For more information about our courses
or to book a place, please contact: -
Suzy Hall

(0191) 212 6100
(6112 direct)

suzyhall@wea.org.uk

Please Note!

People wishing to book a
training place must
complete the form below.
Staff members need to get

a managers signature.
(This is not required for
volunteer, service users and
carers)

No telephone or email
booking is confirmed until
this form is completed and

returned.

or complete the form below
and return to: -

WEA, 21 Portland Terrace, Jesmond,
Newcastle Upon Tyne, NE2 1QQ

NAME...otitie e e e
I I
J Organisation. ... |
IAddress ......................................................................................................... I

| Contact NUMDET ... |

CoUrse APPIIEA fOr ..t e et e e eae e er s

By signing and sending in this completed form | understand that | am agreeing to attend the
course applied for. | also understand that | am making a commitment to ‘cascade’ the skills
I and knowledge | gain to at least 5 members of my organisation. (wherever this is possible)

SIgNAtUNe....eie e Date....ccceieeiee e

By signing this form | am agreeing to my staff member attending the training on offer. | also
I understand that although the training is FREE, if they do not attend (without good cause or
I notice) my organisation will be invoiced for the admin costs incurred. Finally | understand that
they must cascade the skills and knowledge they gain to at least 5 other members of the
I organisation.

Manager’s SigNature.........ccoccecvvvecceecceveecee et Date....ccooeveeevneenn. i
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The BIG Lottery Wellbeing Project LesrningLite




All of our training is open to any
Staff member
Volunteer
Service user or Carer
from any mental health voluntary sector organisation , or
any voluntary sector organisations with an interest in
mental health.
(Some training will be more appropriate to particular
groups than others)

Our training is available to organisations
throughout the whole North East region.
(Tees valley all the way up to Berwick)

N Ly

All of our training is FREE! NrFp
/iﬁf/e\'r (However you will be invoiced £100 if —/—\

you register and fail to turn up to a /\

session)

As part of your training you will be expected to
‘cascade’ what you learn to other members of
your organisation.

(All materials and guidance you will need,
provided for you)

IF YOU HAVE SUGGESTIONS FOR ANY FURTHER
TRAINING THAT YOU WOULD LIKE TO SEE
PLEASE LET US KNOW.

We can design training to meet the needs of your
organisation, and can deliver anywhere in the region.

7

‘CASCADING’

We have a massive beneficiary target of 3750 to meet for the Big Lottery
Wellbeing Fund, and we need your help to do it.

As well as the Moving On Up 1 Project providing you with high quality
training, we need you to provide others within your organisation with the
same.

We realise that not everyone has the time to spare to attend a full day or
even a half day course, but this doesn’t mean that they have to miss out.

Our training to you is free! All we ask in return is that you take a few minutes
to pass this on to colleagues who couldn’t attend our sessions. This way your
organisation gets the maximum benefit and we reach our targets.

I’'m sure you will have regular staff/team meetings or CPD sessions. These
provide the ideal opportunity for you to cascade your learning. A short
presentation to your colleagues on what you have learnt along with copies of
handouts you received during your training will mean that everyone benefits
from your training. Then all we ask is that you get everyone in attendance to
sign the cascade evidence register which will be provided as proof they have
received the information, put it in the pre paid envelope we will give you and
post it back to Suzy.

For all of the courses which the WEA deliver directly, copies of lesson plans
and teaching materials will be made available to you if you want to deliver

the full course to volunteers, service users or carers within your organisation.
(These materials must only be used within your organisation they are not for external use)

If you do not cascade then we will not reach our targets, we will lose our
funding and then we will not be able to provide you with any more free
high quality training under this project.

We realise that there will be service users and carers who may not have the
confidence or chance to cascade their learning. We would therefore ask
those of you who are in a position to cascade to make every effort to ensure
it happens.



HANDLING AGGRESSIVE BEHAVIOUR
This training will allow participants to deal effectively with potential and actual
aggressive and abusive behaviours from others. The course defines what
aggression, abuse and violence are, as well as exploring the causes and triggers
to this behaviour. The training will also allow participants to understand the
process of this behaviour and what interventions could be used in the
situation.

Procurement, Tendering and Commissioning

We are aware that many of you are still all getting to grips with everything that is involved
with the whole Procurement, Tendering and Commissioning process. It can often be an
overwhelming time for projects, especially smaller ones. To help you through this we have
decided to put on a series of stand alone workshops that you can access to fill any gaps in
your skills and knowledge. These will happen weekly throughout January and February on a

Thursday afternoon from 1-4 at Swalwell Community Fire Station.
Market Lane, Swalwell, NE16 4DZ

2 Day Course - Tue 10th Feb & Wed 11th Feb 10-4
NECA, Derwent Point, Clasper Way, Swalwell, NE16 3BE

THURSDAY 22ND JANUARY 1-4

TUPE— Transfer of Undertakings (Protection of Employment)
This workshop will demystify the myths surrounding TUPE and enable you to explore
potential implications for your organisation. We will also look at fixed term staffing contracts.

THURSDAY 29th January 1-4

The Learner Journey & Partnership
An introduction to procurement-we will look at how your organisation views
contracting and commissioning through a series of short health checks, skills and
service audits and the criteria required to complete PQQs and be 'Fit for Purpose’'.

