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Professional Development

The Skills Pledge

NVQ'’s Level 2 and 3

What Are NVQO's

Based on national occupational standards

Work-related, competence based qualifications

Reflect skills and knowledge needed to do a job effectively
Achieved through on-the-job assessment

Benefits

Greater Confidence in own abilities

Understanding of how skills can transfer across jobs
Training and assessing carried out in the workplace
Flexible timeframe

Taken at pace to suit the learner

Creates opportunities for further learning
Qualifications are currently fully funded

Learning

Ongoing Support to identify any additional training needs and skill gaps

Flexible assessment planning to suit candidate and organisational requirements
Assessors familiarise themselves with the candidate’s organisation and job role to
provide individual support to the learner whilst understanding the business needs.

Support

Programme delivered by experienced and dedicated team

Dedicated Assessor assigned to each learner to provide individual support throughout
the programme

Assessors with a wealth of industry experience

Assessors have an excellent interpersonal skills and capabilities, ability to work at alll
levels effectively

Learning supported with basic skills training where required

Assessment

Assessment planning to enable structured learning

Constructive feedback given from assessments to increase confidence and
capabilities of candidate

Achievable targets set and agreed with learner — putting the candidate at the heart of
learning



The Skills Pledge Process

What Is The Skills Pledge

The Skills Pledge is a commitment by Manchester City Council to support all their
employees, especially those at Grades 1,2 and 3 to develop their skills and
competencies in order to continue improving our services and help them realise their
full potential.

We aim to help the lowest skilled and least qualified individuals to develop their basic
numeracy and literacy skills with 100% of staff skilled to a relevant level 2 (NVQ) and
65% to achieve a level 3 (NVQ) by 2015.

Why is the Skills Pledge attractive to managers and staff

Manchester College and Skills Solutions will, wherever possible, provide learning and
assessment in the workplace, minimising disruption to services by delivering flexibly
in time, locations and methods of delivery.

At first, work related NVQ 2 qualifications can be fully funded for all staff in a related
vocational discipline.

Staff will benefit from acquiring new skills and qualification by increased morale and
confidence in their own abilities and becoming more flexible and adaptable.

How can you engage with and support your staff

Creating a relationship of trust and confidentiality to encourage staff with learning
needs to discuss their development.

Working with your staff to integrate the learning into their workday, to overcome their
barriers to learning and support potential drop outs.
Carefully planning communications and support for staff prior to meeting them.

Explaining how learning creates greater opportunities in the workplace and future
career, increases self esteem and a sense of achievement.

How will it be offered within Manchester City Council — The Process.

Within each department the following steps in the process will be followed:

An audit of the workforce will be undertaken to establish the current qualification
levels of staff

The Manchester College/Skills Solutions project manager and nominated
departmental Workforce Development Lead will meet with the Head of Service to
agree a qualifications framework, agree a development plan and senior level
ambassador.

Staff expressing interest through induction, 1-1's, appraisals, URL’s, managers or
other routes will seek approval from their manager who will forward names and



contact information onto the Workforce Development Lead for issue to Manchester
College/Skills Solutions project manager.

The learning provider will then contact the individuals who have shown an interest to
assess the most suitable qualification plus assessing their numeracy and literacy
needs.

The learning providers have agreed that wherever possible learning will take place in
the workplace or at flexible locations around Manchester.

Who will be offering the qualifications

The 2 training providers offering qualifications to MCC employees are:

The Manchester College — NVQ 2 & 3 and Skills for Life

Skills Solutions — Apprenticeships for under 25'’s.

When will it Commence

The First phase of the Skills Pledge programme starts now, phased throughout the Council
with the agreement of the relevant Service Heads.



National Vocational Qualifications (NVQ'’s)

What is an NVO

NVQ'’s are work related, competence based qualifications. They reflect the skills and
knowledge needed to do a job effectively and represent national standards recognised by
employers throughout the country.

If you have an NVQ it shows that you can do the work for which the NVQ has been awarded
to national standards. It means you are competent in this kind of work. NVQ'’s are
qualifications for work and show you can actually do a job, and not simply that you know how
to do it in theory. They are made up of units which describe the skills and knowledge needed
to do a job effectively.

What can NVQ'’s do for me

There are many benefits in getting involved with NVQ's, both for individuals and employers.
Benefits for individuals:

NVQ'’s can help you prepare for work or help your career development

NVQ'’s are achieved through the demonstration of skills. Getting an NVQ shows you
can do a job to national standards and have up-to-date skills employers are looking
for. Interms of work, a qualification that proves you can do a job competently is a
valuable possession.

This doesn’'t mean that you can't take courses to achieve an NVQ. Another benefit is
that NVQ's are flexible — you can do an NVQ as part of your normal job.

Benefits for employers:

Employers play a vital role in deciding the standards for NVQ'’s — so they really meet
the employers’ needs.

NVQ'’s can help you improve productivity and competitiveness. Many major
companies use NVQ'’s and find them valuable toold for business and employee
development. They report significant benefits in terms of improved employee
performance and motivation; lower staff turnover; better staff-supervisor relations;
improved staff recruitment and that NVQ's give them the opportunity to benchmark
standards and provide training which can be more specifically targeted to needs.
NVQ’s make sure your employees have skills and knowledge to meet the company’s
business needs.

How is the NVO Assessed

NVQ'’s have flexible structures, which allow candidates to gain recognition for skills
required in their job role.

Where training needs are identified these can be addressed at work through the
service development team.

Credit can be gained for past achievements where they can be related to the NVQ.
NVQ'’s assess knowledge and understanding but also measure a candidates
performance in the real work environment.



NVQ’s are based on the National Occupational Standards, which describe what is
required of the candidates in very precise detail.

How Do | Apply?

Complete the application form at the back of this booklet and return to

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH



Information on Apprenticeships

What is an Apprenticeship?

Apprenticeships are made up of an NVQ, key skills and where relevant, a technical certificate
(such as City & Guilds or BTEC). You willachieve a nationally recognised qualification at level
2, level 3, or in some cases Professional level, depending on your job and plans for
progression within it.

Why sign up to an Apprenticeship?

Employers recognise the importance of nationally recognised qualifications and training, and
achievement can significantly improve the chances of success in your career. You'll be more
confident in your abilities and understand how your skills can transfer across jobs. You will
learn while you work at a pace that suits your needs.

What will the programme involve?

The demands of our Apprenticeships vary depending on the occupation in which you work.
The majority of your learning will be in the workplace and you'll be assessed against
nationally accepted standards required to do the job. Some Apprenticeships require one day
a week attendance at one of our training centres or colleges. Others require less frequent
attendance.

How long will a programme take to complete?

Apprenticeships typically take a year to two years to achieve — again, depending on the
occupation you work in. Your employer recognises the importance of training and
qualifications and will work closely with us to ensure that you succeed.

What support will | receive?

Your Apprenticeship will be fully funded. In all cases, you're allocated one of our
experienced, helpful assessors who visit you in the workplace to assess your work and
support your progress.



Youth Work NVO Level 2 (ABC)

What's the course about?

The course is designed for people who are already working in a youth work environment —
public, voluntary, or private sector, paid or unpaid. The course is targeted at youth workers
who work under the supervision of a more experiences, qualified member of staff.

The course complies with national occupational standards.
Students study six units.

The course contents includes:
Establishing relationships with young people
Working as an effective and reflective practitioner
Working in ways that promote equality of opportunity, participation and responsibility
Working with young people to safeguard their welfare
Enabling young people to access and use information and make decisions
Work with young people to design and develop sessions

There are no examinations on this course. Students will be assessed through a portfolio of
evidence, including records of workplace observations.

As a student at the Manchester College you will have access to a range of support offered to
all our students, including practical and personal support from our guidance and support
services, full use of our Learning Resources Centres and membership of the student council.
What qualifications or experience do | need to do this course?

You don't need any formal qualifications for this course but do need to be working in a youth
work environment in a paid or unpaid role. Your management need to agree to support you in
compiling a portfolio of evidence, including observations of your practice by a college
assessor.

