

This quesiionnaie

hopdl you feed, your snse ol contl,

Comtral o Wt Lonsion T |

P

Hope, agency
and opportunity

iy i e o i o, el e =y
TROM| i b e Seroone b o oy Tesd
T ey Tl O e e

el . Wha o Srahd saning T o, o e
oppartuniies in Mo ond rlofionships with " o bl el s BT g s, TP
pecpis supporing you ol i e e T, e B e
i i 1 Sewe .
The inkormmistion you share wil Mep foy st 31 v @ e o ey
o our sinice 1 begarme i R o o s e e P
e recoveny-locused: and moks e we
o Spporiing you o Bee e e you wont
= Orther resoures avallable._ ’
» (0L, Sy e N—
v e ok renyobigs
©ngT e, S s ol oty g T ey rrpap—
- -
L P . tarvom -
—— e e ey e o
a¥ig
PR )
(A
- “N“;:e G =
: Chvpr P oo sveek, plocas robe e masch yoa hove
soprianed O wna o e o LEd e e el
i am i oy m B Fubem ey Fmiem [E RN
1
P ey | L
o R S TR e o ’
|
o oY
F e S
3 B
Cor o bl 4l el s B o o choica, e |
A e b e A )
H = prr g iy g e Ty r—
I pur retrtyn s el b by gy
e —
e iy e, oy roliage.




- | m R o ‘ Nottinghamshire Healthcare
NHS Foundation Trust

%m&@w




