Introduction

Welcome to the Health and Social Care Learning and Development Guide for
2008-2009. We hope you find this informative and able to meet your individual

Learning and Development needs.

You will see this guide it is structured to provide opportunities in 7 different
categories:

Induction — These are learning opportunities available to staff to help achieve
the standard of competence to practice. This programme will meet the skills and
knowledge requirements of the Common Induction Standards.
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Skills and Practice Development — These are learning opportunities
recognised as essential skills for certain designated posts, they will build on
skills and attitudes helping to consolidate foundation level competences.

Qualification — This describes qualification programmes supported by Health
and Social Care and for which appropriate staff can receive sponsorship.
Acceptance for a qualification programme would require staff to meet certain
criteria and possibly satisfy an interview panel.

CPD - These learning opportunities describe those that will lead to
advancement or for specialist groups of workers who require evidence to
maintain professional registration.

Leadership, Management and Change — This programme typically includes
those skills and competences set by the Council as necessary to practice as
a manager and includes learning designed to develop capacity to achieve
organisational improvement.

Equality and Diversity — These opportunities address our commitment to
the values, which underpin all the work we carry out.

IT and Communication — These opportunities constitute those required to
develop our use of technology and create an environment where information
is safely and securely handled as well as providing the skills to operate
technology.

Applying for a Learning Opportunity

e Please read the information provided and ensure the content meets your
needs

e Please discuss the training with your manager, discuss the course
content and what you hope to gain from attendance.

e Fully complete an application from and submit it to Training and
Development (at least six weeks prior to the event)




How to use this guide

You will see that all learning opportunities are alphabetically listed and contain a
short description of the content of the learning.

Booking Process

¢ Please ensure that you have completed all the requested information on
your application form as incomplete applications will be returned

e You will receive a letter confirming that you have been allocated a place.

¢ In the event that a place is not available you will receive confirmation by
letter advising any arrangements for providing you with a subsequent
booking

Charging and Cancellations Policy

Unless otherwise specified in the course outline attendance at all training is free of
charge

If delegates fail to attend training without prior notification a £50 charge will be made,
this charge will be strictly enforced across all services

Applications to Attend Short External Training Events

For employees of Health and Social Care the Head of Service has a limited training
budget which can be used to fund training and development events outside of this
programme to meet individual or specific needs. You can apply to access this
funding by completing the ‘Application to attend short External Training’ application
form at the rear of this guide.

Further Information

Details of this programme will also be available on the Calderdale Intranet.
From time to time we will also disseminate further training opportunities by post or e-
mail

Staff Development requests

Do you have any individual and team development needs in the form of, team
building days, action learning sets, workshops or other bespoke training?

If you would like further training in addition to the opportunities contained in this
guide, please complete the staff development request form at the back of this guide.
This will enable us to gain a clearer understanding of your needs so we can progress
your enquiry.

Feedback
We are committed to improving our services; we welcome and value your feedback.




Additional Resources

To assist you further with either your own development needs or developing the
learning of others, we have a library of resources which includes, books, videos
and DVDs, research material, presentation equipment i.e. laptops, digital
projectors, flipcharts etc all of which can be available to you on loan.

Additional Copies of this Programme

If you are unable to access this guide on the Calderdale Intranet, additional copies
are available on request either in printed form or on CD Rom

‘Learning — You know it makes sense’

Coll Bell

Manager

Health and Social Care

Workforce Development and Learning
Calderdale MBC
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Active Listening

Course aims: To increase awareness of the
need for sensitive communication and to
examine basic listening/counselling skills.

Learning outcomes: By the end of the
course participants should be able to:

v' Consider barriers to effective listening.

v Identify ways to facilitate effective
communication.

Who Can Attend: All Care Staff
How to apply: Standard application form
Contact: Jan Luka

Trainer: Jan Luka

Adults Who Self Harm/Self
Injure

Course Aims: This course examines the
iIssues surrounding self-injury, recognising the
signs and promoting empathy with service
users.

Learning outcomes:By the end of the
course participants will be able to:

v Clarify what self-injury is and the forms
that it can take.

v Clarify any underlying confusion with
suicidal intent issues.

v Identify strategies to prevent
self-injury including management
strategies, interventions,
effectiveness and factors
associated with mental health
problems.

v' Discuss difficulties in accessing help
for self-injury and the stigma

Date Time Venue
19.05.2008 | 1.00 —4.00 | Chatham St
07.10.2008 | 1.00 — 4.00 | Chatham St
29.01.2009 | 9.30 — 12.30 | Chatham St

associated with this.

Recovery through reduction of self-
injury via stopping, replacement
techniques, education and vocation.

Who can attend: All Care Staff

How to apply: Standard application form

Contact: Hugh Boyden

Trainer: BACS Training Ltd

Date Time Venue
13.05.2008 | 9.30 —4.00 | Chatham St
17.10.2008 | 9.30 —4.00 | Ryburn House
16.01.2009 | 9.30 - 4.00 | Ryburn House




Appraisal (PAS)
Documentation

Award Ceremony

Each Calderdale employee is entitled to a
Personal Appraisal with their line manager
every 12 months with a review every 6
months.

Appraisals give opportunity to review your
work over the last twelve months, set
objectives for the next year and identify any
training needs you may have.

A training programme is available for
Calderdale managers; details are included in
this guide.

PAS Documentation is available on the
intranet at:

Corporate Services/HR and
Change/Sections/ Learning and
Development/Documentation.

Here you can find:

PAS Guidance
PAS Workbook
PAS Training
PAS FAQ’s

PAS forms available in both PDF and
Word formats

Should you have any difficulty in
accessing these documents please
contact Workforce Development and
Learning who will be happy to forward you
a copy either by post or e-mail.

We hold award ceremonies to recognise and
celebrate the achievements of colleagues
who achieve a professional qualification; this
can be an NVQ, post qualifying award or a
higher level qualification.

A certificate of achievement is presented by
the Health and Social Care Group Director
and the Mayor of Calderdale

Colleagues will be invited from those who
successfully complete a period of study

through our NVQ centre or those we have
sponsored to undertake a college course.

Nominations will also be sought from
managers who are aware of the qualifications
colleagues undertake.

We also welcome managers, assessors and
workplace educators to attend and support
the achievements of their colleagues.

Further details will be circulated once
arrangements and dates are confirmed.



B.A. Honours Degree in
Social Work

(Secondment)

Basic Awareness in
Safeguarding Children

Course aims: The BA Honours Social Work
course provides the knowledge, skills and
practice experience enabling a person to
become a qualified social worker, subject to
registration with the General Social Care
Council.

Learning outcomes:

v To integrate practice learning with
academic learning in a University and
work base setting.

v' To attend and develop knowledge from
modules in: Law for Social Work,
Social Work Skills, Social Work Values
and Methods, Social Policy and The
Social Context of Social Work.

v' To undertake two assessed periods of
practice learning within statutory,
independent or voluntary settings.

v' Candidates will be expected to study
modules in community care settings
that focus on working with children and
families, with adults.