Which qualifications will | be awarded if | successfully complete the course?

You will be awarded an NVQ in Youth Work at Level 2 by the Awarding Body Consortium
(ABC).

What will | be able to do after I've completed this course?

On successful completion of the course you can progress on to an NVQ level 3 in Youth Work
or further study in a related area such as advice and guidance or counselling.
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Youth Work NVO Level 3 (ABC)

What's the course about?

The aim of this course is to provide practitioners with a nationally recognised qualification that
embraces the National Occupational Standards for youth Work, including the mandatory
competencies (knowledge and skills requirement).

The course covers the following:

Assuming specific and well defined areas of responsibility
Having a leadership role

Working with others

Being involved in decision making

Assuming responsibility for achieving specific results
Using resources effectively

Working with colleagues to promote the organisation

A range of course delivery methods will be used, including sharing ideas together in groups
and exploring serious issues through research, discussion and supported exercises. There
will also be short lectures, presentations, etc. and students will be involved in regular guided
practice in their usual workplace.

Each student/candidate will be allocated an assessor who will assess them regularly by
negotiated arrangement. Assessment methods include assignments, observations and oral
guestions amongst others. Performance evidence is generally gathered from naturally
occurring activity in the workplace.

How long is the course and when will it be taught?

There will be 26 to 30 weekly learning group sessions covering ‘required knowledge’ in
addition to work based sessions. The complete learning/practice programme will usually be
no more than 50 weeks.

What qualifications or experience do | need to do this course?

Although no formal qualification is required, those undertaking this NVQ should be able to
demonstrate that they already have the general knowledge and competence required by the
NVQ level 2 which The Manchester College also delivers. In addition, applicants must be
able to clearly demonstrate that they have a suitable work based placement and that their
organisation will support them during the programme by providing a nhamed supervisor, who
will provide guided practice opportunities.

Applicants will need to have undergone a CRB check (Criminal Records Bureau) which is
required for anyone regularly caring for, training, supervising or being in charge of children or
vulnerable adults. For further information visit www.crb.gov.uk

Which qualifications will | be awarded if | successfully complete the course?

On successful completion you will be awarded an NVQ in Youth Work at level 3 by ABC.

What will | be able to do after I've completed this course?

Level 3 qualifications are appropriate for people wishing to go on to university, or to work
independently, or supervise and be involved in training others in youth work. There are
opportunities for further study including foundation degrees, honours degrees, PG Cert/ PG
Dip or a masters degree.
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BA (hons) Community and Youth Work Studies

Special features

The degree course is designed for reflection on on-going practice in community and youth
work with a high level of application to practice. The course includes significant elements of
team work as well as shared and practical application of learning. The course offers options
for full or part-time study.

The course will take three years full-time. The part time version takes four and a half years
and six years.

Students who have successfully completed the Diploma in Community and Youth Work within
the last five years may be eligible to enrol on the final year of the degree course. Students
who obtained their qualification elsewhere may also be considered.

Module details

Students will take a number of compulsory units and two optional units at each level to make
up 360 credits.

What flexibility is there?
Different routes are available - both part-time and full-time.

Core units are scheduled to suit part-time students with attention to attendance
requirements.

A high level of independent study.

A wide range of relevant and interesting settings for work practice projects and
placements.

Optional units in specific areas of community and youth work issues and practice as
well as from other programmes in the School of Education.

Course content:
Year 1
Level One compulsory course units are:

Enabling Community Participation aims to enable students to reflect on the range of
different organisational structure in community and youth work and their relationship to their
historical, cultural and theoretical context in order to determine the role of a community and
youth worker and the relevance of the particular setting to certain target groups, needs and
policies. (20 credits)

The Role of a Community and Youth Worker in the Development of Young People
promotes critical analysis of the developmental and social contextual issues associated with
young epopel in order to develop a reflective understanding of various community and youth
work activities, approaches and strategies that may serve to address them. (20 credits)

Values and Practice in Community and Youth Work aims to consolidate students©
understanding of the values and principles of community and youth work and to introduce the
core texts and theories as well as their relationship to practice within an anti-oppressive
approach. (20 credits)

Using Research to Identify Community Needs is a work-based unit that aims to provide an
introduction to research within a context of community and youth work and to support
students in carrying out a community audit or profile. (20 credits)
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Year 2
Level Two compulsory course units are:

Analysing Community and Youth Work with Groups aims to assist students in their
development of critical and reflective approaches in their work with groups. (20 credits)

Management and Organisational Issues in Community and Youth Work enables
students to carry out management tasks and responsibilities with an understanding of
relevant concepts, theories and strategies to address issues arising. (20 credits)

Reflection on Current Youth Work Practice is a work-based unit that provides supporting
structures for developing skills in developing, monitoring and evaluating professional good
practice. (20 credits)

Research and Community and Youth Work aims to assist students in their development of
critical and reflective approaches in relation to research and community and youth work with
an in-depth understanding of their application within their practice. (20 credits)

Year 3

Level Three compulsory course units are:

Managing a Community Project is a work-based unit that aims to enable students to carry
out management tasks and responsibilities within a community and youth work context as
critically reflective practitioners with an understanding of relevant concepts, theories and
strategies to address issues arising. (20 credits)

Ethical and Global Research in Informal Education aims to ensure that participants can
apply their understanding of professional ethics and global issues to planning a relevant
action research project. (20 credits)

A Dissertation in Applied Community and Youth Work Studies aims to enable students to
develop confidence and knowledge in a relevant topic through supported independent
research and to encourage the development of the profession through dissemination of
findings. (40 credits)

Career opportunities

The degree is already a pre-requisite for many managerial, training and development posts in
community work, youth work and community development, including local authority
departments (e.g. Youth, Community, Education and Leisure Services) as well as charitable
and voluntary sector organisations (NGO®), Children and Family Services, Youth Offending
Teams, Connexions, Housing Associations, Health Services. From 2010, the professional
qualification will only be awarded to individuals with an undergraduate degree; so as time
goes on, community and youth workers will be expected to have a degree.

Financial help available

Manchester Youth Service aims to part sponsor six youth workers to undertake the BA (Hons)
Applied Community and Youth Work Studies for the academic year 2010-2011. Students will
undertake the course at The University of Manchester.Fifty percent of the fees will be paid by
MY S and the student will be responsible for paying the remaining fifty percent. Students must
reapply for funding annually.

The latest information on bursaries and scholarships can be found at The University of
Manchester website: www.manchester.ac.uk/studentfinance

The Manchester Guarantee Bursary provides guaranteed financial support of at least £1000
per year for all full time uk students with an annual household income of £22,000 or less.

13



Information about government assistance with fees and student loans can be found at Central
Office of Information website: http:/www.direct.gov.uk/. There are separate forms for part time
and full time options and new forms for each academic year.

What are the selection criteria?

Selection procedures for youth workers who wish to be sponsored by Manchester Youth
Service include a written application and an interview by a Manchester City Council
Appointment Panel. Those selected by the panel will then undertake a further interview at The
University of Manchester.

Information on sponsorship of the Youth Professional Status and Post Graduate Youth Work

Qualification, for existing graduates without a youth work qualification, will be available later
this year
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Core Policies & Procedures

Equality & Diversity—E-Learning: Module 1

Who should attend?

All Manchester City Council Staff

Duration N/A
Time of Course N/A
Pre-requisite None

Aims

Introduce staff to what equal opportunities and diversity mean and
why they are so important for our organisation and for them as
individuals; Look at some of the main equal opportunities legislation
that® been put in place, along with the policies that the Council has
developed to support diversity; Consider the rights and
responsibilities that staff have as individuals and provide practical
guidelines for making equal opportunities and diversity happen.

Dates & Venues

N/A

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Equality & Diversity in Practice for Front Line Staff: Module 2

Who should attend?

Front Line Staff

Duration

1, Day

Time of Course

09.30am — 13.30pm

Pre-requisite

Attendees to complete the E-Learning Module
Please note that you can apply for this training while completing the
e-learning.

