


SURREY COMMUNITY ACTION COURSES

EFFECTIVE
ADMINISTRATION SKILLS

puraTioN 1 day

DATE 27 September 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  GBC Learning

FEE SCA MEMBERS £70
OTHER VOL SECTORS £75
OTHER SECTORS £175

Avery practical course for staff and

volunteers involved in all those

administration jobs that are so vital to their

organisations and who want to develop

super efficiency.

o Setting priorities — how to say no

e Organising meetings and agendas

e Producing effective minutes and action
summaries

e The importance of making a good first
impression, communicating and putting
customers first

e How to improve your own effectiveness
- diarying, time management, filing

FIRST AID - THE BASICS

puraTioN 1 day (9am - 5pm)

DATE 14 September 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  Mary Shiels, Red Cross

FEE SCA MEMBERS £70
OTHER VOL SECTORS £75
OTHER SECTORS £175

his course is suitable for anyone who

wishes to learn First Aid to cover the more

common emergencies. This is a practical

course covering life threatening situations.

On request and time permitting the trainer is

happy to deliver other topics not covered in

the course. On successful completion of the

course the candidates will be awarded with

a Red Cross Basic First Aid Certificate. This

course does not qualify for First Aid at Work

or Appointed Person Certificates. The course

covers how to assess the situation and treat

e An unconscious breathing casualty

* An unconscious casualty who is not
breathing (CPR)

e A casualty who is choking

 Bleeding and shock

e Burns and scalds

Broken bones and muscular injuries

FOOD SAFETY
AWARENESS

puraTioN 1 day (9am - 5pm)

DATE 19 May 2010

VENUE  Astolat, Coniers Way, Guildford

TRAINER  Maureen Wisdom, Access Safety
Training

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

he new CIEH Level 1 awards in Food
Safety (assessed through a multiple choice
test of 15 questions — not compulsory) are
suitable for a variety of candidates. These
include new employees with minimal or no
prior food safety knowledge, employees
handling low-risk or wrapped food, or those
who work front of house, such as waiting or
check-out staff, as well as back of house such
as kitchen porters or warehouse staff in the
catering, retail or manufacturing sector.
*  Food Safety (food hygiene, hazards,
responsibiities)
*  Personal hygiene
e (leaning
e Contamination

You can now book on-line at www.actionforall.org.uk/L4C

Bursaries available for these courses - see page 5
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SURREY COMMUNITY ACTION COURSES

FUNDRAISING -
INTRODUCTION TO
FUNDRAISING ¢ NEW
DURATION 1 day (10am —4pm)

DATE 25 May 2010

venue  Redhill Methodist Centre, Redhill
TRAINER  Bill Bruty, Fundraising Training Ltd

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

his course is designed for people having

to cope with the challenge of fundraising,
alongside many other responsibilities. We
will expect that you have had little formal
fundraising training and, you either have
to manage the fundraising for your own
projects; or you will be advising others on
how to manage fundraising.

We will aim to provide participants with a
good all round understanding of the key
principles of fundraising. In particular, we will
look at how to mobilise your community as
a fundraising resource, in order to increase
your chances of success with the major
sources of grant aid. We will help you to
identify the most likely sources of funding.
We will cover how to make first contact with
new donors and how to use the research
sources to find them. We will also analyse
the elements of an effective funding bid. As
a result of attending this event, you should
be able to:

e Explain the three types of donor and
identify at least one fundraising method
for each group.

o Use at least two ideas for making first
contact with donors

e Use your organisation’s contacts to find
new donors

e Understand the range of likely funders
for your project

e Understand the key elements of good
funding proposal

e Develop an immediate action plan to
improve their fundraising

FUNDRAISING
WORKSHOP -

SUSTAINABLE
FUNDRAISING
STRATEGIES

DURATION [ day (10am — 4pm)

DATE 12 July 2010

VeNue  Readhill Methodist Centre, Reahill
TRAINER  Bill Bruty, Fundraising Training Ltd

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

his new type of workshop is designed to
give hands-on assistance with fundraising
strategies. There are two parts to this
workshop. During the morning session
all participants and our expert in funding
will review and critique your fundraising
strategies.

