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Delivering a Portage Workshop on behalf of the NPA:  
Information for Trainers 

 

 The Portage Workshop is designed to be delivered over two full days plus a 
Follow-Up Session 1-2 months after the workshop.  It is also possible to deliver 
the workshop over three shorter days plus a Follow-Up Session.  

 The Follow–Up Session aims to ensure participant’s learning becomes embedded 
into their day-to-day practice.  It is also an opportunity to share information 
about further NPA support, training and CPD opportunities. 

 Participants need to attend all of the workshop days (including the Follow-Up 
Session) and complete the individual assignment in order to gain the certificate 
of attendance. 

 Completion of the workshop offers the opportunity for the participants to study 
further in order to gain a Level 3 qualification in Portage. 

 Trainers are encouraged to consider providing follow-up support and mentoring 
to participants who sign up for the Level 3 qualification after completing the 
workshop. 

 Participants who are working in a Portage service will have the opportunity to 
study further to gain a Portage Home Visitor Certificate. This will be done within 
their Service and then leads on to the Level 4 studies and qualification. 

 The Portage Workshop is designed for 24 participants. The number of 
participants should be no less than 12.  

 The NPA Chair of Training should be contacted if any issues relating to the 
number of participants arise during the planning and negotiation of a workshop. 

 The Parent’s Perspective section of the workshop may be supported by a parent 
from a local service or Portage Approved EY Setting, or a NPA Parent Trainer.   

 
 

It is the responsibility of the Provider buying the Workshop to: 

 Print workshop manuals for participants (the workshop materials will be sent 
electronically to the provider in an ordered format) 

 Provide and cover the costs of a venue with seating and tables for participants 

 Provide IT facilities for PowerPoint projection and sound 

 Manage the booking process for the workshop, produce an attendance register 
for each day and provide name badges for participants and trainers 

 Make arrangements for refreshments for participants and lunch (optional) and 
liaise with the NPA Accredited Trainer regarding timings 
 

It is the responsibility of the Trainer to: 

 Prepare the workshop manual for participants (available on the NPA website / 
Hub in an ordered format) and send it electronically to the provider.  Trainers 
may wish to add their own handouts and make changes/add to the suggested 
activities within the core materials. 

 Make contact with the provider well in advance of the workshop to discuss 
arrangements and resources/equipment that may be required, e.g. flipchart, 
display board etc.   

https://www.portage.org.uk/
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 Depending on the distance of the trainer from the venue and transport 
arrangements, it may be necessary to negotiate with the provider to provide 
some toys for workshop activities. 

 Negotiate the timings of the workshop with the Provider, including start/finish 
times, refreshment and lunch breaks. 

 Ensure they are suitably prepared to deliver the workshop and have their own 
copy of the current version of the workshop materials, (available on the Hub) 
including PowerPoints, trainer’s notes, activity sheets and manual. 

 Liaise with and provide support to Trainee Trainers and parent speakers if they 
are involved in delivering the workshop.  

 Ensure validation paperwork is completed before and after the workshop and 
send to the NPA office.   

 Order the required number of certificates for participants from the NPA office 
and ensure they are given out at the end of the Follow-Up Session.  Participants 
who do not attend the Follow-Up Session should not be awarded a certificate. 

 
Payment  

 £900 for an Accredited Trainer delivering the full workshop (2 full days or 3 
shorter days and a Follow-Up Session 1-2 months later) 

 £600 for a Trainee Trainer (delivering half of the main modules alongside an 
accredited trainer) 

 Should two Accredited Trainers wish to share the delivery of the workshop, the 
total payment made is £1500 

 Payment for Accredited Trainers and Trainee Trainers working within a Portage 
Service will be made directly to their service if the workshop is delivered within 
their usual working hours 

 Payment of £50 can be made for Parent Speakers who deliver the Parent’s 
Perspective section of the workshop  
 

If required, travel expenses will be paid as follows: 

 Up to £300 for a maximum of 3 nights’ accommodation (Bed & Breakfast) for 2 
trainers  

 £90 for 3 nights’ subsistence for 2 trainers (£15 per person per night) 

 Up to 100 miles mileage paid at £0.45p per mile for Trainers 

 Up to 40 miles mileage paid at 0.45p per mile for Parent Speakers 

 
 
 
 