Aims

Having gained insight from the e-learning module, this workshop will
enable staff to understand how they can contribute to ensuring that
the Council provides a fair and equal service to both external and
internal service users.

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

Explain how discrimination can arise in their team and
delivery of services.

Identify the diversity/equality needs of their service users.
Identify how diversity/equality issues can impact on their
delivery of services and customer care practice.

Identify ways to challenge and eliminate discrimination in
their delivery of services and customer care practice.
Promote diversity/equality good practice in their team and in
the delivery of services.

Action plan to ensure that their services meet the needs of
their service users.

Dates & Venues

Dates TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Equality & Diversity in Practice for Managers: Module 2

Who should attend? Managers

Duration % Day

Time of Course TBC

Pr-requisite Attendees to complete the E-Learning Module.
Please note that you can apply for this training while completing the
e-learning.

Aims Having gained insight from the e-learning module, this workshop will

enable managers to understand how they can contribute to ensuring
that the Council provides a fair and equal service to both external
and internal users.

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

Explain how discrimination can arise in the team.

Identify how diversity/equality issues can impact on own
work role as a manager.

Identify how key diversity/equality issues affect staff and
service users.

Identify ways to challenge and eliminate discrimination in
the team and in the delivery of services.

Promote diversity/equality good practice in the team and in
the delivery of services.

Evaluate the impact of diversity/equality in the workplace.
Action plan to implement good practice in the workplace.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Recruitment & Selection Module One: E-Learning

Who should attend?

Panel members that are new to being a part of a recruitment panel.

Duration

E-learning in own time

Time of Course

N/A

Pre-requisite

None

Aims

This e-learning module will provide new panel members with the
background knowledge to be an effective member of a recruitment
panel. This course is mandatory for new staff who have never
recruited in the Council before. It is also suitable for staff that
haven®recruited for two years or more. This course is a pre
requisite to the compulsory module 2 - Recruitment and
Selection Skills course.

By completing this e-learning, delegates will be able to:

Introduce the Best Practice Guide

Explain Manchester City Council® approach to recruitment
and selection

List how legislation impacts on recruitment and selection
Ensure best practice in recruitment and selection

Course Content
Delegates are expected to read each of the "how to guides" and

complete a short multiple choice questionnaire.

Once the questionnaire has been completed and returned, a place
will be offered on the next available skills course. Delegates cannot
sit on a panel until this module has been completed successfully.

Dates & Venues

See Module 2

How to Apply

Apply for a date on the module 2 Recruitment & Selection course.
The E-Learning questionnaire will be forwarded to you for
completion before the training.
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Recruitment & Selection Module Two: Skills Course

Who should attend?

Panel members that are new to being a part of a recruitment panel.

Duration

1 Day

Time of Course

09.30am — 16.30pm

Pre-requisite

Delegates must have completed module one: e-learning

Aims

This course aims to give panel members the necessary skills to be
an effective member of a recruitment panel for the Council. This
course can only be attended by people who have successfully
completed module one: e-learning.

By the end of this session, delegates will be able to:

Explain the skills needed to be an effective panel member
or chairperson.

Explain Manchester City Council® approach to recruitment
and selection

Write a person specification

List appropriate assessment methods

Undertake interviews and differentiate between candidates
who "do a good interview" and those that can "do the job".

Course Content

Delegates will work in small groups looking at the recruitment and
selection process from identifying a vacancy to appointing a
successful applicant. There will be opportunities to explore the
different methods of recruitment and how to assess candidates.

Dates & Venues

Friday 17 July 2009 - Victoria Mill

Tuesday 15 September 2009 - Town Hall B17

Tuesday 22 September 2009 - Hooper Street

Tuesday 13 October 2009 - Victoria Mill

Tuesday 20 October 2009 - Town Hall Extension Room 6003
Wednesday 11 November 2009 - Venue TBC
Wednesday 18 November 2009 - Victoria Mill

Monday 14 December 2009 - Hooper Street

Tuesday 15 December 2009 - Town Hall Room B17
Tuesday 19 January 2010 - Victoria Mill

Wednesday 20 January 2010 - Victoria Mill

Wednesday 10 February 2010 - Town Hall Room B17
Tuesday 18 February 2010 - Hooper Street

Tuesday 9 March 2010 - Town Hall Extension Room 6003
Wednesday 10 March 2010 - Victoria Mill

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Welcome to Manchester Briefing

Who should attend?

All new employees to the City Council, who are to work in Children®
services. Staff will be identified by Personnel section.

Duration

1 Day

Time of Course

09.15am — 16.30pm

Pre-requisite

None

Aims

To share information about Council Services.

To make staff aware of the Councils vision, values, aims &
objectives.

To enable all new staff to understand Children® services in
the context of the City council.

To enable all new staff to understand Key priorities for
children® Services.

Dates & Venues

The Learning and Development Service, 3rd Floor, Victoria Mill, 10
Lower Vickers Street, Miles Platting, Manchester M40 7SH.

Thursday 16 July 2009, 9.15am - 4.00pm
Wednesday 9 September 2009, 9.15am - 4.00pm
Wednesday 30 September 2009, 9.15am - 4.00pm
Thursday 15 October 2009, 9.15am - 4.00pm
Thursday 21 October 2009, 9.15am - 4.00pm
Thursday 26 November 2009, 9.15am - 4.00pm
Wednesday 16 December 2009, 9.15am - 4.00pm
Thursday 14 January 2010, 9.15am - 4.00pm
Thursday 25 February 2010, 9.15am - 4.00pm
Wednesday 31 March 2010, 9.15am - 4.00pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Information & Communication Technoloqy

Introduction to Microsoft Excel—Level 1

Who should attend?

Anyone who works with Excel spreadsheets and databases.

Duration

1 Day

Time of Course

09.15am — 16.30pm

Pre-requisite

None

Aims

By the end of the Excel level 1 participants will learn basic
worksheets skills and how to work with data in worksheets. The
training day will be based on:

Lesson 1: Excel Basics,

Lesson 2: Entering Data and Navigating in Worksheet,
Lesson 3: Modifying a Workbook,

Lesson 4: Moving and copying data,

Lesson 5: Formatting a Worksheet,

Lesson 6: Printing a Worksheet,

Lesson 7: Introduction to the Workbook Environment.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Introduction to Microsoft Excel—Level 2

Who should attend?

Anyone who works with Excel spreadsheets and databases.

Duration

1 Day

Time of Course

09.15am — 16.30pm

Pre-requisite

Basic PC Skills or to have completed level 1

Aims

By the end of the Excel level 2 participants will learn the skills and
concepts necessary to create charts and to use the list-
management capabilities of Excel 2000. The training day will be
based on:

Lesson 1: Sorting Data,

Lesson 2: Filtering Data,

Lesson 3: Using Pivot Tables,
Lesson 4: Creating Charts,
Lesson 5: Modifying Charts,
Lesson 6: Formatting a chart,
Lesson 7: Using Graphic Objects.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Introduction to Microsoft Excel—Level 3

Who should attend?

Anyone who works with Excel spreadsheets and databases.

Duration

1 Day

Time of Course

09.15am — 16.30pm

Pre-requisite

Basic PC skills, ideally completed level 2.

Aims

By the end of the Excel level 3 participants will learn various
advanced techniques for analyzing and manipulating data in Excel
2000. The training day will be based on:

Lesson 1: Working with Multiple Worksheets,

Lesson 2: Consolidating and Analyzing Data,

Lesson 3: Using Protection and Display Options,

Lesson 4: Advanced Formula Construction,

Lesson 5: Introduction to Macro,

Lesson 6: Customizing the Work Area,

Lesson 7: Creating Excel Web Pages,

Lesson 8: Working With Interactive Excel Web Documents.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Introduction to Microsoft Word—Level 1

Who should attend?

Anyone who uses word day-to-day.

