ulletin

slough community training partnership

Courses are open to all community and voluntary groups and individuals.
Unless otherwise stated, bookings can be made by completing the form sent with this bulletin and returning by:

POST: Slough Council for Voluntary Service, 27 Church Street, Slough Berks SL1 1PL
EMAIL: training@sloughcvs.org.uk
FAX: 01753 578243
For further information or general enquiries please call 01753 524176.

Most courses are free for you, but expensive for the providers. Please let us know of any cancellations.

COURSE TITLE PROVIDER DATE TIME FEE

fundraising

Completing Small Grants People 1* (Slough)  21/10/2008 10.00am - 4.00pm
Applications

This course is designed to provide information on the relevant jargon and ways of completing
small grant applications. Please call 01753 474026 to book your place. (£50.00 per/person for
organisations not based in Slough)

key skills for the workplace

Migration Works Enterprise Group Various dates in Sep

Migration Works aims to work with newly arrived migrants who are third world country nationals,
eg. India, Pakistan, Iran, Somalia to name a few. If you have been in the UK for less than 5 years
and have arrived here for settlement purposes, then we have lots of free courses available to help
you such as ‘Life in the UK’, Assertiveness training and Basic IT skills. Please call Seema Kamboj
on 01753 476614.

How to Recruit and Select the Slough CVS 17/09/2008 10.30am - 4.30pm
Right People for Your

Organisation

This course is aimed at managers, team leaders an MC members. It will provide the participants
with the tools and techniques to recruit the right staff to meet the needs of both the organisation

and the role. Please complete the enclosed booking form or email training@sloughcvs.org.uk  for
info.

An Introduction to Influencing Slough CVS 15/10/2008 9.30am - 12.30pm

If you want to bring about change, no doubt you will have to be influential! This course will be
useful for anybody who wants to do just that. An introduction to Advocacy, Campaigning and
Effective influencing. Please complete the enclosed booking form or email
training@sloughcvs.org.uk  for info.

BAA Retail Academy Thames Valley 20/10/08 & 08/12/08 10.00am - 4.00pm
Community Centre

1 weeks training leading to a guaranteed interview to work in retail at Heathrow Airport. Customer
service, teamwork communication and interview skills. Selection by interview. Please contact Brian
Dinan on 01753 578363 or email brian.dinan@slough.gov.uk

Customer Care for Volunteers Volunteer Centre 30-31/10/08 & 03/11/08 9.30am - 4.30pm

This course leads to an NVQ level 2 in Customer service. Call 01753 528632 for details.

Communication Skills for Work Slough CVS 05/11/2008 10.30am - 4.30pm

This course aims to provide the participants with the basic theory and practical tools, tips and tech-
nigues to improve working relationships. Please complete the enclosed booking form or email
training@sloughcvs.org.uk for information.
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COURSE TITLE PROVIDER

Making the Most of the Media Slough CVS 04/12/08 10.00am — 4.00pm

Participants will build their confidence to deliver effective interviews in any media setting; will be
able to clarify, deliver and emphasise their key messages. For info email: training@sloughcvs.org.uk

Admin Skills for Volunteers Volunteer Centre 11-12/12/08 & 15/12/08 9.30am — 4.00pm Free

This course lead to an NVQ Level 2 in Administration skills. Contact 01753 528632 for information. _—

Safe Guarding Children — Putting  Slough CVS 27/01/09 9.30am — 4.00pm Free
Child Protection Policy into practice

The course is for trustees or staff that have responsibility for managing any organizations that in-
volve children or young people. The aim of the day is to enable trustees and staff to feel confident
and respond effectively and appropriately to any concerns about a child. Booking form enclosed or
email training@sloughcvs.org.uk

Starting your own business - Business Link Various Various
Foundations for Success

This FREE workshop is the first vital step in your journey to starting your own business. It is de-
signed to help you decide if running a business is for you and to give you the essential grounding
you need to get started. please call 0845 600 9 006 or email info@businesslinkberkshire.co.uk

How to Network Enterprise Gateway Various Various Free
Business Link

Discover what networking means, how it can benefit you in business and how you can do it
effectively. Call 01753 610043 for details.

personal development

Beat the Credit Crunch Lifelong Learning 15/09/08 — 10/11/08 1.00 — 3.00pm

Find out ways to make your money go further with essential budgeting skills and tips to save
money. You don't have to be good at Maths just willing to learn in a fun environment. Please call
01753 476606 to book your place.

Introduction to Confidence Lifelong Learning 16/09/08 - 21/10/08 6.00 - 8.00pm
Building

Don’t be shy...increase your self-confidence in a supportive friendly environment. Please call 01753
476606 to book your place.

Successful approaches to Arts Development, 18/09/08 9.30am — 4.30pm £5 refundable
exhibiting your work for artists Slough Borough deposit
Council

This course will help you to unpick the practical steps of approaching galleries to exhibit your work.
Please contact 01753 477176 to book a place.

Business skills for artists Arts Development, 16/10/08 9.30am — 4.30pm £5 refundable
Slough Borough deposit
Council

The course includes what a business plan is and why your business needs one, key elements of a
business plan and identifying your unique selling point. Please contact 01753 477176 to book a
place.