BOUNDARY TRAINING
This training will offer participants the knowledge and understanding of
personal and professional boundaries, which also includes the importance of
boundaries and how they should be established. The training will also
challenge individuals as to how boundaries can be broken, and how this can be
dealt with effectively to ensure that a good working practice is kept.
1 Day Course - Tue 24th Feb 10-4
NECA, Derwent Point, Clasper Way, Swalwell, NE16 3BE

THURSDAY 5th FEBRUARY 1-4

Financial Planning & Management
This workshop will help you appreciate the link between managing your finances and the
successful tendering and management of contracts. How to manage cash flow.

THURSDAY 12th February 1-4

Business Link
THIS WORKSHOP IS YET TO BE CONFIRMED. HOWEVER IT IS HOPED IT WILL LOOK AT
FUNDING OPPORTUNITIES FOR ORGANISATIONS INTERESTED IN COVERING FUTURE
TRAINING COSTS FOR STAFF.

HANDLING AGGRESSIVE BEHAVIOUR
This training will allow participants to deal effectively with potential and actual
aggressive and abusive behaviours from others. The course defines what

aggression, abuse and violence are, as well as exploring the causes and triggers

to this behaviour. The training will also allow participants to understand the

process of this behaviour and what interventions could be used in the
situation.
2 Day Course - Tue 17th Feb & Wed 18th Feb 10-4
NECA, William Robson House, Moody’s Yard, Claypath, Durham, DH1 1SA

THURSDAY 19th FEBRUARY 1-4

Full Cost Recovery
The window cleaner?! How do | do full cost recovery for that? This work shop will show you
how to calculate all of the costs you should be including in your tenders.

BOUNDARY TRAINING
This training will offer participants the knowledge and understanding of

personal and professional boundaries, which also includes the importance of

boundaries and how they should be established. The training will also
challenge individuals as to how boundaries can be broken, and how this can be

dealt with effectively to ensure that a good working practice is kept.

1 Day Course - Tue 3rd March 10-4

NECA, William Robson House, Moody’s Yard, Claypath, Durham, DH1 1SA




STRESS MANAGEMENT

Do you find juggling, work loads, family life and a social life a problem?

Do you find it hard to ‘switch off’ ? Are all of the things that are
expected of you getting you down and making it hard for you to cope?

YES? Then what you need is a course that will help you learn how to
deal with stress more effectively and make it work for you.
1 Day Course - Thursday 26th February 10-4
The Linskill Centre, Linskill Terrace, North Shields, NE30 2AY

MENTAL HEALTH AWARENESS
This course will raise awareness of some of the main mental health
illnesses and their associated issues. A historical perspective of mental
health and the treatment of people with mental health problems. It will
look at stereotyping and media coverage of mental health, and also the
effect of cultural diversity and mental health.
1 Day Course - Tuesday 3rd February 1-4
Sunderland CVS, Riverview House, West Wear St, Sunderland, SR1 1XD

STRESS MANAGEMENT

Do you find juggling, work loads, family life and a social life a problem?

Do you find it hard to ‘switch off’ ? Are all of the things that are
expected of you getting you down and making it hard for you to cope?

YES? Then what you need is a course that will help you learn how to
deal with stress more effectively and make it work for you.
1 Day Course - Monday 23rd March 10-4
Bliss Ability, 34-36 New Green Street, South Shields, NE33 5DL

EQUALITY AND DIVERSITY
This course will look at stereotyping and challenging ideas and
perceptions around race, sexuality, class, ability, religion etc. How they
affect individuals and society? Legal requirements and the law. All done
in a safe non-judgmental environment.
1/2 Day Course - Tuesday 10th March 1-4
The Linskill Centre, Linskill Terrace, North Shields, NE30 2AY

ASSERTIVENESS
This course gives the participant the chance to have a look at the
different ways in which we behave in certain situations and the reasons
for it. The differences between Aggression, Passivity and Assertiveness,
why we might not always be as assertive as we would like to be, and
techniques to be more assertive in the situations we find most difficult.
1 Day Course - Tuesday 17th March 1-4
The Clifton Centre, Clifton Road, Darlington, DL1 5EB

RECRUITMENT AND INTERVIEWING
This course is ideally suited to those who might be interviewing for the
first time. It covers the roles and responsibilities of members of the
interview panel, assessing applicants, questioning and listening
techniques and moral and legal responsibilities.
1/2 Day Course - Tuesday 31st March 1-4
Fossway Community Fire Station (BYKER) , Union Road, Byker,
Newcastle Upon Tyne,NE6 1EH

MENTAL HEALTH AWARENESS
This course will raise awareness of some of the main mental health
illnesses and their associated issues. A historical perspective of mental
health and the treatment of people with mental health problems. It will
look at stereotyping and media coverage of mental health, and also the
effect of cultural diversity and mental health.
1 Day Course - Monday 2nd March 10-4
Bliss Ability, 34-36 New Green Street, South Shields, NE33 5DL

SUPERVISION AND APPRAISAL
In this course we take a look at the similarities and differences between
supervision and appraisal. We look at methods and why they are
important.. Giving and receiving criticism and work through some case
studies.
1/2 Day Course - Monday 16th March 1-4
Fossway Community Fire Station (BYKER) , Union Road, Byker,
Newcastle Upon Tyne,NE6 1EH