Duration 1 Day
Time of Course 09.15am — 16.30pm
Pre-requisite none

Aims

By the end of the Word level 1-course participants will learn the
basic skills necessary to begin using Word 2000. The training day
will be based on:

Lesson 1: Word basics,

Lesson 2: Navigating in a document,

Lesson 3: Additional editing techniques,
Lesson 4: Character and paragraph formatting,
Lesson 5: Introduction to tabs and tables,
Lesson 6: Controlling page appearance,
Lesson 7: Tools and printing,

Lesson 8: Creating a Web page.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Introduction to Microsoft Word—Level 2

Who should attend?

Anyone who uses word day-to-day.

Duration

1 Day

Time of Course

09.15am — 16.30pm

Pre-requisite

Basic PC skills, ideally completed level 1.

Aims

By the end of the Word level 2 participants will learn intermediate
features of word 2000. The training day will be based on:

Lesson 1: Working with sections,

Lesson 2: Managing Tables and Table Data,
Lesson 3: Using Mail merge,

Lesson 4: Styles and Auto Text,

Lesson 5: Introduction to Templates,

Lesson 6: Introduction to Macros,

Lesson 7: The Internet and the Web.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Introduction to Microsoft Word—Level 3

Who should attend?

Anyone who uses word day-to-day.

Duration

1 Day

Time of Course

09.15am — 16.30pm

Pre-requisite

Basic PC skills, ideally completed level 2

Aims

By the end of the Word level 3 participants will learn advanced
features of Word 2000. The training day will be based on:

Lesson 1: Advanced Styles,

Lesson2: Creating a Form Template,

Lesson 3: Using Graphic Effects,

Lesson 4: Work with Large Documents,

Lesson 5: Managing Document Changes,

Lesson 6: Preparing Word Documents for an Internet

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Lotus Notes

Who should attend?

This course is aimed at staff who have a Manchester City Council e-
mail address or need to understand the functions in the Lotus
Notesmail software package.

Duration 1 Day
Time of Course 09.15am — 16.30pm
Pre-requisite Basic PC skills

Aims

The aim of this course is to develop participants skills in
using the basic functions in Lotus Notesmail, including
calendars.

Course Content

Identify their mail files in the Windows Workspace.
Read, write, delete and send mail.

Reply and forward mail.

Attach and detach documents.

Set up folders and files and housekeep mail in them.
Demonstrate the use of the Delivery Options function.
Explain the use of the Out of Office Agent.

Change the Headings and User passwords.

Input entries into the Calendar.

Describe the Trash facility and its use.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Health & Safety

Building Safety

Who should attend?

Building managers/ officers for the buildings

Duration TBC
Time of Course TBC
Pr-requisite None
Aims To equip managers to be able to effectively manage Fire, Asbestos

and Legionella risks within buildings under their control.

Participants will have a basic understanding of:

Be aware of the health and safety law applying to buildings
Understand the Asbestos Management Plan and how to
apply it within their building(s)

Understand the Legionella Management Plan and how to
apply it within their building (s)

Understand the Fire Management Plan and how to apply it
within their building(s)

Be aware of the sources of technical advice and support
available to them

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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CIEH Certificate in Food Safety

Who should attend?

This course is aimed at those staff who, as part of their duties, come
into contact with or handle food which is intended for consumption

by others.
Duration TBC
Time of Course TBC
Pre-requisite None

Aims

The aim of this course is to ensure that employees who, as part of
their responsibilities, are required to handle or are involved in the
preparation of open or risk foods, are aware of the importance of
both food and personal hygiene and the dangers of food poisoning

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

Identify the major causes of food poisoning and its
prevention

Describe the importance of Personal Hygiene

Identify signs of food pests and explain how to prevent
them

Define the term ®anger zone€and explain its importance in
the safe storage of foods

State the importance of using the correct cleaning agents
for the proper uses and explain why

NB. There is a short test to complete to achieve certification

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Food Safety

Who should attend?

This course is aimed at staff who, as part of their duties, come into
contact with or handle food which is intended for consumption by
others.

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

The aim of this course is to ensure that employees who, as part of
their responsibilities, are required to handle or are involved in the
preparation of open or risk foods, are aware of the importance of
both food and personal hygiene and the dangers of food poisoning

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

Identify the major causes of food poisoning and its
prevention

Describe the importance of Personal Hygiene

Identify signs of food pests and explain how to prevent
them

Define the term ®anger zone€and explain its importance in
the safe storage of foods

State the importance of using the correct cleaning agents
for the proper uses and explain why

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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First Aid at Work (4 Day Course)

Who should attend?

Anyone

Duration

4 Days

Time of Course

09.00am — 15.30pm each day

Trainer

MCC Leisure Services

Aims

Full attendance on all four days is required towards success in
gaining the First Aid at Work Certificate.

The course combines both theoretical and practical elements to
provide basic First Aid in a variety of situations. Coursework
requires individuals to act as First Aider and Casualty in various
positions including lay on the floor, so please bear this in mind. We
would strongly advise you to wear appropriate clothing.

The practical element of kneeling and being rolled into the recovery
position may aggravate some old or existing problems. If this gives
rise to concern then discuss it with your Training Co-ordinator
before the commencement of the course.

If you have an official council name badge, we would be grateful if
you would wear it, whilst on the course.

A course manual is provided, but course members are requested to
bring writing materials with them to jot down memory aids.

Dates & Venues

Parkside Training Centre
Sheepfoot Lane
Prestwich

Manchester

M25 OBW

Monday 06 July, Tuesday 07 July, Monday 13 July, Tuesday 14
July 2009

Tuesday 04 August, Tuesday 11 August, Tuesday 18 August,
Tuesday 25 August 2009

Thursday 10 September, Friday 11 September, Thursday 17
September, Friday 18 September 2009

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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First Aid at Work Renewal (2 Day Course)

Who should attend?

have a current First Aid at Work Certificate. If applying for a place
you must hold a current First Aid at Work Certificate covering the
final day of course. Full attendance on both days is required
towards success in gaining the First Aid at Work Certificate.

Duration 2 Days

Time of Course 09.00am — 15.30pm

Trainer Leisure Services

Aims Those wishing to become registered First Aiders. The course

combines both theoretical and practical components to provide
basic First Aid in a variety of situations. There is a strong practical
element so please wear appropriate clothing.Priority will be given to
employees from areas in the department where First Aid cover is
needed.

Principles of First Aid

How the Body Functions

Resuscitation (Theory)

Resuscitation (Practice)

Treatment of an Unconscious

Control of Bleeding

Treatment of Shock

Transportation of Patients

First Aid

Dressing and Immobilisation of Injured Parts
Treatment of Injuries, Burns and Scalds
Personal Hygiene

Recognition of llinesses

Emergency and Reporting Procedures
Poisonous Substances

Revision (Resuscitation and Unconsciousness)
Questionnaire

Practical Test

Oral Test

Dates & Venues

Parkside Training Centre

Sheepfoot Lane

Prestwich

Manchester

M25 0BW

Wednesday 19 August and Thursday 20 August 2009

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Health & Safety Induction / Refresher

Who should attend? All Children® Service Staff

Duration TBC
Time of Course TBC
Pre-requisite None
Aims Participants will have a basic understanding of:
Health & Safety Policies
Risk Assessments
Manual Handling
Infection Control
COSHH (Care of substances hazardous to health)
Fire Marshall Evacuation
Dates & Venues TBC
How to Apply Please apply through the Learning & Development pages on the

intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Risk Management Methodoloqy and Training

Who should attend?

All managers grade 7 and above to enable them to make decisions
based on the identification and analyses of risk.

Duration

TBC

Time of Course

TBC

Pre-requisite

Managers Grade 7 and above

Aims

The audit commission has identified that risk management is a key
area for development in all areas of service delivery. In recognition
of this the senior management team have agreed that we should
develop and deliver a comprehensive learning and development
programme to support effective risk management across all
services. The first stage of this programme has been agreed as a
series of half day sessions.

To introduce the city council approach to risk assessment.
Explain what managers need to do in relation to risk
assessment.