Who Can Attend: Calderdale employees
currently employed in a social care setting.

How to apply: This scheme will be widely
advertised and application packs will then be
available on request.

Provider: Huddersfield University

Contact: Brian Mitchell

Course aims: This course tells you more
about child abuse and what to do if you
believe a child is at risk of harm.

Learning outcomes: By the end of the
course participants should be able to:

v' Have an awareness of the principles of
safeguarding children.

v" Recognise the signs and symptoms of
child abuse.

v" Know how to make a referral if there is
suspicion that a child is suffering from
abuse or a risk of harm.

v" Have an understanding of local
policies and procedures.

Who Can Attend: All Staff
How to Apply: Standard application form
Contact: Barbara Colleran

Trainer: Health and Social Care Training

Date Time Venue

12.06.2008 | 9.30 - 12.30 | Heath Training

18.09.2008 | 9.30 - 12.30 | Heath Training

02.12.2008 | 9.30 - 12.30 | Heath Training

19.03.2009 | 9.30 - 12.30 | Heath Training




Basic Awareness in
Safeguarding Children
E-Learning

Course aims: To ensure all colleagues have
a basic awareness of child protection matters
and what should be done by those who
encounter it.

E-Learning is the format of choice for this
training as it can be carried out in the
workplace.

Learning outcomes: By the end of the
course participants should be able to:

v' Have an understanding of the various
types of abuse or deliberate harm to a
child.

v Identify the signs of abuse and what to
look for.

v" Have knowledge of how to ask
guestions if you suspect a child is
being abused and what steps you can
take.

v" Have an understanding of local
policies and procedures.

v' Know what to do if you suspect abuse
or deliberate harm to a child or if a
child or adult discloses abuse.

v An understanding of the importance of
keeping records.

Who Can Attend: All Calderdale staff who
have access to a computer

How to Apply: Nominations should be made
by managers by either phone or e-mail to
Workforce Development and Learning

Contact: Barbara Colleran
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Basic Emergency Aid

Course aims: The course aims to give
workers the knowledge and skills required
when facing a health emergency. It covers
the aims and limitations of emergency aid.
There is an opportunity to practice basic
techniques. It is important that candidates
should be capable of practicing
resuscitation techniques at floor level.

Learning outcomes: By the end of the
course participants will know:

v/ Basic procedures in an emergency
situation.

v" How to check airways, breathing and
circulation in the event of a medical
emergency.

Who Can Attend: All Care Staff
How to apply: Standard application form
Contact: Barbara Colleran

Trainer: Teaching Health Ltd

Date Time Venue
06.05.2008 | 9.30 — 1.30 | Heath Training
19.06.2008 | 9.30 — 1.30 | Ryburn House
02.07.2008 | 9.30 —1.30 | Heath Training
16.10.2008 | 9.30 — 1.30 | Ryburn House
06.11.2008 | 9.30 —1.30 | Heath Training
04.12.2008 | 9.30—-1.30 | Ryburn House
27.01.2009 | 9.30 —1.30 | Ryburn House
26.02.2009 | 9.30 — 1.30 | Ryburn House




Basic Introduction to Health
and Safety

Course aims: To ensure staff understand
their responsibilities with respect to Health
and Safety.

Learning outcomes: By the end of the
course participants:

v" Will have an understanding of how
Health and Safety applies to them.

v" Will be able to understand areas of
responsibility under Health and Safety
regulations, Criminal and Civil Law.

Who Can Attend: Calderdale Health and
Social Care employees

How to apply: Standard application form
Contact: Barbara Colleran

Trainer: Calderdale Health and Safety
section

Date Time Venue

03.09.2008 | 9.30 — 12.30 | Heath Training
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Basic Introduction to Health
and Safety E-learning

Course aims: To ensure staff understand
their responsibilities with respect to Health
and Safety.

E-Learning is the format of choice for this
training as it can be carried out in the
workplace.

For those without computer access formal
courses will also be provided.

Learning outcomes: By the end of the
course participants:

v" Will have an understanding of how
Health and Safety applies to them.

v" Will be able to understand areas of
responsibility under Health and
Safety regulations, Criminal and
Civil Law.

Who Can Attend: Calderdale Health and
Social Care employees

How to Apply: Nominations should be made
by managers by either phone or e-mail

Contact: Hugh Boyden

Provider: Learning 4 Business



Care of Medicines

Data Protection Act

Course aims: This course aims to provide
training in the administration of, and

increased awareness of various medications.

Learning outcomes: By the end of the
course participants should have an
understanding of:

v' Legal categories of medicines

v" Medicine administration (drops,
ointments and self administration).

v" How medicines act on the body,
including side effects.

v' Recording medication.

Who Can Attend: All Care Staff who handle
or administer medication

How to apply: Standard application form
Contact: Hugh Boyden

Trainer: BACS Training Ltd

Date Time Venue
26.06.2008 | 9.30 - 12.30 | Ryburn House
17.11.2008 | 1.00 - 4.00 Ryburn House
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Calderdale council employees can access
this piece of legislation together with
additional information on:

Freedom of information

Access to records

Security and confidentiality

Via the Calderdale Intranet site in the Health
and Social Care folder

Should you have any difficulty in accessing
any of these documents, please contact Hugh
Boyden or Barbara Colleran.



Diabetes Awareness

Disability Equality

Course aims: To enhance knowledge of the
illness and increase awareness of
understanding of the issues relating to
diabetes.

Learning outcomes:

v" What is diabetes?

v" Signs and symptoms of diabetes

v' Contributing factors to onset of
diabetes.

Medication and managing diabetes.
Dealing with emergency.

High risk conditions brought on by
diabetes.

AN

Who Can Attend: All Care Staff
How to apply: Standard application form
Contact: Hugh Boyden

Trainer: BACS Training Ltd

Date Time Venue
30.05.2008 | 9.30 - 12.30 | Ryburn House
11.07.2008 | 9.30 - 12.30 | Ryburn House
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Course aims: To look at different models of
disability and how they have and can
influence both societal and individual views of
disabled people. It takes a social approach to
disability looking at barriers disabled people
face.

Learning outcomes: By the end of the
course participants will be able to:

v Identify organisational, attitudinal and
physical barriers that disabled people
face.

v" Understand the social approach to
disability equality.

Who Can Attend: All Care Staff who support
disabled people.

How to apply: Standard application form
Contact: Jan Luka

Trainer: Linda Boadle

Date Time Venue
22.09.2008 | 10.00 - 4.00 | Ryburn House
03.03.2009 | 10.00 - 4.00 | Ryburn House




Domestic Violence
Awareness

Domestic Violence
Awareness and Older People

Course aims: To provide awareness in
understanding some of the issues faced by
those experiencing domestic violence.

Learning outcomes: By the end of the
course participants will be able to:

v" Define domestic violence.

v" Outline some of the facts and myths.

v Identify how to source help and
support in Calderdale.