The afternoon session will focus on making
specific improvements to the strategies
using a combination of the tutors expertise,
recognised tools, and the participants’
opinions. This shared approach is very useful
and enables you to learn from those with
different experiences from yourself. It will

be necessary for participants to bring along
their fundraising strategies and ideas for
development.

This workshop will be small and focused. It
would be most beneficial if two people from
each organisation could attend. Participants
need to be open to sharing information with
other participants during the sessions. We
will require that all participants agree to treat
the confidential material appropriately.

At the end of the session individuals will be
encouraged to continue working with the
other participants on the course in order to
benefit from and impart their knowledge,
ideas and problem solving techniques.

All courses are from 9.30am to 4.00pm, unless shown otherwise

You can now book on-line at www.actionforall.org.uk/L4C



SURREY COMMUNITY ACTION COURSES

GYPSY & TRAVELLER
CULTURAL AWARENESS
TRAINING

1st Course

DURATION Half day (12noon — 4pm)

DATE 12 May 2010

VENUE  Astolat, Coniers Way, Guildford

2nd Course

DURATION Half day (12noon — 4pm)

DATE 16 June 2010

VENUE  Astolat, Coniers Way, Guildford

TRAINER  Ann Wilson, Surrey Community
Action

FEE SCA MEMBERS £25
OTHER VOL SECTOR £25
OTHER SECTORS £25

Are your services accessible to diverse

communities? Surrey has the fourth

largest gypsy and traveller population in

England but despite this, recent research

showed very few voluntary and community

organisations are delivering services and
supporting community development with the
gypsy and traveller community. The research
showed that many organisations wanted to
work with the community but did not know
how to start to do this. This course will:

* Increase your knowledge and
understanding of gypsy and traveller
culture

e Help you to explore ways to further
increase the accessibility and
appropriateness of your services

*  Help you to begin to build relationships
with the gypsy and traveller community
in Surrey

HEALTH AND SAFETY
AT WORK

DURATION [ day (9am - 5pm)

DATE 6 July 2010

VENUE  Astolat, Coniers Way, Guildford

TRAINER  Maureen Wisdom, Access Safety
Training

FEE SCA MEMBERS £70
OTHER VOL SECTORS £75
OTHER SECTORS £175

his course will enable you to achieve
the new CIEH Level 2 awards (assessed
through a multiple choice test of 30
questions) in Health and Safety in the
Workplace. It is suitable for all employees.
QCA Accredited.
o Legislation
o Health, safety and welfare
¢ The workplace and workplace
equipment
o Risk assessment
e Manual handling
*  Hazardous substances
e Ergonomics and workstation design
¢ Transport and vehicles

You can now book on-line at www.actionforall.org.uk/L4C

Bursaries available for these courses - see page 5
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SURREY COMMUNITY ACTION COURSES

IMPROVE YOUR
BID-WRITING SKILLS
DURATION | day

DATE 24 June 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  Lyn Degenhardt

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

his course aims to improve delegates’
understanding of the bid-writing process
and their ability to produce effective bids. If
possible, delegates should bring a copy of a
bid they are working on to the session.
e Prepare a bid or proposal that:
- identifies the need for the project
convincingly
summarises the aims and objectives
of your bid clearly
presents the overall work of your
organisation effectively
sets out supporting arguments and
evidence logically
considers the individual demands of
the potential funder
identifies realistic costs
uses clear, jargon-free language to
maximum impact
e Respond to ‘open format’ bids and
"prescriptive’ bids
o Use a clear narrative style and layout to
maximise the impact of your bid

INDEPENDENT
SAFEGUARDING
AUTHORITY AWARENESS
DURATION 7.5 hours (om)

DATE 26 May 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  Carla Thomas

FREE

The Independent Safeguarding Authority
(ISA) has been created to help prevent
unsuitable people from working with
children and vulnerable adults. The ISA
vetting service treats paid and unpaid work
in the same way. The important distinction is
between ‘requlated activity’ and ‘controlled
activity'. It will be a criminal offence to take
on someone for a regulated activity without
checking their status under the vetting
service and/or allow a barred individual to
work in such an activity.

