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Introduction

Dear Learner,

Welcome to the first edition of our training brochure of learning and development activities
within WPH.

We have spent the last three years since our conception from the council preparing strong
foundations to develop a learning culture and become a “learning organisation”.

Most importantly the results of effective learning are evident in improved customer service
across the Company. Our aim is to be a focussed looking, flexible, responsive and a modern
organisation that can handle changing demands effectively. We all have a part to play in this
and learning is an essential part of this process.

WPH is keen to ensure that every employee has a positive experience throughout the life
cycle of their employment, this starts from their paper and corporate induction, initial on-the-
job training, their personal development plans, coaching and feedback, further educational
opportunities and a wide range of NVQ's.

WPH also recognises that learning takes place on an informal day to day basis in the workplace,
however, cross functional learning takes place in the form of networking, shadowing, coaching
and mentoring opportunities at all levels and in all disciplines.

This brochure is designed to assist in identifying the most appropriate training program, giving
clear information about course objectives and content. Health & Safety and ICT training are
also key priorities at WPH and the range of courses available reflect this. In addition bespoke
programmes can be and are developed during the year to meet specific service needs.

Everyone is responsible for their own training and development needs, as such all employees
are encouraged to maximise the use of the learning resources and facilities within WPH.

Brian Simpson
Chief Executive
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Everything WPH customers need to know.....

Courses are designed to ensure that both you and WPH get the maximum return on
investment. You will leave the course feeling confident in your own ability and return to the
workplace better equipped to contribute fully to WPH’s success.

How to book your place

Once you have made your choice you need to complete the training request form on the
intranet, complete the information asked for including your learning objectives, print this off
and have your manager sign this training off as approved and also tick the box to show if this
training has been agreed at your PDP or if it is further training due to business need. Then send
this form to the Human Resources Team for a place to be reserved for you.

Joining Instructions

Joining instructions outlining further information about the course will be sent to you
approximately one week before the delivery date. Please read these instructions carefully as
they will detail what you will need for the course (especially for Health & Safety training) and
any information you may need to submit beforehand.

Course start and end times

Individual course times are stated in the course specification. Any changes to these times will
be confirmed in the joining instructions. Courses that run for a full day will have lunch provided.
You should aim to arrive in plenty of time to settle yourself into the group and identify any
resources you may need,

Meeting your learning objectives

The training request form we received from you will state your learning objectives. These
objectives will be assessed by the trainer and used to ensure you receive maximum benefit.

Evaluation of your learning

Your stated learning objectives will help to confirm you have benefitted from attending the
course. However to really evaluate the benefit you need to take your learning back into the
workplace and give yourself time to practice. Discussions of your learning will take place at
your monthly 1 -1’s and your yearly performance appraisal. Any development from your PDP
required or further training should be noted and actions agreed. An evaluation form is always
completed at the end of any training course and passed back to the trainer in order to measure
the quality of the course and make any adjustments that may be needed
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Everything WPH customers need to know.....

Special Requirements

It is our intension that no-one should be deprived of the opportunity to attend courses or feel
at a disadvantage because of a special requirement. WPH has a lot of experience in making
arrangement for people needing special requirements to derive maximum learning and benefit

from the courses.

Each case will be treated on an individual basis and adjustment made accordingly. Please feel
free to discuss these in confidence with the Senior HR & Development Officer.

External Bookings

If you are an external organisation and wish to book onto any of the courses in the brochure
please call the number below or e-mail for an on-line booking form.

Contact

Jim Corley Tel No 0151 606 3057 e-mail jimcorley@wphomes.org.uk



Corporate Induction

All staff working within the organisation should have a good understanding of where the
organisation is going its aims and objectives, mission and values and plans for the future. Who's
who in the organisation and how they will impact on the services we offer to our customers
and our people.

Who should attend?
All new starters at WPH.
Course Overview

This full day session will give new starters an overview of the company and a chance to meet
key people in the organisation.

By the end of the course participants will be able to:-

e Understand and clearly state the strategic aims of the company
e Define the values of the company that impact on the culture
e Be aware of equality and diversity issues

Course Content

e Introduction to the organisation, vision, values and future plans (including exercise)
e Equality & Diversity

e Health & Safety & Fire Awareness

e Data Protection

e Quality & Performance

* Trade Union Information

Assessment

The use of exercises and question and answer session’s will give new starters the opportunity
to build their knowledge and discuss any development areas.

Duration: 1 Day

7
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Equality & Diversity

For organisations to remain competitive their greatest assets — the employees — need to be
retained and remain motivated. Employers must seek to develop every individual talent of
each member. With legislation on disability and human rights the topical debate on ageism,
equal opportunities and diversity it is about promoting a culture which encourages different
groups to work together without prejudice.

Who should attend?

All employees who have not to date attended this session.
All new starters will attend this session as part of their corporate induction.

Course Overview

This practical session looks at individual perceptions and seeks to clarify correct behaviour and
attitudes through group exercises. Issues affecting different ‘groups’ of people are discussed as
well as correct terminology and current legislation.

By the end of the session participants will be able to:

e Lead by example and demonstrate a strong commitment to developing a culture
that embraces equality & diversity

e Co-operate with any measures introduced to ensure equality of opportunity

e Report any suspected discrimination acts or practices

Course Content
e Terminology
e Legislation
e Roles & responsibilities
e WPH Equality & Diversity Policy
Assessment
Workshop assessment through individual and group exercises. Action planning session at the

end of the workshop will allow participants to identify their own development needs and plan
improvement.

Duration: 1 Hour

8



Appraising Performance

Who should attend?
Managers who are involved in the performance and appraisal of others.
Course Overview

The aim of the course is to provide participants with the skills and knowledge to carry out
effective performance and appraisals.

By the end of the course, participants will be able to:

e State the benefits of appraisals

e |[dentify the level at which you are appraising

e Understand competency based appraisal

e Use the WPH PDP process and the relevant documentation

e Set clear objectives and SMART targets

e Deliver structured, constructive feedback confidently

e Develop the skills required to successfully manage the appraisal process

Course Content

e Introduction to appraisals

e The WPH process

e The components of appraisal
e Planning and preparing

e Skills to effective appraising

e Handling different behaviours

Assessment
Workshop assessment through individual and group exercises. Action planning session at the

end of the workshop will allow participants to identify their own development needs and plan
for improvement.

Duration: 1 Day

9
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Customer First

Organisations all rely on a good image and as front-line staff are the face of a company, it is
important that the right techniques are adopted to give this professional image.

Who should attend?

All staff should attend this course as every member of staff deals with customers on a daily
basis either internal or external.

Course Overview

The course is designed to provide employees with the skills to deal with customer face to face
or over the telephone in a way that portrays the company in a professional manner.

By the end of the course participants will be able to:

e Deal with customers confidently

e Use body language and tone of voice effectively

e Understand the importance of excellent customer service
e Stay positive in negative situations

Course Content
e Who are our customers?
e How to deal effectively with customers in a professional manner.
e The impact of body language and tone of voice on our customers.
e Reinforcement of the importance of excellent customer service
Assessment
The course will be assessed through individual and group exercises. Action planning session at

the end of the workshop will allow participants to identify their own development needs and
plan for improvement.

Duration: % Day

10
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Level 3 Certificate in Coaching

Who should attend?

Managers and Team Leaders who are responsible for the performance of others. It will also
be of great use to any other individual who is seeking to foster coaching and mentoring skills
within their work and personal life.