Who Can Attend: All Care Staff working with
those who are experiencing domestic
violence (emotional, sexual or physical)

How to apply: Standard application form
Contact: Barbara Colleran

Trainer: Calderdale Women’s Centre

Further details will be circulated once
arrangements and dates are confirmed
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Course aims: To identify the different forms
of domestic violence and abuse, and to
consider its impact on older people.

Learning outcomes: By the end of the
course participants will be able to:

v" Feel more confident in recognising
domestic violence and abuse.

v Identify how to source help and
support in Calderdale and refer to
other agencies.

Who Can Attend: All Care Staff working with
older people who are experiencing domestic
violence (emotional, sexual or physical).
How to apply: Standard application form
Contact: Barbara Colleran

Trainer: Calderdale Women’s Centre

Further details will be circulated once
arrangements and dates are confirmed



Drugs and Older People

Course aims: To raise awareness of the
affects and side effects of drugs commonly
prescribed for conditions experienced by
older people. The course will look at how the
body’s capacity to handle medicines may be
affected by older age.

Learning outcomes: By the end of the
course participants will be more aware of:

v Drug treatments and management
with regards to older people.

v' The effects and side effects of
medication prescribed to the older
person they support.

Who Can Attend: All Care Staff who support
older people.

How to apply: Standard application form
Contact: Jan Luka

Trainer: Louise Tweddell

Date Time Venue

17.06.2008 | 9.30 — 12.30 | Heath Training

30.09.2008 | 9.30 — 12.30 | Heath Training

10.02.2009 | 9.30 — 12.30 | Heath Training
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Dual Sensory Impairment
(Assessing Staff)

Course aims: To raise general awareness of
combined significant sight and hearing loss
and the impact on the individual, their carers
and service providers.

Learning outcomes: By the end of the
course participants will be able to:

v'ldentify what is meant by dual sensory
loss.

v"Understand the effects on daily living.

v" Know the role of the dual sensory
worker and available services in
Calderdale.

v" Know how to better communicate with
those who have dual sensory
impairment.

Who Can Attend: All Social Care staff who
have an assessing role and support people
who have a dual sensory loss.

How to apply: Standard application form

Contact: Jan Luka

Trainer: Gunhild Wilcock

Date Time Venue

09.09.2008 | 9.00 —12.30 | Glenholme




Dual Sensory Impairment
(Care Staff)

Course aims: To raise general awareness of
combined significant sight and hearing loss
and the impact on the individual, their carers
and service providers.

Learning outcomes: By the end of the
course participants will be able to:

v Identify what is meant by dual sensory
loss.

v Understand the effects on daily living.

v" Know the role of the dual sensory
worker and available services in
Calderdale.

v" Know how to better communicate with
those who have dual sensory
impairment.

Who Can Attend: All Care Staff who come
into contact with and/or support people who
have a dual sensory loss

How to apply: Standard application form

Contact: Jan Luka

Trainer: Gunhild Wilcock

Date Time Venue

10.06.2008 | 9.00 — 12.30 | Glenholme
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Effective Record Keeping

Course aims: To assist colleagues in
understanding the need for accurate and
ethical standards in keeping records

Learning outcomes:

v" To understand the variety and purpose
of records that need to be maintained.

v" To understand the importance of
ethical record keeping.

v' To understand the importance of
appropriate record keeping.

v" To understand the importance of
confidentiality in record keeping.

Who Can Attend: All Care Staff
How to apply: Standard application form
Contact: Hugh Boyden

Trainer: BACS Training Ltd

Date Time Venue
30.06.2008 | 9.30-12.30 Ryburn House
04.09.2008 1.00 - 4.00 Ryburn House
18.11.2008 | 9.30-12.30 Ryburn House




Facilitation and Group Work
Skills

Course aims: Do you lead a team, chair
meetings or lead discussion groups as part of
your job role?

This course may be of great help to you as it
aims to provide an introduction to the skills of
facilitation and how this relates to the
effective management of groups.

Learning outcomes: By the end of the
course participants will be able to:

v' Define the role of the facilitator.

v"Understand the stages of group
development.

v Identify the skills needed to facilitate
group processes.

v" Outline how to engage effectively with
individuals and promote active
participation.

Who Can Attend: Any staff within Health and
Social Care who are actively involved in
leading groups in a range of different settings
as part of their work role.

How to apply: Standard application form

Contact: Jan Luka

Trainer: Jan Luka

Date Time Venue
05.09.2008 | 9.30 —4.00 | Ryburn House
30.01.2009 | 9.30 — 4.00 | Ryburn House
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First Aid Appointed Person

Course aims: Under Health and Safety
legislation there is a requirement for each
workplace to have a First Aid Appointed
Person. This course will provide the skills
and knowledge to deal with emergency
situations.

Learning outcomes: By the end of the
course participants will:

v Know how to respond to accidents or
illness.

v/ Have knowledge of basic First Aid
techniques.

v Be aware of limits in administering First
Aid.

v Recognise signs and symptoms of
common illness.

v Knowledge of policy and procedure in
relation to First Aid.

v Identify the priority when dealing with a
person who is unconscious.

Who Can Attend: Calderdale Council Health
and Social Care staff nominated by their
manager as the First Aid Appointed Person or
those who currently have this role and their
certificate is due for renewal

How to apply: Colleagues are to be
nominated by managers. Application by
Standard application form

Contact: Barbara Colleran

This training is provided as a rolling
programme.

Following receipt of an application form
delegates will be advised of the next available
course date.



2

Food Safety in Catering Level

Grievance and Disciplinary
Handling

Course aims: This is an assessed and

certified course, covering the basic principles

and legal requirements regarding food

hygiene. There is a short examination at the

end of the course.
For the convenience of colleagues some

courses have been arranged over one long
day whilst others are arranged over two half

days.

Learning outcomes: By the end of the

course participants will have knowledge of:

v" Their responsibilities within Food

Safety procedures.
v" Personal cleanliness and hygiene
v Keeping the work area clean and

hygienic.

v Receiving and storing food safely.
v" Preparing, cooking, holding and
serving food safely.

Who Can Attend: All Care Staff who are

involved in food preparation as part of their

job role.

How to apply: Standard application form

Contact: Barbara Colleran

Trainer: Paul Gledhill

Date Time Venue
15.05.2008 | 9.00 - 4.45 | Lower Edge
09.06.2008 | 9.00 - 4.45 | Lower Edge
09.07.2008 | 9.00 - 4.45 | Ryburn House
16.07.2008 | 9.00 - 4.45 | Chatham St
09.10.2008 | 9.00-1.00 | Heath Training
10.10.2008 |9.00-1.30
26.11.2008 | 9.00 - 4.45 | Chatham St
14.01.2009 | 9.00 - 1.00 | Ryburn House
15.01.2009 |9.00-1.30
19.03.2009 | 9.00 - 4.45 | Ryburn House
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Course aims: To give participants an
understanding of the law and good practice in
dealing with grievances and disciplinary
Issues.