It will be mandatory to check the status of
someone before they work or volunteer

in a controlled activity. However, provided
safeguards are put in place, a barred person
can be permitted to work or volunteer in a
controlled activity:

All courses are from 9.30am to 4.00pm, unless shown otherwise

You can now book on-line at www.actionforall.org.uk/L4C



SURREY COMMUNITY ACTION COURSES

INTRODUCTION TO FULL
COST RECOVERY ¢ NEW

DURATION | day

DATE 15 July 2010

VENUE  Woodhatch Centre, Reigate

TRAINER  Harish Davda, HDA Training &
Development

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

Full cost recovery is important for funders

and those being funded. For voluntary

and community organisations, it is about

developing a sustainable funding approach

that covers the true costs of delivery. For

funders, it is about developing greater

transparency about funding decisions

and improving relationships with funded

organisations. This one day training for small

voluntary organizations will cover:

e Anoverview of business and project
planning

e Understanding the key concepts of full
cost recovery

o Framework for allocating costs

e Understanding direct, indirect and core
costs

e Practical solutions to identifying your full
costs

e Making informed decisions about
tendering for contracts.

¢ |dentifying and calculating individual
project and core costs

*  Practical examples and exercises

MANAGING EVENTS ¢ NEW
DURATION | Clay

DATE 17 May 2010

VENUE  The Boileroom, Guildford

TRAINER  Dominique Czopor; The Boileroom

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

‘l'his one-day taster session is the first step

towards promoting and enhancing the

standard, quality and legacy of promoters

and events within the Live industry. Practical

applications and handouts for promoting

all types of events from beginning to end

are provided. This, in turn, will increase your

customers’ confidence and have a positive

impact on stimulating the entertainments

and leisure economy. The course also

encourages active promoters to re-evaluate

their current methods when organising events.

For those wishing to enter the Live industry, this

course helps in understanding the importance

of implementation of best practices to promote

the industry. Subjects covered include:

Stakeholders

e Liaising with local authorities and the
importance of early engagement

o Benefits of early engagement with the
police

o Benefits of working with the local
authority

e Importance of audit trail

o Communicating to stakeholders

Risk Assessment

e What is noise nuisance?

o The character of noise

o Responsibilities of Employers

e Responsibilities of Employees

e Responsibilities of the self-employed

e When do you need to take action?

* Protecting your hearing

These topics are adapted from the BIIAB
Level 2 Award for Music Promotors and there
will be an option to sign up to do the course
at a later date available on the day.

we:LIVE

You can now book on-line at www.actionforall.org.uk/L4C

Bursaries available for these courses - see page 5
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SURREY COMMUNITY ACTION COURSES

RAISING AWARENESS
ON CULTURAL
DIVERSITY IN SURREY/
AN INTRODUCTION

TO EQUALITY IMPACT
ASSESSMENTS

DURATION | day (10am - 4pm)

DATE 29 April 2010

VENUE  Astolat, Coniers Way, Guildford

TRAINER  Surrey Minority Ethnic Forum
Team (Suzanne Akram, Rekha
Savania & Susie Clarke)

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

his two-part training in ‘Raising
Awareness on Cultural Diversity’ and ‘An
Introduction to Equality Impact Assessments’
is for staff and volunteers of both statutory
and voluntary organisations.
It will enable you to gain a better
understanding and awareness of minority
ethnic communities living in Surrey, and thus
be able to tackle key issues with confidence.
The course aims to dispel myths; by providing
factual information, statistical data and
current legislation. The workshop activity will
encourage discussion and debate so that
participants will gain a shared understanding
of the benefits of a society based on the
principal of equality and diversity.
o Abrief background on the history
and pattern of migration of various
communities
* language, traditions, religion, rituals,
food and clothing
e Cross-cultural conflict within the
communities
e Open forum- ask any questions that may
seem to be ‘politically incorrect’ without
prejudice

Equality Impact Assessments are a

requirement for all statutory bodies, the

voluntary sector is now frequently asked

to take part in this process. This is a brief

introduction to equality impact assessments

e What is an equality impact assessment?

e Why do an impact assessment?

e When to carry out an impact
assessment?

e How to carry out an impact assessment?

