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Group Accreditation Scheme Handbook

Introduction
RoSPA Advanced Drivers and Riders aims to help save lives and prevent injuries by improving the driving and motorcycling standards of the general public.  It does this by providing advanced driving and motorcycling tests and a system of regular re-tests to help individuals to maintain and improve their standard.
One of the main routes to becoming a RoSPA Advanced Driver or a RoSPA Advanced Rider is by joining a local RoSPA Advanced Drivers and Riders group.  (There are currently over 50 groups in the UK and Ireland)  Local groups are formed and run by volunteers who wish to promote advanced driving or riding.  The groups provide free tutoring to help local people to prepare for, and take, RoSPA’s advanced test.

Groups are required to have a constitution and a committee to manage how they work, at least one Advanced Tutor (whose role is to train Group Tutors) and a number of Group Tutors who help members to prepare to take the RoSPA advanced test.

Individuals pay a membership subscription to join their local group, and receive free tutoring from the group tutors to help them prepare for their advanced test.  When they are ready, they book, and pay for, the advanced test with RoSPA.

Once an individual books their test, it is conducted by a RoSPA Examiner, and they are issued with a Bronze, Silver or Gold (or a fail) grade according to their drive or ride, a test report and a certificate.
To remain a RoSPA Advanced Driver or a RoSPA Advanced Rider, individuals must take and pass a re-test every three years. 
The cost of the re-test is covered by the annual subscription the member pays to RoSPA (this is in addition to the membership subscription they pay to their local group). Members who wish to take a re-test before their free three-yearly re-test is due, can do so by booking and paying for an Interim test. Individuals who pass their Advanced Test but choose not to pay the annual subscription, can book and pay for their re-test when it becomes due if they wish to remain a RoSPA Advanced Driver or Rider.

Group Accreditation Scheme

1.
Aims of the Scheme
The group accreditation scheme has four aims
a) To enable ready access to the RoSPA Advanced Driving and Riding system and tests for volunteer groups throughout the UK and Ireland, and to encourage consistency in how groups operate.            
b) To Improve road safety and reduce road crashes and casualties by improving driving and motorcycling knowledge, attitudes, skills and standards
c) To encourage and help drivers and motorcyclists to pass RoSPA’s Advanced Driving and/or Advanced Motorcycling Tests. 

d) To help to implement RoSPA’s overall mission to save lives and reduce injuries.
2.
Objectives of the Scheme

To help local groups to provide:

a) Access for the public to RoSPA’s advanced driving and riding system and test on a non-commercial basis.

b) Consistent, high quality advanced driver and rider tutoring to group members.

3.
Summary of the Scheme

The scheme involves the following components:

a) Group Accreditation 

To be an accredited group of RoSPA Advanced Drivers and Riders, groups must meet the scheme criteria, and submit a completed Group Accreditation form to RoSPA. RoSPA will review the Form and confirm that the Group meets the Accreditation criteria, or request amendments if required. 
Groups who are currently within the RoADAR network and are yet to be accredited are given ‘grandfather’ rights’ (please see full Grandfather Rights in section 8). Once a group has been accredited, it will be re-accredited on a three-yearly basis; please refer to the triennial review section for further information.
New groups will need to submit an accreditation form and meet the accreditation criteria before they can operate as a RoSPA Advanced Drivers and Riders group.

b) Group Tutoring 

Groups must have at least one Advanced Tutor, and seek to maintain sufficient Group Tutors to meet demand from its Members and Associate Members.

Advanced Tutors and Group Tutors provide tutoring to Group members to help prepare them to take RoSPA’s Advanced Driving or Advanced Motorcycling Test.  Tutoring will be conducted in accordance with Advanced Tutor and Group Tutor Guides that set out the qualifications required for Advanced Tutors and Group Tutors, and the process for groups to prepare and manage their Tutors. Groups may use the following guides provided by RoSPA or their own equivalent guides and process if they prefer:
· Advanced Tutors Guide: Cars

· Group Tutors Guide: Cars

· Advanced Tutors Guide: Motorcycles

· Group Tutors Guide: Motorcycles

c) Advanced Tests

When a group member is ready to take the RoSPA test, the candidate books the test with RoSPA using the online booking system. Testing under the standards of RoSPA’s Advanced Driver and Riders scheme is carried out by RoSPA Examiners.  Candidates are assessed on the basis of meeting the standards laid out in RoSPA’s Car and Bike Test Guidelines and successful candidates are graded at Bronze, Silver or Gold level.
As now, successful candidates will receive benefits which will include the following:

i. A certificate at the appropriate level, time-limited to three years’ duration.

ii. Regular issues of RoSPA’s publication, currently called Care on the Road.

iii. The option to purchase RoSPA Advanced Driver and Rider merchandise.