Learning outcomes: By the end of the
course participants will be able to:

v' Gain an understanding of the meaning
of grievance and discipline.

v" To update knowledge on legislation:
Employment Act 2002, judicial reviews
and the ACAS Code of Practice.

v' To understand organisational
procedures and how to apply them.

v' To prevent rather than cure.

Who Can Attend: Calderdale Health and
Social Care Managers who deal with
grievance and disciplinary issues.

How to apply: Standard application form

Contact: Barbara Colleran

Trainer: Calderdale One



Guiding a Visually Impaired
Person

Handling Confrontation

Course aims: This practical half-day session
is for those who directly support visually
impaired people. It examines the do’s and
don’ts of guiding techniques.

Learning outcomes: By the end of the
course participants will have had the
opportunity to:

v Develop skills in supporting visually
impaired people.

v Increase the confidence of both the
visually impaired person and the
guide.

v' Encourage safer ‘guided’ travel.

Who Can Attend: All Homecare, Residential
and Day Care Workers who support visually
impaired people.

How to apply: Standard application form

Contact: Jan Luka

Trainer: Calderdale Visual Impairment Team

Date Time Venue

19.11.2008 | 9.30 - 12.30 | Clement Court

Course aims: This course offers an
opportunity to examine difficult and potentially
dangerous situations in which staff may find
themselves. Issues relating to the workplace
will be explored, together with individual and
organisational strategies that can promote
safety.

Learning outcomes: By the end of the
course participants will be able to:

v Identify the cause of anger, violence
and aggression.

v' Examine their own behaviour and how
this can affect situations.

v' Use verbal and non-verbal strategies
that can prevent or minimise
confrontation.

Who Can Attend: Anyone who works with
members of the public and/or service users in
offices, in the community, or in residential and
day care settings for adults.

How to apply: Standard application form
Contact: Jan Luka

Trainer: Jan Luka

Date Time Venue

18.06.2008 | 9.30 - 4.00 | Chatham St

10.10.2008 | 9.30 - 4.00 | Chatham St

22.01.2009 [ 9.30 - 4.00 | Chatham St




Home Care Staff Training
Programme

Home Care Assistants
Induction Programme

A full programme of training for Calderdale
Home Care employees is currently being
developed.

This programme will include:

Falls Prevention

Medication

Further details will be circulated once
arrangement s and dates are confirmed

For further information please contact: Pat
Crossley
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All newly appointed home care assistants are

required to undertake a full induction
programme.

During April, May, July, September and
October 2008 a full programme has been
organised for Calderdale Health and Social
Care employees.

This induction programme will include:

v" Induction policy and procedures
v" Care Values

v" Personal Safety

v Manual Handling

v" Health and Safety

v HIV Awareness

v Fire Safety

v Food Hygiene and preparation
v Enablement Awareness

v" Evaluation

Your manager will discuss your attendance
on this programme, and will make the
necessary bookings on your behalf.

For further information please contact: Pat
Crossley




ILM Level 3 Award in First
Line Management

Individual Budgets and
Direct Payments Awareness

Course aims: To provide aspiring, newly
appointed managers, or managers without an
appropriate qualification with an introductory
management certificate. Reflective learning
and personal development are essential
features of this programme.

Method: This programme requires weekly
release from work to attend college input
sessions for a period of 10 weeks.
Assessment and tutorial support are also
provided.

To achieve the award written assignments
must be submitted.

Learning Outcomes: This programme
covers a number of modules, which will offer
an introduction to:

v" Management theory.

v" Solving problems and making
decisions.

v Managing creativity and innovation
in the workplace.

v" Developing yourself and others.

v Organising and delegating.

Application process: This programme will
require the full support of your manager and a
confirmation that you have the skills and
ability to complete the programme.

Who Can Attend: Health and Social Care
aspiring, newly appointed managers or
managers without an appropriate
gualification.

How to apply: Qualifications application form

Contact: Hugh Boyden

Provider: Calderdale College

Course aims: This workshop is to help
practitioners develop a basic understanding
and awareness of individualised budgets and
direct payments.

Learning outcomes:

v' To acquire a basic knowledge,and
understanding of individualised bugets
and direct payments.

v' To explore how individualised budgets
and direct payments can empower people
that use services to have an absolute say
in their support and provision.

v" To understand how individualised budgets
and direct payments have become an
integral part of the agenda for
modernising social care.

Who Can Attend: This workshop is open to
all colleagues working within health and
social care.

How to apply: Standard application form

Contact: Brian Mitchell

Trainer: Anne Jackson

Date Time Venue
11.06.2008 | 1.30 —4.00 | Chatham St
12.11.2008 | 1.30—-4.00 | Chatham St




Infection Control

IT Training

Course aims: This course explores:
Personal hygiene/protective clothing, Health
and Safety / cross contamination, Outbreaks
and safe practices/legislation, Environmental
issues and waste, Cleaning agents/bacteria
and fungi.

Learning outcomes: By the end of the
course participants will:

v Understand the routes and chain of
infection.

v" Know how to prevent the chain of
infection.

v" Know correct hand washing
techniques.

v' Be aware how germs spread and
multiply.

v" Identify risks that may lead to infection.

Who Can Attend: All Care Staff
How to apply: Standard application form
Contact: Hugh Boyden

Trainer: BACS Training Ltd

Date Time Venue
19.05.2008 | 9.30 - 12.30 | Ryburn House
17.06.2008 | 1.00 - 4.00 | Ryburn House
11.09.2008 | 9.30 - 12.30 | Ryburn House
09.10.2008 | 1.00 - 4.00 | Ryburn House
09.12.2008 | 9.30 - 12.30 | Ryburn House
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The ICT Training section provides a variety of
training courses for Calderdale Health and
Social Care employees.

These include:

New Starters Induction Training
Microsoft Outlook

Microsoft Word

Intranet and Internet

Client Information System

The New Starter Induction Course is
mandatory for all new staff.

Further information can be found on the
Intranet at:

Health and Social Care/Social services/IT in
Social services.

Here you can find further information on
training sessions and an application form to
download.

IT courses can also be booked on line —

hhtp://webapp:7778/CourseBooking/list.jsp

Further information can be obtained from:

Linda Brown — 01422 393860
Linda.Brown@Calderdale.gov.uk

lan Boyes — 01422 393892
lan.Boyes@Calderdale.gov.uk

Cath McGlennan — 01422 393891
Cath.McGleenan@ Calderdale.gov.uk

Applications for IT training are to be sent
direct to the IT section.


mailto:Linda.Brown@Calderdale.gov.uk
mailto:Ian.Boyes@Calderdale.gov.uk
mailto:Cath.McGleenan@Calderdale.gov.uk

Introduction to Health and
Social Care

Course aims: This course welcomes new
employees and introduces Calderdale Health
and Social Care as an organisation. It looks
at its structure, personnel and place within
the whole Council. You will have opportunity
to meet the group Director.