Course Overview

The Level 3 Certificate in Coaching focuses on using coaching as an improvement tool, helping
managers pass on their experience and expertise to others. The programme is covered in three
1-day workshops covering two modules and a 6-hour practical coaching activity back in the
workplace.

There are various objectives for the programme these include enabling participants to:
e Describe good practice in coaching
e |dentify the different learning styles and barriers to effective coaching
* Agree learning goals for a coaching session
e Undertake coaching in the workplace

Course Content

Coaching Skills and Standards
The Coaching Process for Managers

Assessment
Participants are continually assessed throughout the programme by the course tutor.
Individually they review their own learning and develop action plans addressing their learning
needs. Formal assessment is made by:

e Development of their programme portfolio

e Production of a work-based assignment
* Reflective coaching diary

Duration: 3 Days

11
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ILM Management Development Programme

The management development programme incorporates competency based assessment,
monthly coaching, 10 development modules, and a group project. The competency
assessment identifies priorities for development and facilitates action planning. Each delegate
is supported on a monthly basis by their coach. A project will be devised for the group; this will
be introduced on the Project Management module. The project will be relevant to the learning
and have tangible organisational benefit. The outcome of the project will be delivered in the
form of a presentation. After completing the programme each delegate will devise their own
action learning plan and evaluation. This plan is designed to specify how the learning on the
programme will be implemented and the outcomes evaluated. This plan is agreed with the
coach.

The evaluation of outcomes is undertaken by the coach on a monthly basis.

Who should attend?

All managers at PFl Level.

Course Content

The course is broken down into 10 modules as follows:-

Module 1. Personal Effectiveness

Including taking ownership for self success, understanding ourselves and how we develop,
setting priorities for development, personal action planning, time management and reviewing
own performance.

Module 2. Leadership

Includes the implications of being a leader, leadership styles, credibility as a leader, strategic
leadership and change to become a better leader and meet organisational objectives.

Module 3. Project Management

Understanding jargon, identifying and focus on a real project, will it deliver what is required,
project techniques including measurement of progress and managing the change process.

Module 4. Managing Customer Services

Develop professional skills that support internal/external customer service, improving external
relationships; develop team/section customer service standards for performanceimprovement,

Module 5 Communication and Motivation

Includes different motivational patterns, role of the manager, strategies to motivate and self
motivation, communication strategies, an understanding of NLP and presenting to persuade.

12



ILM Management Development Programme (cont’d)

Module 6. Developing Others

The role of the manager in developing individuals and teams, development process and
learning styles, develop capability and solve problems, manager as coach and trainer.

Module 7. Managing Poor Performance

Role of the manager as a coach, driving performance, implications of key legislation, managing
absence and stress, handling poor performance.

Module 8. Influencing and Persuasion

The need for positive influencing skills, distinguishes between manipulative behaviours, learn
effective skills in influencing and encouraging team member to contribute.

Module 9. Decision Making
Understanding thinking styles, gathering relevant information, identifying strengths and
weaknesses, solving problems and appraising solutions.

Module 10. Change Management

Change as a positive impact on performance, taking teams with you, empowerment as route
to success, using the team to create better results.

Assessment
Each module is preceded by preparatory work.
The modules on Leadership, Managing Customer Services will be assessed by an assignment.

The Project Management Module will be assessed by a group project.

Duration: 10 Days

13
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Who should attend?
Managers and Team Leaders with responsibility for one or more employees.
Course Overview

This course is dependant upon the changes of the time. It may include employment age
legislation, pension updates and other updates relating to employee relations.

By the end of the workshop, participants will be able to:
e Understand new processes
e Pass clear and accurate information on regarding employment issues
e Review of new practices
Assessment
Workshop assessment through individual and group exercises. Action planning session at the

end of the workshop will allow participants to identify their own development needs and plan
for improvement.

Duration: 1 Hour

14
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Directly linked to performance is the need for motivation. This course uses simple techniques
to encourage motivation in yourself and/or your team.

Who should attend?

All employees can benefit from this training, especially those in a team leader role, in a bid to
increase motivation and to therefore improve your overall performance.

Course Overview

Showing an enthusiasm and a drive for the job you do, directly links to the performance of you
and your team, by keeping spirits high the motivation of your team will be kept high.

By the end of the workshop, participants will be able to:

e Understand motivational strategies

* Lead a team by example

e Understand what makes people ‘tick’

e Deliver praise effectively

e Create a motivational working environment
e Get the best from your people

Course Content
Bespoke on-site learning including:
e Pre-arranged seminar
e How to keep motivation high
* How to gain the best from the people around you
* How to adopt the best motivational strategy for your assessment
Assessment
Workshop assessment through individual and group exercises. Action planning session at the

end of the workshop will allow participants to identify their own development needs and plan
for improvement.

Duration: 1 Day

15



s i

Companies all rely on a good image and as front-line staff are the face of a company, it is
important that the right techniques are adopted to give this image.

Who should attend?

This training will be useful mainly to all front-line staff who deal with the public on a day to
day basis.

Course Overview

The course is designed to provide employees with the skills to speak to a customer face to face
or over the phone in a way that portrays the company in a professional manner.

By the end of the workshop, participants will be able to:

Answer the telephone professionally

Deal with customers confidently

Use body language and tone of voice effectively
Understand the importance of customer care
Stay positive, even in negative situations

Course Content
Bespoke on-site learning including:
e Pre-arranged seminar
* How to deal with customers professionally
e What impact does body language and tone of voice have on the customer
e Reinforcement of the importance of customer care assessment
Assessment
Workshop assessment through individual and group exercises. Action planning session at the

end of the workshop will allow participants to identify their own development needs and plan
for improvement.

Duration: % Day

16
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Managing Difficult Customers

Customers can often give you a difficult time, and using this training, you will feel more
confident in your approach in dealing with a difficult customer. Whilst also enabling you to
deal with the customer confidently, you will also be able to do so professionally.

Who should attend?

This workshop is ideal for all staff who deal with customers on a day to day basis, whether over
the phone or face to face.

Course Overview

This workshop is designed to enable the employee to feel confident in dealing with difficult
and inappropriate behaviour inflicted by customers.

By the end of the workshop, participants should be able to:

e Recognise difficult people

e Deal with difficult people effectively

* Pre-empt challenging situations

e Use newly acquired skills to avoid challenging situations
e Handle aggressive behaviour

e Calm angry or upset people

Course Content
e Learning strategies in dealing with difficult people
e Learn simple tips in dealing with angry and/or upset people
e Review situations that could be avoided and how
e Review situations that could be calmed and how
Assessment
Workshop assessment through individual and group exercises. Action planning session at the

end of the workshop will allow participants to identify their own development needs and plan
for improvement.

Duration: % Day

17
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It’s a common occurrence that often meetings overrun, do not cover the points set out on the
agenda plus many more! We all know how easy it is to forget meetings and to be unprepared,
but with this workshop, you will be able to manage your meetings much more effectively and
efficiently.

Who should attend?

This course is ideal for any employee that conducts and/or attends meetings and feel that their
preparation and time management skills could be improved.

Course Overview

This workshop is designed to enable employees to be more assertive in enforcing the time
frame and the agenda. This workshop also aids organisational skills to ensure that you are fully
prepared for meetings.