iv. Discount on motor insurance, currently with Adrian Flux.

v. 3 yearly free retesting if Membership Subscriptions are up to date. 
Membership benefits are provided at the discretion of RoSPA and can be amended without notice. 
d) Group Logo

Accredited groups are able to use the RoSPA Advanced Drivers and Riders group logo in their literature and materials, using RoSPA’s brand guidelines.  
Only accredited groups may use RoSPA’s name and logo. Grandfather Rights apply as per section 8.
e) Group Insurance 

RoSPA will provide insurance to accredited groups as part of the scheme, under the current Insurance certificate and guidelines.
4.
Accreditation Process

The entry criteria are set out below and are designed to ensure that Groups are established formally with:  

·      A Group Constitution (either the model version provided by RoSPA or their own equivalent version)
· A clear description of the duties and responsibilities of the Group Committee and other members of the Group

· Appropriate management of the Group’s finances

· Appropriate management of Advanced Tutors and Group Tutors

· Appropriate Group membership categories 
· Appropriate record keeping and follow data protection principles
· Appropriate use of RoSPA‘s name and logo on its website and all other materials according to RoSPA brand guidelines 
a.
Constitution
A model group constitution is provided, however, Groups may use their own constitution, provided that it is equivalent to the model version. If the version provided is not equivalent to the model constitution, RoSPA will request appropriate amendments. If it is not possible to agree amendments, the group will not be able to join RoSPA Advanced Drivers and Riders Scheme (please refer to Section 9) but can, of course, operate as an independent group without using RoSPA’s name, assistance or benefits.  
b.
Group Committee
Each Group is required to have a committee consisting of a Chairman, Secretary and a Treasurer and at least two other members (the job titles of which are at the group’s discretion).
The Chairman and Secretary are the main point of communication with RoSPA. The Chairman must be a full member of RoSPA Advanced Drivers and Riders. The group committee must ensure that RoSPA is updated with any changes to position of the Chairman and Secretary so that RoSPA’s records are accurate and communications are sent to the correct persons.
To enter the scheme, the group must confirm they are managed by an elected committee and provide details of the structure to RoSPA. 
c.
Group Finances 

Groups are required to hold a bank account to which two signatories have access. (See section 11 in the model constitution).
Groups are not to request, or take RoSPA Advanced Test fees. Test payments can be made online via the booking site by visiting https://www.rospa.com/road-safety/rospa-advanced-drivers-and-riders
d. Management of Advanced Tutors and Group Tutors

Groups will be provided with a copy of the RoSPA Advanced Drivers and Riders:

· Advanced Tutors Guide: Cars

· Group Tutors Guide: Cars

· Advanced Tutors Guide : Motorcycles

· Group Tutors Guide: Motorcycles

The Guides set the qualifications required for Advanced Tutors and Group Tutors, and the process for groups to prepare and manage their Tutors.  

Groups may adopt their own equivalent guides should they wish to do so. 
Group Tutors

Groups are responsible for training and approving their Group Tutors. Having been trained and approved by the Group, all RoSPA Advanced Drivers and Rider Group Tutors must be registered with RoSPA Advanced Drivers and Riders to carry out the role of a Group Tutor.  

A committee member must inform RoSPA of the individual’s name and membership number, the Group name and the date that they were approved by the Group.  RoSPA will register the person as a Group Tutor for insurance purposes, and send a Group Tutor certificate to their address as shown on their membership record. The individual will then be able to carry out tutoring for the group to the standards required in the Scheme. It is important to note that a Group Tutor is not covered by the insurance until RoSPA has formally registered the individual as a Group Tutor. 

Advanced Tutors 

Advanced Tutors are required to take an initial RoSPA Advanced Tutor test which involves a practical driving and / or riding test, and theory paper, as described in “Advanced Tutors Training Manual: Cars” and “Advanced Tutors Training Manual: Motorcycles”. 

Once an individual passes their Advanced Tutor Test, RoSPA will register them as an Advanced Tutor and they will then be able to carry out tutoring to the standards required in the Scheme. 