Support the implementation of a common approach to risk
assessment.

Provide participants with the skills and confidence to assess
risk.

Provide an opportunity to practice risk assessment skills.
Outline additional help and support that is available.

Outline governance arrangements for risk management.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH




Job Related Development

Aids & HIV Training

Who should attend?

Anyone within Children’s Services who deals with the issues
surrounding HIV and Aids.

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

To discuss/share the skills and knowledge for staff to practice safely
in relation to Aids/HIV.

Participants will have a basic understanding of:

Up to date understanding of medical and social facts.

Exploration of issues around sexuality, safer sex and
experiences of people living with HIV

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Common Assessment Framework (CAF)

Who should attend?

The CAF training programme for 2009/2010 is now available for all
practitioners who work with children and families and is open to all
those in statutory and non-statutory services. If you think you or a
colleague would benefit from CAF training please read the course
descriptions below and email caftraining@ manchester.gov. uk for a
copy of the training programme.

Duration N/A

Time of Course N/A

Trainer CAF Training
Aims

Which Common Assessment Framework (CAF) Training is for
you?
Level 1: Awareness

Anyone who works with children and young people will need an
awareness of what the Common Assessment Framework is. This
short briefing gives an overview of what the Common Assessment
Framework is and how it fits in with integrated working in
Manchester. It also gives an overview of the lead professional role
and information sharing - key elements of the CAF.

This course is a pre-requisite for the Level 2 training.

After successful completion of the Level 1: Awareness briefing
practitioners who work closely with children and young people can
apply for one of the following Level 2 courses.

To access Level 2 training delegates:

Must be CRB cleared.
Are expected to complete or contribute to a common
assessment within 1 month of course completion.

Level 2: Practitioner - for practitioners working closely with
children and young people.

This is a practical one day training session which enables
practitioners to:

Identify when a CAF should be initiated

Complete a CAF assessment

Undertake the lead professional role

Know when and how to share information with other
services

OR

Level 2: Practitioner for Managers/Supervisors - for those who
supervise other practitioners.

This is a one day training session which provides an overview of the
Common Assessment Framework from a management perspective.
Managers/supervisors will look at:
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How to complete a common assessment

How CAF fits with their existing assessments

What skills their teams will need to complete a CAF
assessment

What skills their teams will need to take on the lead
professional role

What implications CAF has for their organisation and how it
can be implemented.

Refresher training

This half day training is aimed at all practitioners who have attended
the full day practitioner training but need to refresh their skills and
update their practice.

How to apply Please discuss your training needs with your line
manager in the first instance, then contact the Children® Trust
Arrangements Implementation Team:

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Dealing With Conflict, Violence and Aggression

Who should attend?

Staff who work face to face with young people and who may be
faced with aggressive and potentially violent clients

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

By the end of the training all participants will have:

Explored feelings around aggression and violence
Looked at assault cycles and other theoretical
underpinnings

Identified practical strategies for dealing with difficult
situations

Respecting signs and intuition

Worker safety, a basic introduction to breakaway
techniques and the legal context
Teamwork and implications for the work

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Designated Persons

Who should attend?

All those who come into regular contact with children and young
people.

Duration

1 Day

Time of Course

09.15am — 16.00pm

Pre-requisite

Candidates must have completed a basic Safeguarding Children
course before attending

Aims

To prepare participants to recognise early signs of possible
problems and child abuse

To introduce Attachment Theory and the Assessment
Framework

To increase your confidence in your role in protecting

children To build networks of support
By the end of the course, participants will be able to:

To identify possible signs of neglect, physical, sexual and
emotional abuse.

To understand the theory around Attachment and the
function of the Assessment Framework.

To identify the course of action you would take when you
have concerns or a child discloses abuse to you and
identify the appropriate contacts, in compliance with
Manchester® Child Protection Procedures.

To understand the role of the Manchester Safeguarding
Children Board.

To gain knowledge of Every Child Matters and the Change
for Children Programme and recognise the national
framework in relation to safeguarding children.

To identify personal and organisational good practice to
safeguard the welfare of children

Dates & Venues

The Learning and Development Service,
3rd Floor, Victoria Mill,

10 Lower Vickers Street,

Miles Platting,

Manchester

M40 7SH.

Monday 14 September 2009
Thursday 5 November 2009
Tuesday 5 January 2010
Friday 19 March 2010

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Gender Work With Young People

Who should attend?

All those who come into regular contact with children and young

people.
Duration TBC
Time of Course TBC
Pre-requisite None

Aims

This course examines some of the influential factors in the lives of
young males and young females and how conflicting societal
notions of masculinity and femininity impacts on the emotional and
social development of children and young people today.

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

Explore how boys and young men learn about masculinity
Explore how girls and young women learn about femininity
Consider how personal values and attitudes may affect the
way we work with boys and girls

Examine issues around positive relationships, body image
and sexuality

Consider techniques to support positive self-esteem and
confidence building

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Safequarding Children Foundation Level

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am — 16.00pm
Pre-requisite None

Aims

To identify possible signs of neglect, physical, sexual and
emotional abuse.

To identify the course of action you would take when you
have concerns or a child discloses abuse to you and
identify the appropriate contacts, in compliance with
Manchester®@ Safeguarding Procedures.

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

To prepare participants to recognise early signs of possible
problems and child abuse.

To increase your confidence in your role in protecting
children. " To build networks of support.

Dates & Venues

The Learning and Development Service,
3rd Floor, Victoria Mill,

10 Lower Vickers Street,

Miles Platting,

Manchester

M40 7SH.

14 September 2009, 9.15am - 4.00pm
18 September 2009, 9.15am - 4.00pm
21 September 2009, 9.15am - 4.00pm
25 September 2009, 9.15am - 4.00pm
28 September 2009, 9.15am - 4.00pm
2 October 2009, 9.15am - 4.00pm

5 October 2009, 9.15am - 4.00pm

9 October 2009, 9.15am - 4.00pm

12 October 2009, 9.15am - 4.00pm

16 October 2009, 9.15am - 4.00pm
23 October 2009, 9.15am - 4.00pm
26 October 2009, 9.15am - 4.00pm
30 October 2009, 9.15am - 4.00pm

2 November 2009, 9.15am - 4.00pm

6 November 2009, 9.15am - 4.00pm

9 November 2009, 9.15am - 4.00pm
13 November 2009, 9.15am - 4.00pm
16 November 2009, 9.15am - 4.00pm
20 November 2009, 9.15am - 4.00pm
23 November 2009, 9.15am - 4.00pm
27 November 2009, 9.15am - 4.00pm
30 November 2009, 9.15am - 4.00pm
4 December 2009, 9.15am - 4.00pm

7 December 2009, 9.15am - 4.00pm
11 December 2009, 9.15am - 4.00pm
14 December 2009, 9.15am - 4.00pm
18 December 2009, 9.15am - 4.00pm
11 January 2010, 9.15am - 4.00pm

15 January 2010, 9.15am - 4.00pm

18 January 2010, 9.15am - 4.00pm

22 January 2010, 9.15am - 4.00pm
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25 January 2010, 9.15am - 4.00pm
29 January 2010, 9.15am - 4.00pm
1 February 2010, 9.15am - 4.00pm
5 February 2010, 9.15am - 4.00pm
8 February 2010, 9.15am - 4.00pm
12 February 2010, 9.15am - 4.00pm
15 February 2010, 9.15am - 4.00pm
19 February 2010, 9.15am - 4.00pm
22 February 2010, 9.15am - 4.00pm
26 February 2010, 9.15am - 4.00pm
1 March 2010, 9.15am - 4.00pm

5 March 2010, 9.15am - 4.00pm

8 March 2010, 9.15am - 4.00pm

12 March 2010, 9.15am - 4.00pm
15 March 2010, 9.15am - 4.00pm
19 March 2010, 9.15am - 4.00pm
22 March 2010, 9.15am - 4.00pm
26 March 2010, 9.15am - 4.00pm
29 March 2010, 9.15am - 4.00pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Safequarding Children Advanced Level

Who should attend? Field SW®, FISS, CHAD, CAFRASS, Support workers. Those who
would be required to attend ICC, CC&CG® or give evidence ina

court
Duration 2 Days
Time of Course 09.15am — 16.00pm each day
Pre-requisite Candidates must have completed a Safeguarding Children
Foundation course before attending
Aims By the end of the course, participants will be able to:
To encourage participants to explore key aspects of child
abuse, it® causes and ways of responding.
To prepare participants to work within the legal framework
of Manchester® child protection policies and procedures in
ways appropriate to the situation.
To assist participants to identify how anti discriminatory
practice should be incorporated into practice.
To review some of the research informing practice.
To increase your confidence in your role of protecting
children
Dates & Venues The Learning and Development Service,

3rd Floor, Victoria Mill,
10 Lower Vickers Street,
Miles Platting,
Manchester

M40 7SH.