REPORT WRITING MADE
EASY

DURATION | day

DATE 21 June 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  GBC Learning

FEE SCA MEMBERS £70
OTHER VOL SECTORS £75
OTHER SECTORS £175

his course is for staff at all levels who
want to produce professional reports that
convey what they intended. It is particularly
helpful to those who want to know about
correct report structure as well as the use of
correct and effective English.
* Be more confident in your use of English
grammar and punctuation
e Know more about style, tone and the
appropriate vocabulary to use
o Use plain English with confidence
e Be clear on report formats & which to use
o Understand how to clarify the purpose of
the report and determine the message to
be conveyed
o Speed up the process of developing an
outline and producing a first draft
*  Be confident with the quality of written
reports

All courses are from 9.30am to 4.00pm, unless shown otherwise

You can now book on-line at www.actionforall.org.uk/L4C



SURREY COMMUNITY ACTION COURSES

TIME MANAGEMENT - A
PRACTICAL GUIDE « NEW
DURATION | day

DATE 28 May 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  Guildford Business College

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

his course is suitable for those who want
to have more control over their working
days. Whether you are a manager, or in
a support role, we all like to feel we have
achieved key goals at the end of each day.

This event will give practical tips to manage
your working day — and achieve the goals
you must meet to ensure success.

By the end of the course delegates will:

o Effectively plan and confidently prioritise
your workload to ensure your own and
your manager’s objectives are achieved

Eliminate or reduce time wastage to
enhance your own performance

o Deal effectively with paperwork,
telephone and interruptions

e |dentify and remove unnecessary time-
stealers

*  Plan to meet key deadlines which
determine the success of you and your
manager

e |dentify the difference between proactive
and reactive working

¢ Understand how the way you approach
work will impact on your ability to
manage your working day

USING MS ACCESS - A
GUIDE TO BUILDING AND
USING DATABASES

DURATION 1 day (10am - 3.45pm)

DATE 7 May 2010

VENUE  Queen Elizabeth’s Foundation,

Leatherhead
TRAINER  David Kent, Project\Won
FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

his course will show you how databases
can benefit your organisation and make
you more effective and your work easier.
Using the MS database Access, you will learn
how to create a simple database for your
own Use.
e How databases work
 The principles of table design
e Queries and reports
e Mail merge

USING MS EXCEL -
INTRODUCTION TO
CREATING & USING
SPREADSHEETS

DURATION 1 day (10am - 3.45pm)

DATE 24 May 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  David Kent, Projectwon

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

Lsam how to create and use spreadsheets

0 that you can prepare simple accounts

and budgets, cost out an event or project

and keep a whole range of financial records

easily and quickly. Learn how to change your

figures at a touch of a button and prepare

impressive reports and charts for your

colleagues.

¢ Data entry and editing

¢ Dealing with columns and rows

o (Creating a simple spreadsheet

¢ Constructing formulae

* Formatting — shading, lines and cell
contents

Simple functions, orders of precedence
and absolute cell references

¢ Charts and graphs

e  Preview and page setup

You can now book on-line at www.actionforall.org.uk/L4C

Bursaries available for these courses - see page 5
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SURREY COMMUNITY ACTION COURSES

USING MS EXCEL -
FURTHER INFORMATION
ON USING
SPREADSHEETS

DURATION 1 day (10am - 3.45pm)

DATE 8 June 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  David Kent, Projectwon

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

For those who have a basic knowledge

of working with spreadsheets and want
to improve their skills, making use of more
advanced features and applications. This
course is only available to delegates who
have attended ‘Using MS Excel - Introduction
to Creating & Using Spreadsheets’ and have
hands-on experience of using spreadsheets.
o Working with large spreadsheets

e More formatting techniques

o Custom lists

¢ Conditional formatting

o Simple 'if' statements

o Using absolute cell references

e Exporting spreadsheets into MS Word

e Charts

USING MS OUTLOOK -
A GUIDE TO E-MAILS,
CALENDARS, CONTACTS
AND TASKS

DURATION 7 day (10am - 3.45pm)

DATE 20 April 2010

VENUE  Astolat, Coniers Way, Guildford
TRAINER  David Kent, Project\\on

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

earn how to use MS Outlook to its full
I_potential. This programme is ideal for
people who have recently moved from Outlook
Express, are new to using e-mail, or just want to
use this programme more efficiently.
e Manage and organise e-mail
o Search and filter messages
o Run Calendar to schedule appointments
 Plan and organise meetings with others
e Manage contact details
e Record and assign tasks
e Adjust and customise settings

USING MS PUBLISHER -
A GUIDE TO CREATING
EFFECTIVE PUBLICITY
MATERIAL

DURATION [ day (10am - 3.45pm)

DATE 21 September 2010
venue  Queen Elizabeth’s Foundation,

Leatherhead
TRAINER  David Kent, Project\\on
FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

Leam how to create your own effective

publicity material that looks professional

and attractive.