Learning outcomes: By the end of the
course participants will be:

v Aware of the structure of Health and
Social Care.

v' Familiar with a range of personnel
policies and procedures.

v Introduced to functions of key sections
and personnel in the Directorate.

Who Can Attend: These sessions are for
staff newly appointed to Health and Social
Care

How to apply: All newly appointed Health
and Social Care employees will be formally
invited

Contact: Barbara Colleran

Trainer: Barbara Colleran

Date Time Venue

13.05.2008 | 9.15 - 3.30 | Heath Training

21.08.2008 | 9.15 - 3.30 | Heath Training

07.11.2008 | 9.15 - 3.30 | Heath Training

06.02.2009 | 9.15 - 3.30 | Heath Training
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Introduction to Hearing
Equipment

Course aims: To demonstrate and provide
an understanding of the equipment available
for people with hearing loss.

Learning outcomes: By the end of the
course participants will be able to:

v" Understand the practical everyday
problems people with hearing loss
have.

v" Understand how to assess service
users for equipment which suit their
individual needs.

v" Understand how the equipment works
and identify situations where
equipment may not be suitable.

Who Can Attend: All assessing staff who
have contact with or support service users
who have a hearing impairment.

How to apply: Standard application form

Contact: Jan Luka

Trainer: Calderdale Dual Sensory
Impairment Team

Date Time Venue

04.06.2008 | 9.30 - 12.30 | Glenholme




Introduction to Hearing
Impairment

Course aims: To increase awareness of how
hearing impairment affects lifestyle and how
this can be helped.

Learning outcomes: By the end of the
course participants will be able to:

v" Outline the services available in
Calderdale.

v' Identify hearing conditions and the
effects on daily living.

v' Identify rehabilitation interventions.

Who Can Attend: All staff that have contact
with or support service users who have a
hearing impairment.

How to apply: Standard application form

Contact: Jan Luka

Trainer: Calderdale Dual Sensory
Impairment Team

Date Time Venue
14.10.2008 | 9.30 - 12.30 | Glenholme
12.02.2009 | 1.00 - 4.00 Glenholme
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Introduction to Mentoring in
the Workplace

Course aims: Have you ever been asked to
be a mentor or are you already in a mentoring
role?

If so this course has been designed to meet
your needs as it will provide an introduction to
the role of mentor in the workplace. There will
be an opportunity to discuss the skills needed
to assist employees to develop and improve
their performance.

Learning outcomes: By the end of the
course participants will be able to:

v Describe the role and responsibilities
of the mentor.

v Identify the skills needed to perform
this role.

v' Outline the stages of the experiential
learning cycle.

v Describe how to help a person reflect
on their experiences and develop
within their work role.

Who Can Attend: All staff within Health and
Social Care who are already in the role of a
mentor or wish to take on such a role in the
future.

How to apply: Standard application form
Contact: Jan Luka

Trainer: Jan Luka

Date Time Venue
01.07.2008 | 9.30 - 12.30 | Ryburn House
13.01.2009 | 9.30 - 12.30 | Ryburn House




Introduction To Visual
Impairment

Course aims: To raise awareness about
visual impairment and how it may affect a
persons life and what can be done to help.
There will be an opportunity to look at the
aids at the resource centre.

Learning outcomes: By the end of the
course participants will be able to:

v ldentify eye conditions and diseases
and how they affect eyesight.

v Understand the everyday problems
and issues that may be experienced
by a visually impaired person.

v" Know the role of the rehabilitation
officer and the services available in
Calderdale.

Who Can Attend: All staff that have contact

with and/or support people who are visually
impaired.

How to apply: Standard application form
Contact: Jan Luka

Trainer: Calderdale Dual Sensory
Impairment Team

Date Time Venue
15.10.2008 | 9.30 - 12.30 | Glenholme
11.03.2009 | 9.30 - 12.30 | Glenholme
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LDQ

Course Aims: Learning Disabilities
Qualification or LDQ gives new starters to
learning disability employment the opportunity
to develop their skills and knowledge in a
number of practical ways.

LDQ comprises 4 Units:

e Health and Safety in a Learning Disability
Service

e Protecting People Who Have Learning
Disabilities from Abuse

e Principals of Learning Disability Support

e Your Role as a Learning Disability Worker

These units involve three days of training plus

one study day.

Learning Outcomes: By the end of this
programme participants will be able to:

v Identify the values that shape their
Work.

v" Be able to understand a support plan.

v" Understand positive risk taking.

v" Be able to apply the principals of
confidentiality.

v Recognise abuse.

v' Identify policy and procedures that
relate to abuse.

v’ Identify own health and safety
responsibilities.

v" Apply first aid techniques at a health
emergency.

v’ Identify own relationship with other
professionals.

For dates when LDQ induction will be
offered please contact the joint training
office direct or refer to the joint training
programme for learning disability
services.

Contact: Dale Pilgrim, Paul Gledhill or Jan
Luka on 01484 381206 or 01484 381208



Learning Link

Loss and Bereavement

The Learning Link is sponsored by WYLRN to
create a network of individuals in Voluntary
Independent and Private care organisations
who have some responsibility for workforce
development and learning, by registering as a
Learning Link you will receive information of
training opportunities, conferences and
events as well as information on how to
access funding etc.

The learning link also provides an induction
programme, which involves training elements
as well as workplace consultation,

The learning link programme is currently
developing a range of management training
opportunities, which will be circulated to those
registered as learning links once details are
confirmed.

Contact: Hugh Boyden or

Sonya Ainley 01924 304281

sainley@wakefield.gov.uk

26

Course aims: To examine the feelings and
reactions staff may experience in relation to
loss and bereavement, including cultural
Issues, recognising pain and distress, care of
both the physical and emotional process. It
examines these issues in relation to both
ourselves and people who use services.

Learning outcomes: By the end of the
course participants will be able to recognise:

v The stages of death. 4
Appropriate language.

v The duty of care. 4
How to prepare for a good death.

v How to care for loved ones. v

How to care for the environment.

Who Can Attend: Anyone in a Health and
Social Care setting who supports people
through loss and bereavement.

Due to the content of this course it is not
recommended for delegates who have
suffered a recent personal loss.

How to apply: Standard application form

Contact: Hugh Boyden

Trainer: BACS Training Ltd

Date Time Venue
23.05.2008 | 9.30 - 12.30 | Ryburn House
13.06.2008 | 1.00 - 4.00 | Ryburn House
14.10.2008 | 9.30 - 12.30 | Ryburn House
01.12.2008 | 1.00 - 4.00 | Ryburn House




Managing Continence and
Catheter Care

Manual Handling Key
Trainer and Assessor

Course aims: To increase awareness about
continence problems. It looks at interventions
and aids that can help prevent and/or
manage continence problems.