By the end of the workshop, participants will be able to:

e Facilitate meetings effectively

e Deal with conflict

® Present points clearly and effectively
e Manage the timing of the meeting

e Stick to the agenda

Course Content
During the workshop, participants will:
e Learn the importance of preparation
e Learn the benefits of preparation
e Learn how to be assertive in meetings
e Learn how to manage the duration of the meeting
* Develop effective presentation skills to enforce the points of the meeting
e Develop assertiveness to be used when necessary

Assessment

A question and answer session will give employee’s the opportunity to build their own
knowledge and discuss any development areas.

Duration: 1 Day

18
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Recruiting and selecting the right people for the right role is the key element to WPH’s success.
If the selection process is not followed effectively issues can arise that may have a detrimental
effect on the business.

Who should attend?

Line managers who have responsibility for or assist in the recruitment and selection process.
Managers who want to develop their knowledge of recruitment and selection.

Course Overview

To fully understand the Recruitment Policy and utilise it effectively. The workshop aims to
provide participants with the skills to professionally recruit and select the most suitable
candidates for the role.

By the end of the workshop participants will be able to:

e Consider the most suitable recruitment methods for each individual role

e Use the job description and person specification to effectively short list candidates

* Produce a set of competency based questions (with HR assistance)

e Interview to a high standard and know how to find out the most important
information.

Course Content
e The Recruitment Policy
e The Equality & Diversity Policy
e Short listing skills
e Interviewing skills

Assessment

Workshop assessment through individual and group exercises. Feedback and assessment as
and when recruitment arises.

Duration: 1 Day

19
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The workshop aims to provide participants with the skills to identify potential attendance
problems and have the necessary skills to make decisions regarding attendance that are
informed and consistent.

Who should attend?

Line managerswho want to learn how toimplement the Absence policy and improve attendance
in their department will benefit from attending this workshop.

Course Overview
By the end of the workshop participants will be able to:
e Fully understand the WPH’s Absence Policy
e Understand the importance of dealing with attendance with a fair and consistent
approach
e |[dentify when HR, Occupational Health and Disciplinary Action is needed
» Take positive measures to improve the working environment to improve attendance
e To identify and improve awareness of legal requirements and consequences
Course Content
e The Absence Policy
e The Return to Work Meeting
e Occupational Health
e Dealing with the consequences of poor attendance assessment

Assessment

Workshop assessment through group exercises.

Duration: % Day

20
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Who should attend?
Those who are required to make confident and effective presentations.
Course Overview

This course covers all aspects of the planning and delivery of effective presentations —
from understanding their possible purposes, to planning and making them. A twelve-point
presentation process guides delegates through preparation and successful delivery.
Presentations skills are developed through practise. Therefore, all delegates will be involved
in making a number of presentations during the course of the workshop. Presentations made
during the course of the workshop will be video recorded for analysis and feedback.

Course Content
e Introduction to Presentations
* Planning and Preparation
e Making the Presentation
e Using Visual Aids
e Presentations in Practice

Assessment

Constructive feedback, video analysis and personal action planning.

Duration: 2 Days

21
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Line Managers may encounter performance related issues which can lead to Disciplinary and
Grievances as a result. It is important that Line Managers and Team Leaders understand the
processes in place to ensure these issues are addressed in line with company procedure.

Who should attend?

Line Managers and Team Leaders need to know this information to know how to deal with
such a situation.

Course Overview
By the end of the workshop, participants should be able to:
e |dentify performance related issues
e Deal with the processes involved in disciplinary and grievance
e Deal with dismissals professionally
Course Content
e The Disciplinary and Grievance policies
e What to do on identifying an issue
e Who to get in touch with
® The process from start to finish
e Dealing with recurring issues

Assessment

Workshop assessment through group exercises.

Duration: 1 Day

22
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Leading on from basic Equality and Diversity training, Cultural Awareness has now been
developed. This training is much more in-depth about minority groups and gives the participant
much more information on different communities, terminology and legislation.

Who should attend?

This course should be attended by each member of staff. The half day session should be
attended by front-line staff and office based staff.

Course Overview

By the end of the workshop participants will be able to:
e |dentify and understand various communities
e |dentify and understand various terminology
e |dentify legislation and TSA

Course Content
e Terminology
e Legislation
e Communities
* Roles and responsibilities

e WPH’s Equality and Diversity Policy Assessment

Workshop assessment through individual and group exercises. Action planning will allow
participants to identify their own development needs and plan for improvement.

Assessment

Workshop assessment through group exercises.

Duration: 2 Hours

23
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Who should attend?

All people who deal with the general public may encounter a deaf person at some point and
will need to know some basic skills in dealing with people.

Course Overview

The aim of the session is to provide participants with an awareness of the issues affecting deaf
and hard of hearing people. Participants will also learn basic communication skills in order to
promote a positive action and attitude and to understand some of the barriers which exist
between hearing and deaf people.

By the end of the session, participants should be able to

e Understand the importance of Eye Contact and Lip Reading
e Understand Deaf Culture

e Know and use the correct terminology

e Understand the role of the interpreter

e Explain the issues related to each type of deafness

e Explain the issues of languages

e Understand Finger spelling

e Understand the Disability Discrimination Act

Course Content

e Levels of interpretation
e Barriers

e Lip Reading

* Finger spelling

e Basic Sign Language

Assessment
Workshop assessment through individual and group exercises. Action planning session at the

end of the workshop will allow participants to identify their own development needs and plan
for improvement.

Duration: % Day

24



i Wk

Being Deaf Aware is becoming increasingly popular, which is why we are running a programme
for BSL Level 1. The programme will enable the participant to be able to engage in conversation
with a deaf person and so this is extremely useful for those working with the public.

Who should attend?

If you feel that this would benefit your role and you have backing from your line manager, then
this could be for you. We may add criteria to the selection of candidates for this programme
as limited places are available.

Course Overview
The programme is made up of three units:

e Introduction to BSL - provides students with a range of basic words to enable simple
sentence formation

e Conversational BSL - provides students with the ability to have a predictable
conversation about everyday activities

e BSL at school, college or work - this enables students to have predictable
conversation about work, college or school. This also includes activities carried out,
and transport and directions

If the participant is successful in their end of programme exam, you will gain a recognised
qualification from the Council for the Advancement of Communication for Deaf People
(CACDP).

Assessment

At the end of the programme you will undertake a 15 minute practical exam.

Please note to apply for this programme, you must be fully committed to attending all sessions

and to have backing from your line manager. It would also be useful to have a front-line role
within the company.

Duration: On-going Assessments

25



Basic Concepts of IT (ECDL Module 1)

Who should attend?
Staff who wish to learn an introduction to IT concepts and practice.
Course Overview

® General concepts

e Hardware

e Basic system maintenance
e System information

e IT in everyday life

* Health and safety

e Security

e Copyright and the law

Course Content

e Understanding IT terminology

e Hardware, software

e Computer parts

e The CPU, what it is and what it does

e Memory

e Input and output devices

e Storage

e Understanding the operating system

e Error messages

e Updating your system

* How to find system information

e System properties

e Computers at work

e E-mail and E-Commerce

e Where to find health and safety information
* Recycling

e What is meant by information security
e Backing up your data

e Computer viruses

e Copyright on software, graphics, text, audio and video
e Data protection

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Using the Computer and Managing Files (ECDL Module 2)

Who should attend?
Staff who require an introduction to using their PC and the Windows environment.
Course Overview

e Computer environment
e Desktop

* Managing files

e Viruses

® Print management

Course Content

e First steps

e Basic information and operations

e Text editing

e Recognizing icons

e Selecting and moving icons

e Creating desktops shortcuts

e Working with windows

e Displaying drives, folders and files

e Storage devices

* Navigating to a file or folder

e Creating a directory

e Working with files

e Selecting files and folders

e Move and duplicate files and folders
e Backing up your files

e Deleting and restoring files and folders
e Searching for files and folders

e Compressing files

e Virus scanning applications

e Updating anti-virus software

e Changing the default printer

e Installing a new printer

e Printing a document

* The print manager

* Pause, re-start and delete print jobs

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Word Foundation (ECDL Module 3 - Word Processing)
Who should attend?