7 and 8 January 2010, 9.15am - 4.00pm
10 and 11 March 2010, 9.15am - 4.00pm

How to Apply Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH




Working with LGBT (Lesbian, Gay, Bi-Sexual & Transgender) Young

People

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

This course explores the fact that research has shown that 1 in 10
young people are leshian, gay or bisexual, and identifies the key
social exclusion issues facing these young people.

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

Examine the myths and stereotypes around sexuality
Consider the issues and needs of lesbian, gay and bisexual
young people

Define what is homophobia and heterosexism and their
impact on the lives of gay young people

Explore the issues around @oming Out©

Identify effective strategies to supporting lesbian, gay and
bisexual young people

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH




Manchester Safeqguarding Children Board (MSCB)

MSCB — Case Planning

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

1 Day

Time of Course

09.15am — 16.15pm

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

Have a sound understanding of the principles and processes for
effective collaboration and be able to forge and sustain relationships
with other practitioners and families to safeguard and promote the
welfare of children.

Explain when, how & why practitioners should case plan.
Understand the boundaries of personal responsibility and
know when to involve others and where to get advice &
support.

Understand the role of other practitioners & agencies in
supporting and advising families when safeguarding and
promoting the welfare of children.

Recognise appropriate intervention and support.

Know who to share information with, when and how to
record information related to assessment, planning,
intervention and review.

Dates & Venues

Wednesday 16 September 2009, 9.15am - 4.15pm, The Grange
Thursday 5 November 2009, 9.15am - 4.15pm, Luther King House
Thursday 14 January 2010, 9.15am - 4.15pm, Luther King House
Wednesday 3 March 2010, 9.15am - 4.15pm, The Grange

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH




MSCB — Child Sexual Exploitation

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

1 Day

Time of Course

09.15am — 16.15pm

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

To raise awareness of Child Sexual Exploitation.
Aims and Objectives
Identify and define Child Sexual Exploitation.

Discuss statutory guidance within the context of the
Manchester Child Protection Procedures

Match circumstances against offences outlined in the
Sexual Offences Act 2003

Describe the role of Manchester’s specialist multi-agency
team — PROTECT and be aware of how to make referrals

Interpret the signs and indicators of Child Sexual
Exploitation

Apply measures and actions, which amount to an effective
response

Dates & Venues

Thursday 10 September 2009, 9.15am - 4.15pm, Luther King House
Monday 15 February 2010, 9.15am - 4.15pm, The Grange

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MSCB — Domestic Abuse

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

1 Day

Time of Course

09.15am — 16.00pm

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

To raise the awareness of domestic abuse for those who work with
children and young people and their families. In order that they are
able to communicate effectively and develop working relationships
to safeguard and promote the welfare of children.

Aims and Objectives
Define domestic abuse and outline the key concepts

Understand the effects on children, young people and
workers

Explain professional roles and responsibilities
Recognise appropriate intervention and support

Dates & Venues

Thursday 1 October 2009, 9:14 am to 4:00 pm, The Grange
Thursday 11 February 2010, 9:14 am to 4:00 pm, One Central

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH

47




MSCB — E-Learning An Awareness of Child Abuse and Neglect

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

N/A

Time of Course

N/A

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

The aim of this module is to inform you about the various types of
abuse or deliberate harm to a child and then to explain what you
must do if you suspect that a child is being abused or deliberately
harmed.

Understand the various types of abuse or deliberate harm
to a child.

Identify the signs and what to look for.

Know how to ask questions if you suspect a child is being
abused.

Know what steps to take if you suspect abuse is happening.

Know what happens after a referral is made to Children’s
Services (Social Care).

Know what to do if a child or an adult discloses abuse.
Understand the importance of keeping records.

Understand the importance of multi agency working.

Dates & Venues

N/A

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH




MSCB — Introduction to Case Conferences and Core Groups

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

1 Day

Time of Course

09.15am — 16.15pm

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

To provide participants with an overview of the purposes and
content of child protection case conferences and core groups, and
clarify roles and responsibilities.

Aims and Objectives

Outline the context and legislative background of the current child
protection system.

Explain the threshold for the requirement of a Child
Protection Plan.

Understand the expectations and requirements of child
protection case conferences.

Identify roles and responsibilities at case conferences and
core groups.

Define the purpose of case conferences and core groups.

Dates & Venues

Wednesday 30 September 2009, 9.15am - 4.15pm, Luther King
House

Thursday 26 November 2009, 9.15am - 4.15pm, The Grange
Thursday 28 January 2010, 9.15am - 4.15pm, Luther King House
Monday 1 March 2010, 9.15am - 4.15pm, One Central

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MSCB — Learning from Serious Case Reviews

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

1 Day

Time of Course

09.15am — 16.15pm

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

To share the learning from local and national serious case reviews.
Aims and Objectives

Explain the relevant functions of Manchester Safeguarding
Children Board.

Outline the criteria and purpose of a serious case review as
outlined in ‘Working Together 2006’.

Identify the learning and recommendations from local
cases.

Define the themes from national and local serious case
reviews.

Dates & Venues

Monday 19 October 2009, 9.15am - 4.15pm, One Central
Thursday 11 March 2010, 9.15am - 4.15pm, Luther King House

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MSCB — Neglect

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

2 Days

Time of Course

09.15am — 16.15pm each day

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

This course will cover:
Signs and symptoms of neglect
Theoretical background of neglect
Effective interventions that work

Multi-agency working and neglect

Dates & Venues

Wednesday 14 and Thursday 15 October 2009, 9.15am - 4.15pm,
The Grange

Thursday 4 and Friday 5 February 2010, 9.15am - 4.15pm, The
Grange

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MSCB — Safequarding Children from Abroad

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

1 Day

Time of Course

09.15am — 16.15pm

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

The training aims to provide an overview of UASC and promote the
importance of professionals working together to safeguard children
from trafficking

Aim(s) and Objectives
Increase practitioners€knowledge about UASC

Inform practitioners about international and national
issues, and give guidance on child trafficking

Place the issue of child trafficking within the context of
local protection procedures

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MSCB — Safeqguarding Children in Gangs

Who should attend? | All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am — 16.15pm
Pre-requisite All candidates applying for level 2 or 3 Multi-Agency Courses must

ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims Aims

This is a one day course delivered by members of the Manchester
Multi-Agency Gang Strategy and Manchester Safeguarding Children
Board Training Pool. To raise awareness and develop an
understanding of the background and extent of gang culture in
Manchester in order to safeguard and promote the welfare of
children and young people.

Objectives
Define a gang, a gang member and a gang associate.
Outline the dynamics of gang membership.
Describe the situation in Manchester.
Discuss the factors involved in gang culture.

Summarise the terms of reference and structure of
Manchester Multi-Agency Gang Strategy.

State the main principles of the relevant MSCB
protocol.

Recognise how children and young people involved in
gang activity can be safeguarded, taking into account
the guidance provided by @&orking Together 2006©

Dates & Venues Thursday 29 October 2009, 9.15am - 4.15pm, Luther King House
Monday 8 February 2010, 9.15am - 4.15pm, One Central

How to Apply Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MSCB — Safeguarding Disabled Children

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

1 Day

Time of Course

09.15am — 16.15pm

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

To explore attitudes and values to disability.