¢ Understanding the Publisher window

e How to use templates

e How to design a flier, 3-fold brochure
and a newsletter

e Formatting techniques

USING MS WORD

- INCREASE YOUR

KNOWLEDGE OF

WORD PROCESSING

TECHNIQUES

DURATION | dlay (10am - 3.45pm)

DATE 12 July 2010

VENUE  Queen Elizabeth’s Foundation,
Leatherhead

TRAINER  David Kent, ProjectWon

FEE SCA MEMBERS £70
OTHER VOL SECTOR £75
OTHER SECTORS £175

Leam how to increase your word
processing skills to enable you to
create better looking documents. To
attend this course you should have a basic
understanding of word processing and
be able to create, print and save a word
processing document.

e Paragraph formatting

e Tables

e Tabulation

e Mail merge

e Bullets and numbers

¢ Dealing with large documents

e Folders and file management

o Templates

All courses are from 9.30am to 4.00pm, unless shown otherwise

You can now book on-line at www.actionforall.org.uk/L4C
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Join us online to get the latest news
for the voluntary sector for free.

Create an easy to use and manage

Website

(1 month no obligation trial)

from £99 a year including free
support

www.actionforall.org.uk.

If you want more information go to the
website or call 01635 523861
or email

actionforall@ccherks.org.uk

Surrey Community Action

Payroll Service
For Voluntary and Community Groups

Surrey Community Action’s payroll service is confidential and
can be tailored to suit your own personal requirements. If
you employ a small number of staff it may be easier to let our
professional and friendly finance team to deal with all your
payroll needs.

We will calculate monthly salaries, tax and national insurance
and produce payslips for you.

We will also provide reports on a monthly and annual basis to
enable you to complete your financial accounts.

For an informal initial discussion please contact our Finance Manager
Tel: 01483 459292 x232 Fax: 01483 440508
E-mail: info@surreyca.org.uk
Fees are available on request




The Surrey Voluntary & Community 2010
Conference & Funding Fair

—
Funding Exhibition SURREY
d COMMUNITY

/ ACTION

6 Semlnars Engaging Communities
Working Together

Fundraising Competition
to Win an iPod nano!

SHESIAVAINE
TO

THRIVE

Wednesday 30th June, 2010
Royal Holloway College, Egham

Guest Speaker: Stuart Etherington
Chief Executive Officer, NCVO

Keynote Speakers:
Susie Kemp, Surrey County Council
Rosco Paterson, Surrey Economic Partnership
Will Travers, The Born Free Foundation

EARLY BIRD DISCOUNT - BOOK BY 31 MARCH 2010

Conference Booking Line: Supported by
01483 459292 ext 216 @

Fax: 01483 440508
Email: anneb@surreyca.org.uk SURREY




SURREY >

COMMUNITY
/ ACTION
Engaging Communities
Working Together
For further information

about SCA TRAINING go to

WWW.SUITeyca.org.uk . .
SCA TRAINING provides short courses in a

SCATRAINING is part of wide range of personal and professional skills,
Surrey Community Action in-house training services and organisational
Astolat, Coniers Way 9 . - 9

Burpham, Guildford development services for charities, voluntary
GUA4 7HL organisations, private and public organisations.
Tel: 01483 459292 o .
ext. 205238 SCA TRAINING has been delivering high quality
Fax: 01483 440508 professional training services since 1999. Our
Email: annm@surreyca.org.uk programme provides:

WWW.SUrreyca.org.uk

* Experienced trainers who are specialists in
Registered Charity No. 1056527 their fields

A Company limited by

guarantee, and registered in e Delivery in friendly and accessible venues

England 3203003 near you or within your own organisation

¢ Training bursaries for charities and
voluntary organisations

O o Accredited awards through the Open College
recycle

This brochure is printed on 80% recycled Network

paper. When you have finished with the .
brochure, please recycle t * The opportunity to strengthen your
organisation through upskilling and tailored

development services