Staff who require an introduction to word processing.
Course Overview

e Using the application

e Main operations

e Formatting

® Objects

e Mail merge

® Preparation and printing

Course Content

e First steps with word processing

e Adjust settings

e Inserting text, special characters and symbols
e Different methods of selecting text
e Undo and redo

e Duplicate, move and delete text

e Searching and replacing text

e Text formatting

e Paragraph formatting

e Document formatting

e Tables

e Pictures, images and charts

e What is mail merging?

* Mail merging form letters

e Address list

* Proofing your document

e Spell check

e Print preview

e Headers & footers

e Page set up

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Who should attend?

Staff who require additional skills and knowledge on using the many features and functions of
Word to make them more efficient and effective when word processing.

Course Overview

e Further formatting techniques

e Tables

e File management

e Compare side by side

e Auto correct

® Reading view layout

e Mail merge, envelopes and labels

e Text boxes, graphics and Wordart

e OLE (object linking and embedding)
e Setting restrictions

Course Content

e Customizing your bullet and numbering formatting
e Different odd and even pages

e Paragraph text flow

e Columns

e Creating and formatting a table

e Selecting and manipulating files

e File saving options

e Using Word 2007 scraps within Windows
e Compare side by side

e Auto correct insertion method

e Shortcut keys

e Auto text

e Editing and track changes

* Mail merging addresses for envelopes

e Drawing tool review

e Creating a watermark

e Paste special

e Opening and editing restrictions

Pre-requisites
A basic understanding of Word
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Excel Foundation (ECDL Module 4 - Spreadsheets)

Who should attend?
Staff who require an introduction to spreadsheets.
Course Overview

e Using the application

e Cells

e Worksheets

e Formulas and functions
e Formatting

e Charts / graphs

® Preparation and printing

Course Content

e Inserting numbers, dates and text in cells
e Selecting cells

e Inserting and deleting rows and columns
e Modify column widths and row heights

e Duplicate, move and delete data

e Inserting a new worksheet

® Renaming worksheets

e Deleting worksheets

e Generating formulas

e Error messages

* Absolute and relative cell references

e Sum, Average, Minimum, Maximum and Count
e |F function

e Decimal places and commas

e Date styles, currency, percentages, font size and styles, colours text wrapping
e Alignment, merge and centre, orientation
e Borders

e Different types of charts,

e Add and remove titles and labels

e Margins

® Page setup and orientation

e Print preview

e Printing a cell range

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Who should attend?

Staff who require further knowledge of commands and functions which will make them more
proficient in spreadsheet design and development.

Course Overview

e Worksheets, a further look

e Further formatting techniques

e Database and list management

e Drawing and pictures

e Excel 2007 and other applications

Course Content

e Grouping and ungrouping worksheets

e The series command

e Displaying workbooks side by side

e Conditional formatting

e Creating new styles based on existing cell formatting
e Gridlines

e Hiding data and re-displaying data

e The hlookup / vlookup functions

® The choose function

* The date functions

e Time functions

e Text manipulation functions

e Filtering data

e Advanced filtering

e Totaling and manipulating filtered data creating subtotals
e Using data forms

e Pivot Tables

e Drawing lines, boxes, ovals, arcs and autoshapes
e Grouping and un-grouping objects

e Using paste special

® OLE - embedding vs linking

Pre-requisites
A basic understanding of Word
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Access Foundation (ECDL Module 5 - Databases)

Who should attend?

Staff who require an introduction to database theory and practice, plus hints and tips on
good database design techniques.

Course Overview

e Using the application

e Tables

e Forms

* Retrieving information
* Reports

e Outputting information

Course Content

e Database concepts

* First steps with Databases

e Settings

e Main operations

e Define a primary key

e Indexing with and without duplicates
e Table design / layout

e Table relationships

® Opening forms

e Creating and saving forms

e Using forms to edit data

e Headers and footers

e Main Operations

e Queries

e Creating and saving reports

e Grouping data under specific headings
e Summary options

e Headers and footers

* Previewing tables, forms and reports
® Page setup and orientation

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Access Intermediate

Who should attend?

Staff who wish to gain additional skills and knowledge on using the many features and functions
of this software to make them more efficient and effective when processing data with Access.

Course Overview

e Relationships

e Queries

e Creating calculated fields

e More about creating forms

Course Content

e Defining and making relationships
e Referential integrity

e Editing relationships

e Summary, update, append and make-table queries
e Creating calculated fields

e Using the expression builder

e Types of control

e The toolbox

e Creating a combo box control using the toolbox
e Changing form properties

e Creating a form with a subform

e Controlling data input

e Changing tab order

e Adding command buttons

e Adding page breaks

e Using the chart wizard

e Grouping levels in reports

e Creating a report without a wizard
e Creating controls

e Setting properties

e Error checking facility

Pre-requisites

A basic understanding of MS Access
Assessment

Practical exercises
Feedback

Duration: 2 Days
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PowerPoint Foundation (Presentations ECDL Module 6)

Who should attend?
Staff who wish to learn to use presentation applications.
Course Overview

e Developing a presentation

e Text and images

e Charts / graphs, drawn objects
e Slide show effects

e Outputting your presentation

Course Content

® Presentation views

e Adding a new slide

e Slide layout

e Background colour

e Slide design templates

® The master slide

e Formatting text

e Pictures and images

e Creating and editing different kinds of charts
e Organisation charts

e Drawn objects

e Using preset animations

e Slide transition effects

e Selecting appropriate output format
e Spell check

* Presenter notes

e Page setup

e Deleting slides

e Hiding slides

e Running a presentation

e Printing all or part of a presentation

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Who should attend?

Staff who wish to learn additional skills and knowledge on using the many features and
functions of this software to make them more efficient and effective when using PowerPoint
2007.

Course Overview

e File and folder management

e Adding text to slides

e Formatting and proofing text

e Using masters

* The Microsoft clip gallery

e Creating tables

e PowerPoint and other applications
e Printing a presentation

e Customising PowerPoint

® Running a slide show

Course Content

e Embedding truetype fonts

e Pack and go

e Text and PowerPoint

e Finding and replacing text

e Selection techniques

* Replacing fonts

e Bullets

e Case formatting

e Using the format painter

e Tab formatting

e Line and paragraph space formatting

® Manipulating slide masters

e Modifying the contents of the Microsoft clip gallery
e Manipulating cells, rows and columns

e Embedding / Linking objects from other applications
e Setting up slides for printing

e Customising view, print, save, spelling, advanced, toolbars and autocorrect options
e Slide show timings

Pre-requisites
A basic understanding of Publisher
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Outlook Foundation (ECDL Module 7 - Information & Communication)
Who should attend?