Learning outcomes: By the end of the
course participants will be able to:

v Describe what continence problems
are.

v' Describe preventative measures.

v' Identify interventions and aids that can
help manage or reduce continence
problems.

v" Qutline the role of the continence
advisor and services available.

Who Can Attend: All Care Staff
How to apply: Standard application form

Contact: Jan Luka

Trainer: Linda Greenman

Date Time Venue
23.06.2008 | 1.00 - 4.00 Chatham St
01.10.2008 | 1.00 - 4.00 Chatham St
05.03.2009 | 1.00 - 4.00 Chatham St
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Course aims: This course is designed to
equip appropriate staff with the knowledge
and skills to complete manual handling
assessments in accordance with legal
requirements, and also to contribute to staff
training within their own work area.

Learning outcomes: By the end of the
course participants will be able to:

v' Complete manual handling
assessments related to people and
objects.

v' Conduct staff training as required by
organisational policy.

v' Demonstrate the ability to recommend
and implement risk reduction
measures in order to improve staff
safety.

Who Can Attend: Calderdale Health and
Social Care staff or staff from the PCT who
have supervisory duties in service areas
where manual handling assessments and
staff supervision and training need to be
carried out.

How to apply: Standard application form
Contact: Jan Luka

Trainer: Jan Luka and Jane Bannon

Date Time Venue

April - 9.00 - 4.30 | Calderdale
1,22,23,28,29 Royal
2008 Hospital
July 9.00 - 4.30 | Calderdale
8,16,17,31 and Royal
August 1 2008 Hospital
November 9.00 - 4.30 | Calderdale
10,18,19,25,26 Royal
2008 Hospital




Manual Handling Two-Day
Basic

Course aims: This course is designed to
teach newly appointed staff the skills needed
to perform manual handling tasks as safely
as possible, particularly in situations where
they are supporting people.

Learning outcomes: By the end of the
course participants will be able to:

v" Demonstrate an understanding of
relevant legislation.

v" Show an awareness of manual
handling principles and good back
care.

v Carry out a range of manual handling
techniques.

v' Use a range of manual handling
equipment.

Who Can Attend: Calderdale Health and
Social Care staff or PCT staff who are
involved in manual handling duties.

How to apply: Standard application form

Contact: Jan Luka

Trainer: Jan Luka and Jane Bannon

Date Time Venue
24/25.04.2008 | 9.30 - 4.00 | Chatham St
25/26.06.2008 | 9.30 - 4.00 | Chatham St
02/03.09.2008 | 9.30 - 4.00 | Chatham St
30/31.10.2008 | 9.30 - 4.00 | Chatham St
08/09.01.2009 | 9.30 - 4.00 | Chatham St
12/13.03.2009 | 9.30 - 4.00 | Chatham St
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Mental Capacity Act

Course aims: This course is designed to
provide a general overview of the Mental
Capacity Act, which includes the 5
Department of Health modules:

Core

Residential

Mental Health

Acute

Primary and Community

Learning outcomes: By the end of the
course participants will:

v/ Have a greater awareness of the
Mental Capacity Act and how it applies
to their area of service.

v Have information which can be used to
support and advise team members.

Who Can Attend: Managers and
experienced staff including those from PCT,
places will be offered to those for whom such
training is a priority

How to apply: Standard application form
Contact: Hugh Boyden

Trainer: Dale Pilgrim and Paul Gledhill

Date Time Venue

17.06.2008 | 9.30 —4.00 | Chatham St




Meeting the Needs of Hearing
Impaired People

Course aims: This course is designed to
increase the understanding of the difficulties
faced by people with hearing impairment.

Learning outcomes: By the end of the
course participants will be able to:

v" Demonstrate an understanding of
the basic hearing mechanism.

v" Recognise various types of deafness.

v' Demonstrate an understanding of
hearing aids and their impact on the
user.

v Understand the difficulties of lip
reading.

v" Recognise the psychological, physical
and social effects of acquired hearing
loss.

v' Demonstrate the ability to communicate
with hearing impaired people in a patient
and helpful manner.

Who Can Attend: For all employees who
may come in contact with people who have a
hearing impairment.

How to apply: Standard application form

Contact: Jan Luka

Trainer: Calderdale dual sensory impairment
team

Date Time Venue
16.07.2008 | 9.30 - 12.30 | Glenholme
21.01.2009 | 9.30-12.30 | Glenholme

29

Mental Health Awareness

Course aims: This course is designed to
raise awareness of mental health problems
through a continuum model. It also focuses
specifically on people who have severe and
enduring problems and sets the issues within
the local context of resources in Calderdale
within a framework of equality and diversity.

Learning outcomes: By the end of the
course participants will:

v' Have an understanding of factors
which affect peoples mental health.

v' Be aware of signs and symptoms of
severe and enduring mental health
problems.

v' Be able to identify mental health
resources in Calderdale.

Who Can Attend: This is core training for
new unqualified mental health staff (Health
and Social services), and also for staff across
all sectors. Voluntary organisations and
Primary Care Staff are welcome as
appropriate.

How to apply: Standard application form
Contact: Hugh Boyden
Trainer: Calderdale Mental Health team

Further details will be circulated once
arrangements and dates are confirmed



Nutrition and Diet

Course aims: This course aims to ensure
that staff are made aware of the importance

of healthy eating and will gain an insight into:

Poor nutrition and its consequences,
Motivation and poor appetite,
Calories and alternatives,
Preparation for healthy eating,
Monitoring and review.

Learning outcomes: By the end of the
course participants will be able to recognise:

v Poor practice.

v’ Alternative diets.

v Poor Nutrition.

v How to care for those with poor habits.
v How to balance diet.

Who Can Attend: All staff working in care
How to apply: Standard application form

Contact: Hugh Boyden

Trainer: BACS Training Ltd

Date Time Venue
05.06.2008 | 9.30 - 12.30 | Ryburn House
06.11.2008 | 1.00 - 4.00 | Ryburn House
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National Vocational
Qualifications (NVQ) Care

What is a National Vocational
Qualification? An NVQ is a nationally
recognised qualification. It shows that you
are able to work to a set national standard.
NVQs reflect best practice and are based on
National Occupational Standards written by
the employment-led body which represents
your work area. In Social Care in England for
example, that body is Skills for Care.

In some services an NVQ is a mandatory
requirement, this will be discussed with you
as part of your induction.

How do | achieve an NVQ award?

v NVQ’s are assessed by qualified
Assessors who will need to observe
you at work and discuss with you your
knowledge and understanding of why
you work in a particular way.

v" Collecting evidence of your
Competence to work to a set standard
can include: Direct observation, oral
and written questioning, witness
statements and by you writing about
and reflecting on the work you have
done.

v" You will receive a certificate on
completion of your award.

Who can attend: Delegates for Care NVQ’s
are usually nominated by managers.