Advanced Tutors must be retested every three years. 

e.
Group Membership Numbers and Categories

Groups are required to provide the number of Full Members, Associate Members and Other Members (the Membership categories described in the model constitution) that are registered within the group in their Scheme Application/Renewal form. RoSPA may request interim updates of Membership numbers.
f.
Record Keeping

A fundamental requirement of the scheme is that appropriate details of Groups and Tutors are centrally recorded by RoSPA.  This will enable RoSPA to ensure that Groups are covered by the insurance provided to groups and are operating in a consistent and effective manner.
Therefore, groups will be required to record and keep their membership numbers, advanced tutor and group tutor numbers and names, and committee meetings, AGM and EGM dates and provide them if/when requested from RoSPA within five working days.
Groups are required to ensure they comply with data protection law and with the new GDPR regulations that came into force in May 2018 when dealing with individual personal details. For further advice and to ensure the group is compliant, please go to https://www.gov.uk/data-protection/the-data-protection-act 
g.
Group Website              
Groups are entitled to have their own individual websites, which may contain the RoSPA Advanced Drivers and Riders logo provided it follows RoSPA’s brand guidelines. RoSPA will provide a list of Groups on their RoSPA Advanced Drivers and Riders website. 
h.
Logo Use and Branding 

Groups are required to abide by RoSPA’s brand guidelines in all marketing materials, social media and general day to day operations.
5.
Triennial Review

Group accreditation will be reviewed on a triennial basis, in keeping with the principle of three yearly re-tests for individual members.  The process will be a truncated version of the original accreditation, with the emphasis on updating information previously provided to RoSPA.

6.
The Advanced Test Process

RoSPA Advanced Drivers and Riders tests will be carried out through the established regime, subject to its update and development in future iterations.  The details for the conduct of the test and the procedures to be applied to it are to be found in RoSPA’s Car and Bike Test Guidelines.

7.
Fees

Groups are able to join the Scheme at no charge.  
Individual members pay the Advanced Test fee and annual membership subscription which is set by RoSPA. The three-yearly re-test is provided within RoSPA Advanced Drivers and Riders membership subscription fee provided the member has kept up to date with their annual subscription.  A schedule of fees will be published by RoSPA annually and revised from time to time, as required.
8.
Transition to Scheme 

a.
Once RoSPA has received a Group’s Form, RoSPA will contact the Group within three months, using the contact details provided on the form. The Group shall either be approved and brought into the scheme, or RoSPA will discuss with the Group any necessary amendments to join the scheme. Please note that RoSPA will discuss the items with the designated Group Contact provided on the Scheme Accreditation form and not with individual members of the Group. A maximum of one month is allowed for any necessary discussion about a group’s application.  
b.
If a Group does not wish to continue being part of the RoSPA Advanced Drivers and Rider Scheme, they must inform RoSPA in writing. Groups will be allowed a grace period of 1 month to leave RoSPA Advanced Drivers and Riders, after which the Group’s insurance will become invalid. Groups must remove any reference to RoSPA or RoADAR, on branding materials, email addresses and websites. All Group Tutor and Advanced tutor qualifications will become invalid. Groups who do not join the scheme will still be able to use the RoSPA Test. Requests for removal from the RoSPA Advanced Drivers and Rider Scheme should be sent via email to Andy Nixon, RoADAR Manager (anixon@rospa.com).  
C.
Groups will have the opportunity to leave RoSPA Advanced Drivers and Riders if it is not possible to reach agreement with them on the requested amendments. RoSPA shall provide a termination of association to the Group in writing and the Group shall be provided with a 1 month notice period, as described in section 8b above. Members of Groups that do not succeed in their application or no longer wish to be part of the scheme are able to continue as individual members of RoSPA Advanced Drivers and Riders.  Individual members of groups who have received a termination of notice can, of course, apply to join other accredited groups.
9.
Removal of Groups from the Scheme 

If it becomes apparent that a Group is not operating in accordance with the Scheme requirements, RoSPA will raise its concerns with the Group concerned and request that appropriate amendments are made within a reasonable time frame. RoSPA reserves the right to terminate the accreditation of any Group that is not prepared to implement the necessary amendments and remove the Group from RoSPA with immediate effect. 

RoSPA HQ may terminate the membership of any Member on the grounds that their continued membership would be harmful to RoSPA Advanced Drivers and Riders or RoSPA; or the Member has been found to be unreasonably difficult towards RoSPA staff. A decision to terminate membership shall only be valid after notifying the Member in writing and considering the matter in the light of any written representations which the Member puts forward within 14 days of receiving notice.
RoSPA HQ may refuse an application for membership from a group or any individual on the grounds that admitting the applicant would be harmful to RoSPA Advanced Drivers and Riders or RoSPA; or the applicant has been found to be unreasonably difficult towards RoSPA staff.  RoSPA HQ is not required to provide an explanation for any decision to refuse membership nor will the individual concerned be permitted to put forward written representations unless invited to do so by RoSPA HQ.

RoSPA may refuse or remove membership of a group and or individual member from RoSPA Advanced Drivers or Riders if they are found to discriminate against anyone on the grounds of race, gender, religion, disability, sexuality or any other protected characteristic covered by the Equality Act or because of their profession, including any behaviour that may bring RoSPA into disrepute by any communication method.
10.
Revision

This document will be revised as and when the Scheme will be required to be updated.
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