Staff who wish to have better understanding of using Outlook, sending emails and using the
internet as a tool.

Course Overview

e The internet

e Web navigation

e Web searching

e Electronic mail

e Messaging

e Mail management

Course Content

e Concepts and terms

e Security considerations

e Web browsers

e Gotoa URL

e Navigation using your browser

e Web forms

e Bookmarks

e Using a search engine

* The make-up and structure of an email address
e Security considerations

e Opening an inbox and messages
e Using flags

e Marking messages as read / unread
e Opening and saving attachments
e Using reply, reply to all, forward
e Creating new messages

e Using Cc and Bcc

e Attachments

e Distribution lists

e Effectively managing your e-mail
e Adding / deleting addresses

® Printing messages

Pre-requisites

None

Assessment

Practical exercises
Feedback

Duration: 2 Day
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Who should attend?

Staff who have been using Outlook for some time and who now wishes to get greater
productivity from the software.

Course Overview

e Review of foundation Level

e Setting user preferences

e Controlling Outlook startup options
e Folders

e Filtering files and folders

e Managing your data

Course Content

e Sending / receiving mail

e Calendar

® Tasks

e Contacts

e Creating a new profile

e Adding services

e Setting profile options

e Copying profiles

e Deleting profiles

e Using the rules wizard

e Using your own out of office assistant
e Creating folders

e Designing custom signatures

e Changing your view

e Junk email filter

e Using find to locate Items

e Advanced find

e Customising a form

e Shared folders

e Assigning delegates to handle your work
e Adding another mailbox to your user profile
e Synchronising

Pre-requisites
A basic understanding of Outlook
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Who should attend?
Staff who wish to learn how to begin using the Publisher software package.
Course Overview

» Getting started

e Working with text

e Design checker

® Printing your publication

Course Content

e Exploring the workspace

e Choosing a design set

e Blank publication design

e Navigation through a publication

e Add and remove pages

e Master pages and multiple master pages
e Layout and ruler guides

e Baseline guide allignment

® Changing the view

e Insert pictures / format / wordart

e Create a text frame

e Create a style

e Quick formatting

e Create lists

e Overflow text

e Borders and shadows

e Group, ungroup and align objects

e Using “snap to” feature

e Wrap text around graphics

* Move, resize and crop graphic frames
e Flip and rotate objects

e Picture captions

e Checking for error within the design
e How to print

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Who should attend?
Staff who wish to further their knowledge of the Publisher software package.
Course Overview

e Adding special effects

e Tweaking your publications

e Creating a web publication

e Creating specialty publications
e Printing your publications

Course Content

e Add symbols arrows and lines

e Add a table

e Format a table

e Design gallery

e Creating personal design gallery

e Creating background elements

e Insert elements from documents

e Graphics manager

e Copyfit

e Controlling tracking, kerning and leading
e Checking the design

e Working with bindings

e Working with crop marks

e Setting up a web publication

e Creating navigation bars

e Add hyperlinks

e Add hotspots

e Adding pages to a web publication

e Add sounds and animation to web pages
e Checking the web design

® Previewing web publication

e Easy updates

e Create greeting cards, banners, signs, ads, business forms
* Printing special publications

Pre-requisites
A basic understanding of Publisher
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Who should attend?
Staff who wish to learn how to begin using the Microsoft Project software package.
Course Overview

e Creating a project plan file

e Creating a work breakdown structure

e Creating and assigning resources

e Finalizing the project plan

* Exchanging project plan data with other applications
e Updating a project plan

e Creating custom reports

e Re-using project plan information

Course Content

e Create and assign a project calendar

e Add tasks to the project plan file

e Enter task duration estimates

e Outline and constrain tasks

e Link dependent tasks

e |dentify deliverables in the project plan file
e Set a task deadline

e Create and assign resources

e Resolve resource conflicts

e VView the critical path

e Set a baseline

e Display project summary information

e Import a task list from an Excel file into a new project plan
e Export project plan cost data into Excel
e Enter task progress information

e Split and reschedule a task

e Filter tasks in a project plan

e Print a custom report

e Create a project plan template

e Share resources

e Create a master project plan

Pre-requisites
A basic understanding of project principles
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Who should attend?
Staff who wish to learn how to further their knowledge of Microsoft’s Project software package.
Course Overview

e Creating a new enterprise project on the project server
e Resourcing an enterprise project

e Establishing the project

e Managing project updates

* Managing project-related information

e Analyzing enterprise project information

Course Content

e Establish access to the project server

e Create a new enterprise project

e Save a new project to the project server

e Open an existing enterprise project

e Build a team from the enterprise resource pool
e Substitute enterprise resources automatically
e Assign local resources to tasks

e Publish all project information to the team

e Save a version for reference

e Change managers for assignments

e Request periodic status reports

e Update task progress in project web access

e Mark task updates submitted by enterprise resources
e Review update history

e Adjust updates from resources

® Request progress information for selected tasks
e Compile a team status report

e Manage issues

e Mitigate risks

e Upload a document

e AutoFilter project-related files

e Compare versions of an enterprise project

e VView projects in the project center

e Use the portfolio analyzer

Pre-requisites
A basic understanding of Microsoft Project
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Sharepoint for Users

Who should attend?

Staff who want to get to grips with the features of SharePoint and realise the advantages of

using a powerful information sharing and collaboration tool.
Course Overview

e SharePoint services environment
e Creating & managing lists

e Libraries

e Document management

e Discussion boards

e Surveys

Course Content
e Terminology

e SharePoint services & MS Office
e Navigation & searching SPS sites

e Creating announcements, events, links, contacts and tasks

e Creating a document library

e Add & upload documents

e Create a form library and complete forms
e Create a picture library and add pictures
e Check Out / Check In

e Content approval

* Use of folders

e Document management with Microsoft

e Set & manage alerts

e Work with attachments

¢ Adding and deleting discussion messages
e Delete discussion messages

e Remove discussion boards

e Create surveys

® Respond to surveys

e Modify surveys

e VView survey responses

e Export survey results

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 1 Day

42



id i

Introduction to Customer Relationship Management
Who should attend?

Staff who wish to learn how to better manage your customer base and identify and target your
next customers.

Course Overview

eCustomer Relationship Management (CRM)
eCustomer management software
® Prospect handling

Course Content

e |dentify your best customers

e Track customer activity

e Handle customer requests more efficiently

e Overview of ‘off the shelf’ CRM systems

® Enhance your companies existing service model
e Increase and retain your customer base.

e Advertising and promotional method using IT

e Scheduling sales calls and mailing

* Prospect tracking

e Sales processing

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Staff who want to have a higher level introduction to Crystal Reports.

Course Overview

e Creating running totals

e Building Cross-tabs in your report

* Adding subreports

e Creating drill-downs

* Enhancing report processing by writing SQL statements
e Charting data

® Reporting on Excel data with Crystal Reports

e Working with prompts

® Enhancing report functionality

Course Content

¢ Create and modify a running total field

e Create a manual running total on detail data and summary data

e Create a cross-tab

e Create a specified group order

e Filter a cross-tab by group

e Change the cross-tab format

e Conditionally format rows and columns

e Link a subreport to a primary report and edit a subreport’s structure
e Format a subreport using the format editor

e Share variables between subreports and primary reports

e Create an on-demand Subreport

e Create a report and summarise using SQL queries and aggregate functions
e Create joins using SQL

e Create a SQL expression field

e Creating charts and modifying them

e Create a chart template, Top N chart, cross-tab chart

e Create and modify a report based on Excel data

e Create a static and dynamic prompt

e Group data hierarchically

e Create a dynamic image, report alert and geographic map

Pre-requisites
A basic knowledge of Crystal Reports is assumed
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Staff who wish to gain a higher level of understanding in Crystal Reports.