NVQ’s are only available to Calderdale
Health and Social Care staff

Contact: Carol Roper

Provider: Calderdale Health and Social
Care NVQ Centre



NVQ Level 3 Management

NVQ Level 4 Management

Course aims: To equip practicing managers
and team leaders with a level 3 management
qualification.

Method: This programme will require the
completion of nine units, 4 of which are
mandatory and 5 optional units which will be
agreed with your assessor. All units will be
formally assessed. Where additional
underpinning knowledge is required this will
be provided by attendance at ¥z day
workshops.

Learning outcomes: By completing these
units delegates will demonstrate their
knowledge, competence and application of
knowledge.

The four mandatory units are:

v Manage your own resources and
professional development.

v" Provide leadership in your own area of
responsibility.

v" Monitor and progress the quality of
work in your area of responsibility.

v'Ensure Health and Safety requirements
are met.

Who Can Attend: Managers and Team
Leaders from Calderdale Health and Social
Care who are operating at the required level
How to apply: Qualifications application form

Contact: Hugh Boyden

Provider: Calderdale College
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Course aims: To equip practicing managers
and team leaders with a level 4 management
qualification.

Method: This programme will require the
completion of eleven units, 5 of which are
mandatory and 6 optional units which will be
agreed with your assessor. All units will be
formally assessed. Where additional
underpinning knowledge is required this will
be provided by attendance at 2 day
workshops.

Learning outcomes: By completing these
units delegates will demonstrate their
knowledge, competence and application of
knowledge.

The five mandatory units are:

v' Develop and implement operational
plans.

v" Ensure Health and Safety requirements
are met.

v Manage business processes.

v" Develop productive working
relationships with team members.

v Encourage innovation in your area of
responsibility.

Who Can Attend: Managers and Team
Leaders from Calderdale Health and Social
Care who are operating at the required level
How to apply: Qualifications application form

Contact: Hugh Boyden

Provider: Calderdale College



Open University K100

Oral Health Awareness

Course aims: This course offers a broad
practical introduction to health and social
care, whether students are engaged in
supporting, nursing or caring for others. Using
real examples, the course explores the nature
of modern caring, the effects of technological,
social and political change; and the shift to
more flexible, inter-professional ways of
working. It develops the intellectual and study
skills important to all learners. The course is
also a foundation unit within the Open
University route for qualification in Social
Work.

Learning outcomes:

v' Making a positive impact on practice.

v" Promoting and supporting the
engagement and perspectives of
service users.

v Contributing to multi-disciplinary
education, training and research that
bridges the gap between health and
social care.

v' Widening access to career and
professional development.

Who Can attend: Colleagues in a practice
based social work setting hoping to work and
study toward a professional qualification in
Social Work.

How to apply: Qualification Application Form
Contact: Brian Mitchell

Further details will be circulated once
arrangements and dates are confirmed
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Course aims: The course will show how to
best support people with their oral health care
and why it is so important. It will identify the
early warning signs of poor oral health. The
course will highlight the support that
terminally ill people need with mouth care.

Learning outcomes: By the end of the
course participants will be able to:

v Identify a range of oral conditions.

v' Appreciate the effects that various drugs,
treatments and medical conditions may
have on the mouth.

Who Can attend: All Care Staff

How to apply: Standard application form

Contact: Barbara Colleran

Trainer: Community Dental Services

Date Time Venue

20.05.2008 | 9.30 — 12.30 | Heath Training




Palliative Care

Course aims: This course offers an overview
of palliative care.

Learning outcomes: Participants will gain an
insight into:

v" Skin care and hygiene.

v Mouth care.

v" Nutrition.

v" Pressure area care.

v" Pain management.

v Recognition of when a person may be
dying.

v What to do when finding somebody
uNCoNSCIous.

v What to do after a person has died.

Who Can Attend: Open to all staff

Please note: This programme is provided
directly by Calderdale PCT and all
applications or enquiries should be
addressed to Ann Moncaster (01422
307320).
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Post Qualification Award.
Adults (Higher Specialist)

Course aims: This course is offered to
graduates and non-graduates across the
specialist area of health, adults and
leadership. Colleagues are required to
demonstrate complex decision-making and
higher levels of professional responsibility.

Learning outcomes:

v Develop an in-depth knowledge of
Critical Reflective Practice.

v' Enhance and build on existing skills
associated with competence in the area of
adult care social work practice.

v' Gain a broad understanding of person
centred assessment and intervention.

v" Extend skills in relation to collaborative
practice and become more confident
about working in inter-professional and
inter-agency contexts.

v' To enabling learning and support best
social work practice.

Who Can Attend: Open to all professionally
gualified social workers working with adults
that use services that wish to obtain the Post-
Qualifying Specialist Award.

How to apply: Qualification application form
Contact: Brian Mitchell

Trainer: Huddersfield University

Further details will be circulated once
arrangements and dates are confirmed



Post Qualification Award.
Mental Health
(Higher Specialist)

Course aims: This course is offered to
graduates and non-graduates across the
same specialist area of mental health, and
leadership. Colleagues are required to
demonstrate complex decision-making and
higher levels of professional responsibility.

Learning outcomes:

v Develop an in-depth knowledge of
Critical Reflective Practice.

v' Enhance and build on existing skills
associated with competence in the
area of Mental Health social work
practice.

v Gain a broad understanding of person
centred assessment and intervention.

v Extend skills in relation to collaborative
practice and become more confident
about working in inter-professional and
inter-agency contexts.

v" To enable learning and support best
social work practice.

Who Can Attend: Open to all professionally
qualified social workers working with people
that use Mental Health Services that wish to
obtain both the Post-Qualifying Specialist and
Approved Mental Health Practitioner Award.
How to apply: Qualifications application form
Contact: Brian Mitchell

Provider: Huddersfield University

Further details will be circulated once
arrangements and dates are confirmed
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Post Qualifying Consolidation
Award in Social Work

Course aims: The overall aim of this module
IS to enable social workers to reflect on the
development of their knowledge and skills
from the point of qualification. They then need
to produce a Portfolio that demonstrates the
learning outcomes stipulated by the GSCC
and attend a Viva, which explores areas of
their practice and their suitability for
progression to level three social work status.

Learning outcomes:

v' Explore the meaning of critical analysis
and reflection within social work
practice.

v’ Critically analyse a selection of
relevant research and look at current
government initiatives and how these
impact on practice.

v Explore anti -discriminatory practice
and the use of power.

v' Look at accountability and
professionalism and the role of the
GSCC in governing the conduct of the
social worker.

Who Can Attend: Qualified Social Work
Colleagues who are hoping to progress to
level three status.

How to apply: Qualifications application form
Contact: Brian Mitchell

Provider: Huddersfield University

Further details will be circulated once
arrangements and dates are confirmed



Practice Educator Support
Group

Practice Educator Workshops
(Non-Qualified)

Course aims: To provide a forum that social
work practice educators can utilize to support
their own and student social worker
development.