To introduce the concept of ‘created vulnerability’ in
relation to disabled children.

To reflect on the increased risk faced by disabled
children.

To consider the possible effects of disability on the
assessment of indicators of abuse.

To look at communication issues in relation to child
protection.

To recommend sources of further information, guidance
and support.

Dates & Venues

Monday 13 July 2009, 9.15am - 4.15pm, One Central
Thursday 3 December 2009, 9.15am - 4.15pm, Luther King House

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH




MSCB — Substance Misuse and Parenting

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration

1 Day

Time of Course

09.15am — 16.15pm

Pre-requisite

All candidates applying for level 2 or 3 Multi-Agency Courses must
ensure that at the time of application have attended or re-attended
the Safeguarding Children Foundation course at Manchester within
the last three years. If not stated your application will be
returned

Aims

To discuss and explore the impact on children of
families of substance misuse

To discuss and explore the impact of various types of
substance misuse upon the individual

To discuss how substance misuse can impact on
parenting capacity in terms of emotional, physical and
neglect issues

To promote multi-agency working, and the use of
assessment tools

Dates & Venues

Thursday 8 October 2009, 9.15am - 4.15pm, Luther King House
Thursday 21 January 2010, 9.15am - 4.15pm, One Central

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Manchester Multi-Agency Training Programme (MMAT)

MMAT An Introduction to Sexual Health and STI's

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am — 16.30pm
Pre-requisite None

Aims

This introductory course will provide participants with a broader
understanding of sexual health, including STls, sexuality,
contraception and risk. Information about suitable resources and
relevant local agencies will be provided.

Dates & Venues

15 October 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Child Sexual Exploitation

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am - 16.30pm
Pre-requisite None

Aims

The aims of this course are to raise awareness about child sexual
exploitation and introduce the recent changes in the law and
statutory guidance, by placing it in the context of Manchester’s Child
Sexual Exploitation Protocol and Child Protection Procedures.

Dates & Venues

2 December 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Drug Treatment in a Women'’s Prison

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

To gain an overall knowledge of the support and treatment provided
to drug dependent women in H.M.P and Y.O.l Styal and to be aware
of the issues associated with these women.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Drugs Awareness

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15 — 16.30pm
Pre-requisite None

Aims

This training provides a basic awareness of the common street
drugs used today. Starting with a history of UK drug use, examining
drug scenes, then, examining changes in policy and practice, and
future trends.

Dates & Venues

21 September 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Dual Diagnosis

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15 — 16.30pm
Pre-requisite None

Aims

Is the increasing emergence of co-existing mental health and
substance misuse problems a reality, or simply a case of a new
label for an old problem? This course will enable participants to
explore the issues relating to dual diagnosis for both the service
user and the service, the impact of drug and alcohol use on mental
health, and the current prevention strategies and treatment options.

Dates & Venues

28 September 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Exploring Safe Behaviours (sexual health, alcohol and druqg use)

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 2 Days
Time of Course 09.15am — 16.30 each day
Pre-requisite None

Aims

This comprehensive course explores the links and its impact on
behaviour between sexual health and drug use. It will enable
participants to extend their knowledge of the social impact and
current issues related to alcohol, drugs and sexual health and will
touch on risk reduction strategies. Participants will be updated on a
range of services and resources.

Dates & Venues

23 and 24 July 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH

61




MMAT Harm Reduction

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 2 Days
Time of Course 09.15am — 16.30pm
Pre-requisite None

Aims

This course explores the nature of harm reduction. Participants will
be required to present the case for and against harm reduction as
an intervention in various scenarios. The aim of the course will be to
enable participants to understand the complexities of harm
reduction theories and practice, be confident in their interventions
with service users and able to support their interventions with
evidence.

Dates & Venues

9 and 16 October 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Hepatitis C

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15 — 16.30pm
Pre-requisite None

Aims

Greater Manchester has one of the highest incidences of hepatitis C
in the UK. This one day training will provide a basic but
comprehensive awareness of hepatitis C, including epidemiology,
prevention, treatment, and the latest research finding with best
practice guidance

Dates & Venues

2 October 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH

63




MMAT HIV and Sexual Health Awareness

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 2 Days
Time of Course 09.15 — 16.30pm each day
Pre-requisite None

Aims

This very popular introductory course offers an up to date
understanding of the medical and social facts around the virus, its
transmission and its effects. Participants will explore issues around
sexuality, safer sex and the experiences of people living with HIV.
Participants will also be updated with information about local
agencies. This course may also be used as a refresher and update
for those who have had previous training.

Dates & Venues

24 and 25 September 2009, 9.15am - 4.30pm
10 and 12 December 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH




MMAT Lesbian and Gay Awareness

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am — 16.30pm
Pre-requisite None

Aims

This course is aimed at front line workers who have limited
experience of working with LGB people. It will explore homophobia
and heterosexisim and issues around the need to monitor sexual
orientation in services. It will also provide workers with practical
strategies to enable effective work and information about local
services.

Dates & Venues

30 July 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Men and Sexual Health

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

This course will explore a range of issues around men's sexual
health including puberty, sexuality, STIs / HIV, erectile dysfunction,
testicular and prostate cancer. It will also look at how to engage with
men on sexual health and health promotion issues.

This course has been designed solely for men, however, there is
also a course open to men and women that covers men’s sexual
health, see Her's and His course.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Safer Injection Training

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 3 Days
Time of Course 09.15 — 16.30pm each day
Pre-requisite None

Aims

This is a three day course aimed at anyone who has an interest in
the process of harm reduction for injecting drug users and is
mandatory for anyone who wishes to work in a Manchester NSP
(Needle Syringe Programme). The content includes mock
demonstrations of how drugs are prepared for injecting, the Misuse
of Drugs Act (paraphernalia amendments), sexually transmitted
infections, injection related infections, principles of harm reduction,
specific issues for performance and image enhancing drugs, and
role play exercises.

Dates & Venues

6 - 8 July 2009, 9.15am - 4.30pm (3 day course)

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Sexual Health & Self Esteem

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

This course will explore how to promote positive mental health and
build self-esteem in relation to sexual health and harm reduction. It
will look at the complexities of negotiating safer sex, condom use,
peer pressure and assertiveness skills.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Sexual Health, Sex and Relationships for People with Learning

Difficulties

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am -16.30pm
Pre-requisite None

Aims

This course will enable participants to have an understanding of
sexual health work and relationship education with people with
learning difficulties. It will look at the issues facing people with
learning difficulties; their partners, carers, and workers identifying
suitable strategies and resources.

Dates & Venues

9 December 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Sexual Health, Young People and the Law.

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am — 16.30pm
Pre-requisite None

Aims

This course explores sexual health in relation to the law. It places
the themes of young people and sex in a legal framework and will
provide workers with knowledge about their rights, obligations and
responsibilities. It will address the complexities and contradictions in
relation to young people and sexual health.

Dates & Venues

17 November 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Women and Alcohol

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

Attendance at the basic alcohol course is recommended before this
session.

This course will explore the recent increase in women'’s drinking. It
will look at the dangers, particularly to young binge drinkers; alcohol
and pregnancy; and how attitudes to women'’s drinking and service
provision may have changed.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Women and Sexual Health (Women Only)

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 2 Days
Time of Course 09.15am — 16.30pm each day
Pre-requisite None

Aims

This course will cover sexual health for women from the teenage
years to the menopause. It will explore issues around contraception,
pregnancy, STIs and the menopause with emphasis on the social
and emotional aspects of women and sexual health.

This course has been designed solely for women, however, there is
also a course open to men and women that covers women’s sexual
health, see Her's and His course.

Dates & Venues

29 and 30 October 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Working with Boys and Young Men

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 2 Days
Time of Course 09.15am — 16.30pm each day
Pre-requisite None

Aims

This course will explore the specific sexual, emotional and mental
health needs of boys and young men. It will highlight models of
good practice being undertaken citywide and will provide
participants with an opportunity to develop strategies to enhance
good work practice.