Course Overview

e Custom functions

e Crystal Reports, data access and SQL
e Using advanced formula features

e Advanced database concepts

e Tips and tricks

e Manual Cross-Tab reports

® Running reports efficiently

e OLAP Reporting

Course Content

e Creating custom functions and using the custom function editor
e Using Crystal syntax

e Custom function limitations

e Creating a SQL command and SQL expression

e Advanced formula syntax

* Review of IF...THEN...ELSE... expressions and alternatives
e Loops

e Join and split functions

e Crystal formula sizing limitations

e Using the database expert for linking

¢ Adding and Removing Databases / tables from the report
e Database changes and verification

e Set Data source location

® Re-mapping Database Fields

e Stored procedures

e Non ODBC connection types

e Formatting

e String fields and dates

e Creating a cross-tab object

e Strategies for efficient report performance

e Select distinct command

e Creating an OLAP report and formatting

Pre-requisites
A basic knowledge of Crystal Reports is assumed
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Who should attend?
Staff who require an introduction to the SAGE 50 accounts package.
Course Overview

e Installation

e A structured approach

e Customer and supplier account references
e Setting up stock - checklist

Course Content

e Installation and initial setup

e Creating nominal records

e Layout for profit & loss balance sheet
e Customer and supplier account references
e Creating customer and supplier records
® Prepayments and accruals

e Month end

e Contra entries

® Products

e Stock record and explosion

e Invoice production

e Skeleton Invoices

e Batched and single processing

e Sales order processing decisions

® Opening balances

e Month end on customer & supplier

® Records

e Posting screens

e Month end

* Error checking

e Security backup routines

e Corrections

e VAT reconciliation and return checklist
e Year end routine

e Clear audit trail

Pre-requisites
Delegates should however, have a background understanding of book-keeping and business
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Who should attend?

Staff who are existing Sage Line 50 users requiring additional skills and knowledge on using the
many features and functions of this software to make them more efficient and effective when
processing data with Sage Line 50.

Course Overview

e Security

e Best practice
e Setup

e Reports

Course Content

e Review of foundation level

e Password protection

e Recurring entries

e Use of the assets register

e Depreciation

® Prepayments and accruals

e Practical examples of set-up and use

e |llustration of data check

* Bad debt

e Choices for write-off and implications for VAT
e Multi-company accounting

e Set-up and use of the company file

e Summary checklist of period-end routines
e Sales order processing

e Purchase order processing

e Report generation principles and set-up

Pre-requisites
A basic understanding of Sage Line 50 is required
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Who should attend?
Staff who wish to learn how to use the SAGE payroll software package.
Course Overview
e Understanding Sage Payroll
e Transfering data from an existing package
e Using Sage Payroll in the work place
Course Content
e Set up and change over from manual system
e Standard payroll processing
e Starters and leavers
e Holiday pay (not holiday records)
e Pension options
e SSP and SMP
e Year end routines and report
Pre-requisites
A basic understanding of manual payroll

Assessment

Practical exercises
Feedback

Duration: 1 Day
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Who should attend?

Staff who wish to learn how to use Dreamweaver to gain an understanding of setting up a
website and developing web content.

Course Overview

e Introduction

e Setting up a website

e Adding graphics

e CSS concepts

e Designing the site

e Working with templates

Course Content

e Designing your site

e Workspace windows, panels and the status bar

e Using Dreamweaver with other programs

® Preparing and defining a new site

e Creating new pages

e Setting internal, anchor, and email links

e Changing page properties

e Putting a web site online

e Understanding the basics of Web graphics and inserting images on your pages
e Managing your site’s structure

e Managing files and pages within your website

e Introducing CSS layout methods

e Creating website sturctures using CSS techniques
e Synchronizing local and remote sites

e Creating templates

e Saving an existing page as a template

e Using templates

e Making global changes with templates

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 2 Days
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Who should attend?
Staff who wish to learn how to create websites using more advanced methods.
Course Overview

e Uploading projects and working with templates
e Further styles and CSS
e Dynamic HTML

Course Content

* Enabling server connections

* Moving and managing sites

e Transferring files and importing existing sites
e Creating templates

e Making regions editable

e Applying and editing templates

e Using CSS to format text, apply font attributes
e Creating Cascading Style Sheets and defining styles
* Redefining HTML tags

e Applying styles

e Creating external style sheets

e DHTML

e Creating and manipulating layers

e Adding layers to layers

* Nesting layers

e Layer options

e Converting layers to tables

e Behaviors

¢ Events

e Creating a rollover image

e Varying behaviors and events

e Extensions

Pre-requisites
An understanding of Dreamweaver and basic HTML coding principles
Assessment

Practical exercises
Feedback

Duration: 1 Day
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Who should attend?
Staff who wish to learn how to use Adobe Photoshop to manipulate images.
Course Overview

e Exploring the Photoshop environment
e Working with image areas

e Working with layers

e Enhancing images

e Saving images for web and print

Course Content

e Customise the workspace

e Explore the navigation tools

e Select image areas

e Save a selection

e Modify a selection

e Create layers

e Create type layers

e Transform layers

e Alter type properties

e Apply layer styles

e Undo previous steps

e Arrange and group layers

e Paint strokes on an image

e Apply filter effects

e Convert an image to black and white
e Blend layers

e Merge layers and flatten images

e Save images in multiple formats for print or web

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 1 Days
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Who should attend?
Staff who wish to learn how to use Adobe Flash software package.
Course Overview

e Exploring Adobe Flash

e Working with graphics

* Managing text in a Flash document

e Adding animations to a Flash document
e Adding interactivity to buttons

e Working with movie clips

e Adding audio to a movie

e Publishing Flash documents

Course Content

eExamine rich internet applications
eProduce a Flash application file
eImport graphics

eCreate and modify vector graphics
eOrganize content with layers
*Modify colors

eConvert graphics to symbols
eCreate a mask effect

eAdd text to a Flash document

eSet font options

eAdd input text using Flash components
*Apply a skin to a component
eCreate a frame-by-frame animation
eCreate a motion tween animation
eCreate a shape tween animation
eCreate buttons

eControl movies with button behaviors
eCreate a Flash slide presentation

e Apply effects to movie clips
elmport audio

eControl sound playback

ePublish a Flash document

Pre-requisites
None
Assessment

Practical exercises
Feedback

Duration: 1 Days
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‘First-Aid at Work’ trains and certifies delegates to the standard set by the HSE in the First-
Aid at Work Regulations 1981. Certificated delegates are qualified to assist the employer in
the provision of first-aid where the risk assessment shows that a certificated first-aider is
required.

‘First Aid at Work’ covers the requirements of general office and light engineering workplaces.
‘Emergency First-Aid’ is a one-day course which does not qualify delegates for the role of
certificated first-aider at work but is ideal for lone workers appointed persons and anyone
with an interest in first-aid.

The HSE is currently reviewing these courses. WPH may therefore change the content,
course duration and qualification during 2008/9 to ensure continuing compliance with HSE
regulations.