Report Writing People 1° (Slough) 11/11/2008 10.00am — 2.00pm

This course will provide you the skills necessary for taking minutes at meetings. Please call 01753
474026 to book your place. (E50.00per person for organisations not based in Slough)

Handling the press and media for Arts Development, 21/11/08 9.30am — 12.30pm £5 refundable
artists Slough Borough deposit
Council

This workshop will give you the tips and techniques to deal with the press and get the coverage you
desire for your work. Please call 01753 477176 to book your place.

How to Achieve your Goals Enterprise Gateway  Various Various

This workshop teaches you techniques that work for planning and achieving your goals. Call 01753
610043 for details.

Problem Solving Enterprise Gateway  Various Various

Learn techniques for looking at problems differently and how you may solve them. Call 01753
610043 for details.

Time Management Enterprise Gateway  Various Various

If you feel you never have enough hours in the day and if you are always putting things off then
come to this workshop and learn how to be more organised and get things done. Call 01753
610043 for details.

Speaking to Groups Enterprise Gateway  Various Various

If you feel nervous at the thought of speaking to a group of people then come to this workshop and
learn how to feel calm and confident when presenting yourself. Call 01753 610043 for details
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Careers Advice and Guidance CfBT — Centre for Ongoing By appointment only
British Teachers

If you are between the ages 20-24 years, live or work in Slough, you can access free impartial
careers advice from a qualified guidance practioner on work, learn and training. To book an
appointment or for further information please contact the careers advisor on 07884442349.

Courses for beginners and UK Online, Chalvey Ongoing Daytime and evening Fees vary
improvers Learning Centre classes

UK Online provides a variety of courses for beginners and improvers in Basic IT Skills, Digital
Photography, Driving Theory and Hazard Perception, Desktop Publishing and many more!
Please call 01753 875533/554261 for enrolment dates and course detalils.

Courses for the Homeless and/or Springboard Learning Ongoing 10.00am - 4.00pm
Disadvantaged Centre

Springboard Learning Centre offers a wide range of short courses including CV Writing, Basic
Skills, Basic IT Skills and many more. Please contact 01753 477176 to book a place, or speak to
Janet or Lynnette for course details.

Adult Learning Centre Slough Lifelong Sep-Dec & Jan-Apr Daytime and evening Fees vary
Slough & Eton School Learning, WEA and classes
Ragstone Road SL1 2PU EBC

Provide a variety of short courses including three hour workshops on Powerpoint, Excel, Emailing
and Basic IT Skills. Other courses include digital photography, pottery and yoga.

Various Courses Slough and Eton Various Various
Adult Ed. Centre

Providing basic skills workshops in car maintenance, Basic DIY and Basic pattern cutting for
making children’s clothes. Please call 01753 486047 for enrolment dates.

developing your group

Effective Chairing Skills People 1° (Slough) 16/09/2008 10.00am - 4.00pm

An introductory course for newly elected chairs of voluntary or community organisations. This

course will be focusing on the necessity for a chair, the responsibilities of being a chair and the

preparation required. Please call 01753 474026 to book your place. (£50.00 per person for

organisations not based in Slough).

Committee Roles & People 1* (Slough) 14/10/2008 10.00am - 4.00pm
Responsibilities

This is an opportunity to gain valuable information on how the committee of any voluntary or

community organisation should work and how to get yours running smoothly, including individual
responsibilities. Please call 01753 474026 to book your place.

Setting up a Group People 1* (Slough) 18/11/2008 10.00am - 2.00pm

Thinking of doing something for your community? This short course will give you some pointers as
to what you may need and how to go forward with your ideas. Please call 01753 474026 to book.
Empowering the voluntary sector Slough CVS 20/11/2008 9.30am - 4.30pm

to Influence public body Decision
Making

The aim of this workshop is strengthen the relationship between voluntary and community
organisations and public bodies and significantly increase opportunities to influence decisions
made by public bodies. Complete the enclosed booking form.

managing your group's finances

How to Budget and Manage Your Slough CVS 29/10/2008 10.00am - 12.30pm
Organisation’s Money

An overview of the budgeting process, restricted and unrestricted funds. Basic principles underly-
ing balance sheets, income and expenditure. Complete the enclosed booking form.

Managing your finances for artists  Arts Development, 06/11/08 9.30am - 12.30pm £5 refundable
Slough Borough deposit
Council

This course will help you navigate your way through tackling tax and managing your money in-
cluding: Handling your tax returns, keeping records of your income and expenditure, balancing
your accounts, pensions and VAT. Please call 01753 477176.

Financial Management — Part 1 Slough CVS 14/01/2009 10.00am - 12.00noon Free
Annual reports and returns
Financial Management — Part 2 12.30pm - 1.30pm

Part 1 - Annual report and overview of SORP 2005, key principles of accounting. How to present
accounts to potential funders and what to include in an annual report. Part 2 - Everything you
wanted to know about organising an AGM. Complete the enclosed booking form.







