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Test Valley Community Services

Training Programme – Autumn, 2011
	Emergency First Aid at Work

	

	This course is intended for smaller workplaces where the appointed person will be able to take charge in the event of an illness or accident.  At the end of the course attendees will have demonstrated competence in basic life support skills and increased their awareness in managing a first aid incident in the workplace.  A certificate will be issued which will be valid for 3 years.  No prior knowledge is necessary.  Trainer registered with Health & Safety Executive.


	Date

Time

Venue

Cost
	Tuesday, 13 September
09:30 – 16:30
Longstock Village Hall, Longstock, SO20 6DP
£60 voluntary sector;

£100 others

Please bring your own lunch, refreshments provided
To book, email the booking form on back page to: bookings@cfeh.org.uk


	Food Hygiene (Chartered Institute of Environmental Health) Level 2
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	Aimed at anyone working in a catering setting where food is prepared, cooked and handled.  On completion of the course you will have knowledge in Food Safety Hazards and the Law; Temperature Control; Refrigeration; Cooking; Food Handling; Safe Storage; Cleaning and food Premises and Equipment.

A short multiple choice exam will be held at the end of the day.


	Date

Time

Venue

Cost
	Tuesday, 4 October
09:30 – 16:30
Longstock Village Hall, Longstock, SO20 6DP

£60 voluntary sector; 

£100 others

Please bring your own lunch, refreshments provided

To book, email the booking form on back page to: bookings@cfeh.org.uk



Test Valley Community Services

Training Programme – Autumn, 2011

	How to Say It – An Introduction to Public Speaking

	

	Janet Blann, CEO of TVCS will be leading this training 
Session.  Janet is an experienced professional 

public speaker and has a passion for the subject.

This 2 hour session will help give you the tools to

stand up and speak with confidence and authority about your organization, your role, or on any subject to any audience.
	Date

Time

Venue

Cost
	Thursday, 13 October
1000 – 1400

tbc
FREE to groups in Test Valley; 

£20 others

Refreshments will be provided

To book, email the booking form on back page to: bookings@cfeh.org.uk


	Writing an Effective Press Release

	

	A well-written, newsy press release can publicise and promote your organisation.  This workshop, led by former Sunday Times City journalist Margaret Coles, covers the following:  determining when it’s the right time to send a press release;  preparing the release—including subject, content, headline, quotes, layout and length—and deciding where to send it to reach your target audience.

Participants will undertake exercises to construct a simple press release from a scenario provided by the tutor with one-to-one attention.  You are welcome to bring along material relating to your own organisation.

 

	Date

Time

Venue

Cost
	Wednesday, 19 October
1045 – 1400

TVCS, Andover
£30 voluntary sector;

£50 others

Please bring your own lunch, refreshments provided

To book, email the booking form on back page to: bookings@cfeh.org.uk



Test Valley Community Services

Training Programme – Autumn 2010
	Enjoy Presenting – Level 2


	Building on what has been learnt in the first Enjoy Presenting course, the second course in the series will take your presenting to a new level, allowing you to influence, inspire and motivate with integrity and ease. The course will give you more great tools, tips and motivational techniques.


	Date

Time

Venue

Cost
	Thursday 24 November
0930 – 1700
The Rendezvous, Andover, SP10 1PA
£60 voluntary sector; 
£100 others

Please bring your own lunch, refreshments provided

To book, email the booking form on back page to: bookings@cfeh.org.uk


	Essential Trustee


	This session is aimed at both new and existing Trustees and will enable participants to: identify and discuss the roles and responsibilities of Trustees and Management Committees; address the importance of an Induction Programme; examine the current situation within the participant’s own organisation, giving the opportunity to share good practice and discuss any positive changes that could be made. 

 

	Date

Time

Venue

Cost
	Thursday 29 November
1000 - 1200
tbc

Refreshments will be provided

To book, email the booking form on back page to: bookings@cfeh.org.uk



The new training consortium, LEARNING HIGHWAYS – the direct route to knowledge and skills – will include Community First East Hampshire, Hart Voluntary Action, Rushmoor Voluntary Services, Winchester Area Community Action and ourselves, Test Valley Community Services.  We are all looking forward to working in partnership with Hampshire Learning, who are funding and supporting this new initiative.

Booking form on back page for all of these courses
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The direct route to knowledge and skills





	PERSONAL                                       Please complete one form per delegate per course

	Name 
	
	Gender          [] Male    [] Female

	Title  
	[] Mr   [] Mrs  []  Miss  [] Other …
	Date of Birth              /        /

	When did you last attend a training course?  
	[] in last 3 yrs      [] over 3 yrs ago

	Special Requirements (eg access, communication, learning, dietary)



	ORGANISATION

	Name of Organisation
	

	Organisation Address:
	 

	Organisation Post Code:
	 

	Organisation Tel No: 
	 Org. Email: 

	Job Title:
	 
	  Pers. Email:  

	Role
	           [] Staff               [] Trustee             [] Volunteer            [] Other

	Home Address:
	
	    Home Tel: 

	
	
	    Mob: 

	Home Post Code:
	
	

	Role of Organisation
	[] Charity

or Voluntary
	[] Statutory
	[] Social Enterprise
	[] Business Sector
	 [] Other

	COURSE

	Course Title
	

	Course Date
	  

	What is your present knowledge about the course subject?
      [] None                       [] Limited                       [] Some                       [] Good                       [] Excellent

	What is your main reason for attending the course?



	What would you like to achieve from this course? (please state at least 2 of your key objectives)

	1: 
	2: 

	BOOKING

	Places
	Places are limited. Once received by Learning Highways, this booking form is confirmation of a definite booking and place.

	Discounts
	All courses are heavily subsidised by our Funders; however further discounts are available – please contact the Learning & Development Co-ordinator in confidence.

	Cancellation
	Failure to attend a booked place, or failure to cancel within 2 weeks of the course taking place, may result in your organisation being invoiced for the full cost of that place.  FREE courses: we would appreciate you letting us know 2 weeks before the start of the workshop if you are unable to attend.

	Data Protection
	The information requested above helps to show how funding is being used and to plan improvements to courses. The information you provide will be passed to the Skills Funding Agency.  The SFA is responsible for funding, planning and encouraging training in England and is registered under the Data Protection Act 1998.  At no time will your personal information be passed to organisations for marketing or sales purposes.

	Payment
	[] Cheque enclosed - payable to ‘Community First East Hampshire’

[] Please invoice        [] Free

	Return to
	Community First East Hampshire, The Tilmore Centre, 

1 Tilmore Road, Petersfield GU32 2HG
	Tel

Fax

Email
	01730 710017

01730 710117

bookings@cfeh.org.uk


Hampshire Learning is funded by Hampshire County Council and the Skills Funding Agency.  The information on a booking form, such as home address, helps to show how funding is being used and to plan improvements to the provision offered in Hampshire. The County Council seeks to ensure that adult and family learning opportunities are accessible to the widest range of learners possible.  Participating organizations may be contacted by our funders for monitoring purposes.

Training Course Booking Form
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