Who should attend?
People who are nominated as first-aiders at their workplace.
Course Overview
The course provides basic skills for emergency first-aid.
By the end of the workshop participants will be able to:
e Deal with an emergency
e Deliver CPR
* Prevent deterioration of a casualty and further injury
e Deal with common illnesses
e Show awareness of legal requirements
Course Content
e Role of the first-aider
e Care and treatment of unconscious person
e Treatment of wounds and bleeding
e Cardiopulmonary resuscitation
e Signs, symptoms and treatment of common ailments
Assessment
Practical assessment at the end of the course. All successful candidates will receive the HSE

First Aid at Work certificate. This certificate is valid for three years, holders need to attend a
re-qualification course to maintain accreditation.

Duration: 4 Days
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Who should attend?
Lone workers; people who work with the public and anyone with an interest in first aid.
Course Overview

e Incident and casualty management
e Resuscitation

By the end of the workshop participants will be able to:

e Administer treatment for shock and bleeding

e Describe legal requirements

e Treatment of heart attack

e Deal with an emergency

e Treatment of unconscious casualty

e Administer emergency first-aid

e Priorities of first aid

e Prevent deterioration of a casualty and further injury
e Deal with common illnesses

Assessment

Assessment is based on the trainers observations of each candidates progress and performance
throughout the course.

Duration: 1 Day
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Fire safety is a vital component of workplace safety. All employees should attend ‘Fire Safety
Awareness’, which can be run for teams of staff in their own workplace. Attendance at the ‘Fire
Warden’ course is essential for designated wardens.

Who should attend?

The course is designed for those persons who have been designated fire warden roles in
accordance with their job role.

Course Overview

e General fire precautions in the workplace

e Nature and hazards of fire nominated as Fire Wardens and is designed to satisfy
the human behaviour requirements of the Regulatory Reform (Fire Safety) Order

e Selection and operation of appropriate fire fighting appliances 2006.

e Practical fire extinguisher demonstration

e This is a comprehensive course and is designed to provide participants with a
greater awareness and understanding of fire and the dangers it poses.

Course Content
e Fire safety legislation
e Understand the responsibilities of Fire Wardens
e Evacuation procedures

Assessment

None

Duration: 1 Day
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Who should attend?
All employees
Course Overview

This short course is intended to raise fire awareness, under current legislation employers are
required to provide the following:-

e Company and individual responsibilities
e Types of fires and fire prevention
e Evacuation procedures
e Action when fire occurs
e Sounding the alarm fire training for all employees.
e Calling the fire service
Course Content

e Fire drills
e Legal requirements

Assessment

None

Duration: 2 hours
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Course Accreditation — CIEH (Chartered Institute of Environmental Health).
Who should attend?

Any staff who through the course of their work carry out manual handling — heavy or repetitive
lifting).

Course Overview

Incorrect manual handling is the biggest single cause of work-related lost time and ill health
in the UK. The risk can be substantially reduced by measures such as proper job planning and
good technique, all of which are taught in the skills course. However, the course does not

teach delegates to carry out manual handling assessments.

Incorrect manual handling causes many injuries each year. to carers as well as avoidable injuries
to patients. ‘Manual Handling’ teaches how to minimise risk to health.

Assessment

Multiple choice test.

Duration: 1 Day

57



ia

Incorrect manual handling of people causes many injuries each year to carers as well as
avoidable injuries to patients. Manual handling of people is not a requirement in any WPH job
specification but in practice some staff find themselves involved in these activities. ‘Patient
Handling’ teaches how to minimise risk to both parties.

Who should attend?
Sheltered scheme managers and supervisors
Course Overview
This course is designed for care staff who work with older people. The course is tailored to the
needs of our sheltered scheme managers - getting people who have fallen over back on their
feet and assisting residents with temporary
mobility problems.
By the end of the workshop participants will be able to:
e appreciate the issues involved in patient handling
e understand and use safe lifting techniques
e recognise problems
e show awareness of legal requirements
Course Content
* Moving safely - techniques to avoid injury
e Risk assessment explained
® Moving and handling in challenging situations
* How to recognise and avoid potential problems
e Responsibilities of employers and employees
e Manual handling regulations and safety legislation

Assessment

Workshop assessment through individual and group exercises.

Duration: 1 Day
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Risk Assessment/Management of Health & Safety

All safety management today is based on risk assessment. Various types of risk assessment are
required at work by law, being able to understand and carry out risk assessment is a crucial
skill for managers.

‘Risk Assessment’ covers the legal background, examines the structure of a risk assessment and
teaches the practical skills to carry out the simple risk assessments needed in our organisation.
Finally the course shows managers how to recognise where specialist assessments are needed
and how to obtain them. ‘Management of Health & Safety Training’ ensures that managers
understand the special legal status of health & safety training and carry our their duties
satisfactorily.

Who should attend?
Managers; anyone who needs to be able to carry out:-
e Legal requirements review risk assessments
e Five steps to risk assessment
e |[dentifying hazards
Course Overview
e Determining risk
e Understand the principles of risk assessment and be able to apply them
e Be able to apply appropriate control measures
e Be familiar with WPH procedures for risk assessment
By the end of the workshop participants will:
e Applying control measures
e Know the health & safety law relating to risk assessments
* Be aware of the specific risk assessments required for certain tasks and how to
arrange these

Assessment

Workshop assessment through individual and group exercises.

Duration: % Day
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Who should attend?

All staff who have an interest in health and safety in their working environment.
Course Overview

On completion of the course, candidates will have a good understanding of:

e The legal system and relevant legislation
e Accident prevention and investigation

* Risk assessment

e Welfare with in the workplace

e Work equipment

e Work at height

e Hazardous chemicals

e Noise

e Manual handling

Assessment

Certification of this course is by the CIEH (Chartered Institute of Environmental Health) and is
based on a 30 question multiple choice test.

Duration: % Day
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The skills of being able to foresee and prevent accidents, and responding effectively if one
occurs, are essential for all modern managers. ‘Accident Investigation’ covers the legal
background, theories of accident causation and prevention, emergency actions to minimise
loss, the investigation itself and preventing recurrence. There are interactive team exercises
to develop practical skills, and coaching is available to delegates when they return to the
workplace.

Who should attend?
Managers with responsibility for staff.
Course Overview
By the end of the workshop participants will:
e Be familiar with WPH procedures for accident
* Have the skills to take appropriate practical actions following an accident
* Be able to conduct an effective investigation, identify, understand theories of
accident causation causes and apply appropriate control measures
e Know the basics of RIDDOR (Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations 1995) and other health & safety law concerned with
accidents

Assessment

Workshop assessment through individual and group exercises and dangerous occurrences

Duration: % Day

61



ia

Who should attend?
Line managers.
Course Overview

Stress accounts for many of the working days lost each year due to ill-health but many people
are unsure of how to manage it. ‘Managing the Stress Policy’ helps managers to understand
the meaning and the various causes of stress and how to implement effective measures to
minimise the risk of stress and to deal with it when it occurs. It may seem difficult to apply our
policies impartially and also to treat all workers and tenants fairly and with respect. ‘Managing
the Smoking and Drugs & Alcohol Policies’ helps managers

By the end of the workshop participants will be able to:

e Understand WPH stress policy

e Know the types of health effects that can be caused by stress and how they can be
prevented

e Be aware of the statutory requirements to manage stress in the workplace

» Be able to assess and minimise stressors in the workplace

e Know how to recognise early warning signs of stress in team members

e Know about organisational measures to help team members cope with stress and
how they can be accessed

Course Content
e Workplace/Personal factors
e Signs and symptoms of stress
e Stress risk assessment
e Prevention & Response
e Coping with stress

Assessment

None.

