
Workforce Development and Training
Training Schedule Spring 2010

Following on f rom the success of the Working Together for Advice Autumn Programme of
Training, AdviceUK are now offering a Spring Programme of FREE training to independent
advice centres that comprises of a mixture of the most popular courses from the Spring

Programme and new courses requested by members.

Co-ordinating Volunteers
10am - 4pm

Want to get the best out of y our volunteers? This course for volunteer co-ordinators will
provide a range of tools and techniques to help bui ld an effective and sustainable
volunteer service. The session aims to develop and enhance new and existing skills.

By the end of the course v olunteer co-ordinators will be able to:

l Understand why people volunteer 
l Address some common barriers to volunteer recruitment and r etention and identi fy

some solutions
l Explore the legal context of v olunteering
l Conduct a basic risk assessment of volunteer activities
l Develop awareness of volunteering resources and tools

10 March 2010, AdviceUK, London
17 March 2010, Cambridge Council for Voluntary Service, Cambridge
26 March 2010, BVSC, Birmingham
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“Possibly the most useful training course I have been on. It w as thought
provoking and thorough and engaging” - Volunteer Co-ordinator, London

“Very helpful resources. Good pace and clear explanation of outline of
course” - Volunteer Manager, Sheffield

“Excellent and extremely informative” - Advice Services Manager, London



Find, train and develop your staff

10am - 3pm

Attracting the best staf f to an or ganisation is always a concern for any manager. 

By the end of the session new and existing managers will be able to:

l Address some of the barriers to recruiting and retaining effective staff
l Develop a greater awareness of recruitment and r etention strategies
l Review best practice in recruiting, selecting and inducting staf f
l Identify training needs of new staff and uti lise recruitment and induction as a staf f

motivational tool
l Explain the new Quality Mark requirements for recruiting and inducting staf f

14 April 2010, AdviceUK, London
29 April 2010, Sheffield Cathedral, Sheffield

Every Minute Counts

10am - 4pm

This course is designed for frontline staff and managers wishing to improve their time
management. 

By the end of the da y, participants wi ll be able to:

l Identify and solve barriers impacting on their time
l State key time management principles
l Apply time management techniques in their role

18 March 2010, Open University, Bristol
8 April 2010, AdviceUK, London
14 April 2010, Merseyside Employment Law, Liverpool

Essential Leadership Skills

10am - 4pm

This course is designed for new and existing managers wishing to progress in the sector.

By the end of the session, participants wi ll be able to:

l Identify essential skills in leadership
l Differentiate between management and leadership skills
l Examine how to use motivation and delegation to get r esults
l Incorporate leadership skills within their management st yle

12 March 2010, AdviceUK, London
29 March 2010, Priory Street Centre, York
28 April 2010, Open University, Bristol
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New!

New!
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Moving beyond equal opportunities towards managing
diversity

10am - 4pm

This one-day training course is aimed at anyone working within an advice organisation
who is responsible for staff and/or service development. The aim is to impr ove
understanding of equality and diversity and how they apply to the work of y our
organisation. 

By the end of the da y, participants wi ll be able to:

l Describe what is meant by prejudice and discrimination and how they impact on
people's lives

l Explain the basics of current anti-discrimination legislation and how the la w applies to
advice organisations

l Explain the difference between an equal opportunities and a managing diversity
approach

l Identify and apply the managing diversity approach to their organisation

Please note: this course is not appropriate for those wanting to develop a
detailed understanding of anti-discrimination law.

20 April 2010, The Mechanics Institute, Manchester
4 May 2010, BVSC, Birmingham

Coaching for Results
10am - 4pm

This is a one-day course aimed at managers who are responsible for directly line managing
staff. It wi ll provide an introduction to the di fferent models, skills and tools involved in
coaching.

By the end of the da y, participants wi ll be able to:

l Define coaching and understand how it di ffers from mentoring and tr aining
l Identify the skills required to be an effective coach
l Explore different models of coaching and how to apply them

31 March 2010, AdviceUK,London
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“Really useful and relevant training, particularly enjoyed the morning
session” - Adviser, Liverpool

“Excellent, the content, pace and activi ties were relevant and well
structured” - Advice Services Manager, London



Dealing with Disciplinary and Grievance

10am - 2pm

This course is for people managers. By the end of the session, participants wi ll be able to:

l Define what disciplinary and grievance (D&G) is
l Explain the legal context and the new ACAS Code of Practice
l Use case studies to help apply D&G in the workplace.

5 May 2010, Leeds Church Institute, Leeds
18 May 2010, AdviceUK, London
26 May 2010, Open University, Bristol

Your Client's Journey

10am - 1pm (with networking lunch)

This course is designed for advisers working with clients in the criminal justice system.

By the end of the session, participants wi ll be able to:

l Explain the main features of the criminal justice pr ocess from arrest to punishment
l List the main punishments that courts can give out 
l Describe the key features of the prison and probation systems

24 March 2010, AdviceUK, London
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New!

Privacy and data protection statement 

Information submitted in this f orm may be stored and processed electronically for the
purposes of delivering services, marketing, supplying information and to enable statistical
analysis. Data may be passed to other parts of the or ganisation, partner organisations,
companies or contractors operating on our behalf to enable this to tak e place. This may
include transferring or holding your data outside the European Economic Area (EEA).
However, we wi ll ensure that your data is still stored and handled securely.
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The Working Together for Advice project launches
Workforce Development and Training Website Portal

Recently launched by the Workforce Development and Training workstream, this web
portal contains important workf orce development tools and resources.

If y ou are an Adviser, Centre Manager, Volunteer Co-ordinator Administrator
or Reception worker and need training on improving your skills and knowledge
then this webportal can help y ou find a course to support y ou. 

Course topics include: 

l Co-ordinating Volunteers

l Effective Supervision

l Dealing with Disciplinary and Grievance

l Equality and Diversity issues 

l and much more! 

Looking for a trainer or consultant? The website also contains a list of tr ainers
that have been approved by the Advice Networks in the WTfA project. 

Visit the new si te at www.wtfatraining.org.uk



Working Together for Advice - Training Booking Form

Course title 1:

Course title 2 (i f appropriate): Course date 2 (if appropriate):

Your name: Name of organisation:

Job title: Telephone number:

Email:

Do you have any access or dietary needs that we need to be aware of?
If y es, please specify

Making your booking

We do not take telephone bookings so please complete the booking form and forward to us at
AdviceUK, 6th Floor, 63 St Mary Axe, London, EC3A 8AA. You can also fax your booking form to us
on 020 7469 5701 or email regis.lamarche@adviceuk.org.uk

Please retain a copy of this booking f orm for your records. 

Cancellation policy

Please note that if you send in a booking form, you or your organisation undertake to at tend the
course. There is no fee for this course therefore if you wish to cancel your place cancellation must
be made in writing at least 14 days before the course commences. 

If you do not inform us in writing of the cancellation you will incur a £50
administration fee, which will be invoiced to your organisation after the date of the
course.

Courses are subject to cancellation by AdviceUK if there are less than eight bookings on the course. 

If y ou have any queries please email regis.lamarche@adviceuk.org.uk or call on 020 7469 5700.

By signing and dating below, you agree to AdviceUK's cancellation policy as outlined above and the
privacy and data protection statement on page 4.

Signed:__________________________________________  Date: ______________________
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Course date 1:

Member of:  AdviceUK  Age Concern &Help the Aged  Citizens Advice  

N/ALaw Centres Federation Youth Access