Dates & Venues

6 and 13 November 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Working with Younqg Lesbian, Gay and Bisexual People.

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

This course is aimed at front line workers who have limited
experience in working with young lesbian, gay and bisexual people.
It will explore homophobia and heterosexism and provide workers
with practical strategies to enable effective work.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Young People and Drugs

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration TBC
Time of Course TBC
Pre-requisite None

Aims

This course will give an overview of national and local policies and
good practice. The day will review young people’s substance use in
Manchester and identify typical factors that characterise young drug
users and appropriate interventions. Participants will be updated on
services and resources.

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Advanced Drugs Awareness

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am — 16.30pm
Pre-requisite None

Aims

This training delves deeper into the theoretical concepts of societal
drug use. The day will also provide attendees with a sound
knowledge of the Misuse of Drugs Act including amendments and
how this relates to working practice.

It is recommended that attendees will have either taken the ‘part
one’ of this course or have a good knowledge of current street
drugs.

Dates & Venues

29 September 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT HIV Awareness

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15 — 16.30pm
Pre-requisite None

Aims

This course will provide participants with in-depth scientific and
medical information including the structure and composition of the
virus, the effect it has on the body, the immune system and anti
retro-viral treatment regimes. It will also examine the current social,
political and ethical debates around HIV criminalisation, racism and
homophobia.

Please note it is essential that participants have attended the
introductory two-day course or have a good knowledge on the
subject of HIV.

Dates & Venues

27 October 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Men and Women’s Sexual Health

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 2 Days
Time of Course 09.15am — 16.30pm each day
Pre-requisite None

Aims

This new course will explore both men’s and women’s sexual health
from both a medical and social perspective. It will also look at the
different gender specific issues and approaches needed when
working with each sex.

Dates & Venues

19 and 20 November 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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MMAT Overdose Management

Who should attend?

All those who® work brings them into regular contact with children
and young people

Duration 1 Day
Time of Course 09.15am — 16.30pm
Pre-requisite None

Aims

This course will provide the participant with an awareness of the
factors which can increase the risk of overdose in people using
drugs and alcohol, and explore the ways in which the risks can be
reduced. Course participants will gain basic life support skills,
management of seizures, and an understanding of the procedures
followed when alerting emergency services. Information will also be
provided on the uses and policy around the opioid ‘blocker’
Naltrexone.

Dates & Venues

24 November 2009, 9.15am - 4.30pm

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Personal Development

2 Day Safeguarding Children Foundation Training and the Trainers

Development Programme.

Who should attend?

All Senior/ Designated staff who wish to deliver the SCF. Who have
completed Safeguarding Children Foundation Course

Duration

2 Day

Time of Course

09.15am — 16.30pm

Pre-requisite

All staff must confirm they have completed a basic child protection
course when applying for this training.

Aims

To Empower & Enable candidates to be able to stand in
front of a class/ cohort of same or similar workers, and
be able to deliver the MCC Safeguarding Children
Foundation Course in accordance with "Manchester
Safeguarding Children" guidelines.

To conduct a VKA learning style assessment for each
candidate, enabling candidates to understand the
importance of obtaining such information

To work through the Power-point presentation and to
familiarise oneself with the details and information
contained within.

Aims and Objectives:
By the end of the session staff will:

Be familiar with the use of differing mediums, in an
effective manner. Know how to construct lessons plans,

Know how to use the information, in a constructive
manner.

Know how to pitch and aim the course according to
candidates needs and if known their learning styles.

Be able to vary the training to actively encourage
candidate participation

Dates & Venues

TBC

How to Apply

Please apply through the Learning & Development pages on the
intranet. http://www.mcc/learning/children/courses.htm

If you do not have access to the intranet you can arrange for your
manager to complete the application online for you, or complete the
application form in the back of the book and return to:

Deborah Vaughan

Children’s Services, Workforce Planning & Development
3" Floor, Victoria Mill

10 Lower Vicars Street

Miles Platting

Manchester

M40 7SH
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Application Forms
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Children’s Services
Training Application Form

Please complete a separate form for each different course and for each applicant.

Applicant’s name:
D.0.B. =

Applicant’s job title:

Name of workplace:

Type of workplace:
Nursery / Playgroup / Nursery School / Qut of School Club / Creche / Childminder / Children's Centre
Other, please specify:

Does your setting receive Nursery Education Funding? YES/NO

Address of workplace: __

Tel no. of workplace:

Contact Email address:
(Please note that course confirmations will be via email - use a managers address if you de nat have your own}

Name of course:

Date of course:

Do you have any special requirements?

Name of Manager:

Signature of Manager:

Date:
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Application for Entry

to a Programme of Study

Section 1

Section 2

Students Personal Details

Family/
Surnams

Forenames

Middle Name

Tite Mr Ml M= ws Other
Sax Male [ Femake O
[iain af Btk

Permanent Address

Post Coda

Tl He.

Maobia Ha.

Ernail tddrass,

Maticnality

Term-Time &ddress {if differsnt)

Past Coda

Tl He.

The Manchester College Programime of Study
riendad Stari Dabe (pleasa tick)

Sept 1ar [ Otrear [
Langth of Proposad Programma

rtended Study Mode iplease tidd)
Dy a Eva U Flexi [

Plaasz state the full tike of the courssfprogramima you wish
to study fwith aharratives whare appropnatel,

H you are nok sune which moursa you want and waould ke
halp from Advice and Guidaree, pleasa fick hara. a

Coursa Tida's
1i:

3
ER
4,

Prefarsd campue

Tha collee withas ta suppart siudants in 35 mary ways
as possbla. Please give datails of ary heath or physical
corditions that may reguine spadal arrangamants.

Do o require any help with:

Language Yas ] Ne D
Humaracy 5kl Yas L1 Ne OJ
Litaracy Yas [ Ne

DFFICE USE ONLY E To ba completed by tha tutor
Wi g AT

[Cais al DFfscPirralSe Zorcitizasl U Urcongisioral U

fommiiad B __

Peian T oo, Jirguiy Rl Ly =

| L ter Gl e

rhh'ndu__ ST —

Tha klandrasiar Collage wew themanchasicolega a0 uk 0B0G OgF B5AC
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Section 3

Education Background
Mama and addrass of prasant or lat school or colege attended in tha past G years. Start with the most recant.

Date from Date to School/Colluga

Plazza | examinations akeniguaications achisved. Plaass indude any distarvcs or open karning courses. Start with tha mast recam.

Lwaarding Body Subjact(s)Coursals) Qualification Yearof Exam' | GradeMarks!
ag City & Guilds, w3 GCAE, NV, Booass Qual fication |Cradits
Edamncal Cartificats, BTEC First Dipl

Section 4

Previous EmploymentTrainingfolurtary Experience

Pleasza st ary paricds of employmart, rairing or vobamany sxpenenca you have undartakan, giving brisf dataik of duties.

Cisbas FulPartTima | Employer/Crganisstion | Duties

If cumeritly uremploysd tide bow and give Hational Insurance numbsr 1

The Manchestar Cokege wvey. themandesiorcod laga ac ik 0900 58 BEES
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(Please PRINT THROUGHOUT and complete AL L sections)

#
$
Full Name:
Job Title:
(MCC Staff only) Please tick appropriate box C&F EYP Y outh
Personal No or Date of Birth
Organisation: (MCC staff only)

Work Phone: I

E-mail address:

Work address:

Post Code:

Please provide details as to any particular needs, i.e. dietary, access, specific equipment:

What basic child protection training have you done, and when?:

i ! Date

" Job Title

Manager’s signature Date

(if sending by post or fax)

Please return this form to the relevant agency representative whose details are
provided within the Training Plan 2009/2010. MSCB will confirm your place
directly via email. If you have not received written confirmation by 7 days prior
to the course date, please contact the MSCB Training Administrator.
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