Duration: 2 Hours
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Sharps & Infectious Diseases at Work

‘Sharps & Infectious Diseases at Work’ deals with a number of commonly raised health
concerns, including HIV and AIDS, hepatitis (A,B and C), tuberculosis, Weil’s disease; fleas; nits;
impetigo; scabies; MRSA; sharps and needle sticks.

The Control of Substances Hazardous to Health Regulations 2002 (COSHH) apply to work with
all chemicals and also extends to biological hazards such as infectious diseases.

Who should attend?

Workers who come into contact with members of the public or who might encounter syringes
or discarded needles, and line managers of these staff.

Course Overview
By the end of the workshop participants will:

e Understand where sharps and infectious diseases are found

e Outline the health effects and safety risks and health effects and how they are
spread and treated

e Be aware of prejudice and discrimination issues

e Know the basic hygiene principles and skills to prevent injury and infection

e Be able to respond correctly to a needle stick injury

e Explain WPH’s policies and legal issues

Course Content
e Types of infection and their causes, effects prevention and treatment
e Discrimination and social aspects
e Legal issues
e Safe handling and disposal
e Practical issues

Assessment

Workshop assessment through individual and group exercises.

Duration: 2 Hours
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COSHH Awareness for Managers

Who should attend?

Managers with team members that work with products containing chemicals and need to
understand the control of substances hazardous to health regulations 2002.

Course Overview
e Control of exposure
e Record keeping
e Be aware of the requirements of the COSHH regulation 2002 and WPH’s guidance
card
Course Content
e What is COSHH? Classified substances
e Toxicology and routes of exposure
» Workplace Exposure Levels (WEL) and EH40
By the end of the workshop participants will:
e Know how COSHH assessment works
* Be able to manage their team to comply with requirements and minimise exposure
risks

Assessment

None.

Duration: 2 Hours
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WPH

Who should attend?
Stores workers; store supervisors.
Course Overview
e Safe working loads
e Design of racking systems
e Limitations of racking — why does it fail?
e Monthly inspection
e Understand safe working load and dangers of overload
® Practical issues and incorrect loading
On completing the course, delegates will:
e Be familiar with all aspects of safe storage on racking assessment
® Be able to carry out simple monthly inspections practical demonstration of skills
during the day
* Be aware of the importance of reporting all damage and abuse

Assessment

Workshop assessment through individual and group exercises.

Duration: 1 Day
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High Pressure Water Jetting

Who should attend?

Any one who uses high pressure jetting equipment.

Course Overview

Water jetting is a practical course containing hands-on training with the equipment together
with some lecture room subjects. The course is designed to enable the trainee to use the

equipment safely.

Course Content

e Principles of high pressure water

e Basic system layout

* Health and safety

e Accidents and diseases

e Care and maintenance of equipment
e Personal protective equipment

e Practical use

By the end of the workshop participants will:

e Have a detailed knowledge of all the hazards associated with water jetting

e Understand the different control systems that are in use including pressure safety
relief devices

e Know about water jetting injuries and the correct action to take in the event of an
accident

e Understand the safety procedures necessary when water jetting operations take
place on or near a public highway

e Know the Water Jetting Association’s ‘Code of Practice for the use of High Pressure
Water Jetting Equipment’.

e Carry out the preliminary checks on the equipment, start and stop it safely

* Be able to operate the equipment without danger

Assessment

Practical demonstration of skills during the day.

Duration: 1 Day
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WPH

Who should attend?

Anyone who through the course of their work may come into contact with Asbestos Containing
Materials (ACM’s), e.g. Building Services Technicians, Cleaning and Security staff.

Course Overview

e Legislation relevant to asbestos

e The Control of Asbestos Regulations. 06. HASAW Act 1974

* The properties of asbestos and its effects on health, including the increased risk
of lung cancer for asbestos workers who smoke

* The types, uses and likely location of asbestos and ACM’s in buildings and plant

e Company procedures for dealing with suspected ACM'’s and site management in the
event that a suspected ACM is disturbed

e The management of ACM'’s in our properties

Assessment

None

Duration: % Day
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PASMA — Mobile Access Tower Scaffolds

The Work at Height Regulations require that the erection, dismantle, and alteration of mobile
access towers should be carried out by a competent person. Pasma training is the most widely
recognised form of tower training, and on successful completion of a Pasma training course
with SSTS, each delegate will be competent as required, with a card and certificate as proof.

Who should attend?
This course is mandatory for anyone who erects, alters and dismantles Tower Scaffolds.
Course Overview

The Pasma standard training course is aimed for any person that is involved with the use of
Mobile Access Towers. The course will provide candidates with the necessary training to safely
erect, use, inspect and dismantle aluminium or fibreglass Mobile Access Towers.

Topics covered include component identification, assembly criteria, stability, hazards, safe use,
maintenance and inspection.

Course Content:

e Introduction to Mobile Towers
e Overview of Legislation

e Standards surrounding Towers
e Safe Tower Assembly

e Stability

e Safe Use of Towers

* Hazards

e Repositioning Towers

e Tower Inspection

e Care & Maintenance

Assessment:

Delegates are asked to erect and dismantle a tower, carry out an inspection and sit a test
paper.

Duration 1 Day
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IPAF — Mobile Elevating Working Platforms

MEWP’s (Mobile Elevating Working Platforms) provide a safe working platform for certain
types of work at height. Types of work would include short duration tasks, tasks that require
flexibility of movement and access into awkward areas. As required by the Work at Height
Regs, MEWP’s must be operated by competent persons, this course provides the training and
certification that meets that requirement.

Who should attend?

Anyone who, through the course of their work will need to operate MEWPs’ i.e. cherry pickers,
scissor lifts etc.

Course content

e Introduction

e MEWP Categories

e Structural Parts

® Regulations

e Pre-use inspection/handover

e Safe operating methods and hazards

Assessment:

Delegate will be assessed by the trainer while undertaking set tasks operating a MEWP, this
will be followed by a test paper.

Duration 1 Day
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CITB Site Supervisors

Who should attend?
All persons with managerial/supervisory responsibilities for construction based work sites.
Course Overview

The course covers The Health & Safety at Work Act and the regulations relevant to the
construction industry. To include:

e Health and Safety Law

e Developing a Health and Safety Management System
e Occupational Health

e Fire Prevention and Control

e Risk Assessment and Method Statements
* Hazardous Substances

e CDM Regulations

e Working At Height

e Personal Protective Equipment

e Manual Handling

e Accidents and First Aid

Assessment

All candidates must successfully complete the course test paper.

Duration 2 Days
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National Vocational Qualifications

The following NVQ occupational areas are available to all staff.

NVQ Award Level
Business Administration 2&3
Advice & Guidance 2&3
Support Services 2&3
Team Leading 2
Management 3
Customer Service 2,3&4
Call Handling 2&3
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Achieving Excellence in Learning

For more information about Wirral Partnership Homes contact us:

By post:

Head Office

6 Europa Boulevard
Birkenhead

CH41 4PE

By phone:
0151 606 3000

By email:
jimcorley@wphomes.org.uk