Learning outcomes:

v Explore issues that relate to best
social work practice and education
within practice learning opportunities.

v Discuss developments within social
work practice and education.

v" To develop a forum that supports
practice educators to discuss issues
pertinent to the quality provision of
practice learning opportunities.

Who Can Attend: Internal and External
practice educators providing practice learning
opportunities.

How to apply: Standard application form

Contact: Brian Mitchell

Trainer: Brian Mitchell

Date Time Venue
21.05.2008 | 9.30-12.00 TBC
20.08.2008 | 9.30 - 12.00 TBC
19.11.2008 | 9.30 - 12.00 TBC
17.03.2009 | 9.30-12.00 TBC
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Course aims: The course will enable
candidates to demonstrate their ability to
meet the general and specific requirements of
the module as set out by the GSCC (2006)
Specialist standards and requirements for
post-qualifying social work education and
training.

Learning outcomes:

v' To explore the theories around adult
learning, evaluating their own learning
and supervision needs as a practice
teacher.

v’ Critically reflect upon theories of adult
learning with particular relevance to
their student and themselves.

v' Analyse and collate relevant evidence
to prepare reports to the required
standard and in the required format.

v' Teach in a manner that promotes anti-
oppressive practice and ensures
maximum opportunity for learning,
discussion and challenge.

Who Can Attend: Prospective internal and
external practice educators that are hoping to
provide practice learning opportunities to
social work students.

How to apply: Standard application form

Contact: Brian Mitchell

Trainer: Jill Lawrence

Date Time Venue
08.05.2008 | 9.00 - 4.30 | Bradford University
09.05.2008 | 9.00 - 4.30 | Bradford University
02.06.2008 | 9.00 - 4.30 | Bradford University
03.06.2008 | 9.00 - 4.30 | Bradford University




Practice Educator Workshops
Post Qualification

Course aims: The course will enable
candidates to demonstrate their ability to
meet the general and specific requirements of
the module as set out by the GSCC (2006)
Specialist standards and requirements for
post-qualifying social work education and
training.

Learning outcomes:

v" To explore the theories around adult
learning, evaluating their own learning and
supervision needs as a practice teacher.

v’ Critically reflect upon theories of adult
learning with particular relevance to their
student and themselves.

v Analyse and collate relevant evidence to
prepare reports to the required standard
and in the required format.

v' Teach in a manner that promotes anti-
oppressive practice and ensures
maximum opportunity for learning,
discussion and challenge.

v' Candidates are expected to complete a
learning portfolio.

v/ Candidates are required to support a
social work student as a prerequisite of
this course.

Who Can Attend: Prospective internal and
external practice educators that are hoping to
provide practice learning opportunities to
social work students.

How to apply: Qualification application form
Contact: Brian Mitchell

Provider: Huddersfield University

Further details will be circulated once
arrangements and dates are confirmed
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Recruitment and Selection

Course Aims:

This two day course is essential training for
all managers participating in the recruitment
of staff.

Learning Outcomes: By the end of the
course participants will:

v" Be able to follow Calderdale
Recruitment and Selection procedures;

v Have an understanding of the need for
best practice in Recruitment and
Selection.

Who Can Attend:

All Calderdale Managers and those who will
be involved in the interviewing process

How to apply: Standard application form

Contact: Barbara Colleran

Trainer: Calderdale One




Safeguarding Vulnerable Adults
Awareness Raising

Course aims: To encourage awareness and
recognition about what constitutes abuse.
Identify the key role staff have in preventing
and reporting abuse.

To encourage a multi-agency approach to

safeguarding vulnerable adults.

Learning outcomes: By the end of the
course participants will be able to:

v" Identify abusive and potentially abusive
situations.

v Qutline the multi-agency policy and
procedural practice and reporting

systems.

Who Can Attend: All those involved in
supporting or who come into contact with
vulnerable adults.

How to apply: Standard application form

Contact: Tony Brady

Trainer: Tony Brady

Date Time Venue
09.05.2008 | 9.30-12.30 Chatham St
14.05.2008 | 9.30 - 12.30 Chatham St
10.06.2008 | 9.30 - 12.30 Chatham St
09.07.2008 | 9.30 - 12.30 Chatham St
20.08.2008 | 9.30-12.30 Chatham St
10.09.2008 | 9.30 - 12.30 Chatham St
24.09.2008 | 9.30-12.30 Chatham St
22.10.2008 | 9.30-12.30 Chatham St
12.11.2008 | 9.30 - 12.30 Chatham St
10.12.2008 | 9.30 - 12.30 Chatham St
14.01.2009 | 9.30 - 12.30 Chatham St
19.02.2009 | 9.30-12.30 Chatham St
18.03.2009 | 9.30-12.30 Chatham St
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Safeguarding Vulnerable
Adults (Home Care Staff)
Refresher Training

Course aims: To encourage awareness and
recognition about what constitutes abuse.
Identify the key role of staff in preventing and
reporting abuse. To encourage a multi-
agency approach to safeguarding vulnerable
adults.

Learning outcomes: By the end of the
course participants will be able to:

v' Identify abusive and potentially abusive
situations.

v Qutline the multi-agency policy and
procedural practice and reporting
systems.

Who Can Attend: All Home Care Staff who
are in need of refresher training, having
already done the longer input. This is a 2
yearly refresher course and is not suitable for
new starters

How to apply: Standard application form
Contact: Tony Brady

Trainer: Tony Brady

Date Time Venue
15.05.2008 | 1.30 - 3.00 Lower Edge
06.06.2008 | 1.30 - 3.00 | Hebden Bridge

Council Offices
16.07.2008 | 1.30 - 3.00 Lower Edge
26.09.2008 | 1.30 - 3.00 Lower Edge
10.10.2008 | 1.30 - 3.00 Higgins Close
25.11.2008 | 1.30 - 3.00 Higgins Close




Safeguarding Vulnerable
Adults Chairing Safeguarding
Planning Meetings

Safeguarding Vulnerable
Adults
Achieving Best Evidence

Course aims: This course will examine how
to successfully conduct planning meetings
and facilitate discussions around risk
assessment and action planning.

Learning outcomes: By the end of the
course participants will be able to:

v’ Identify the key issues in preparing for a
planning meeting.

v Describe best practice approaches in
effective safeguarding planning, risk
management, and problem solving.

v Identify skills in managing a planning
meeting successfully.

v" Recognise the need to review planning
meetings, monitoring actions.

Who Can Attend: Adult District Team
Managers, Adult Team Leaders in Mental
Health and Learning Disabilities Teams.
How to apply: Standard application form
Contact: Tony Brady

Trainer: Tony Brady

Further details will be circulated once
arrangements and dates are confirmed
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Course aims: The aim of the course is to
help experienced staff familiarise themselves
with the whole concept of Speaking up for
Justice and what Achieving Best Evidence
means in safeguarding vulnerable adults.
This course will be jointly run with the support
of West Yorkshire Police.

Learning outcomes: By the end of the
course participants will be able to:

v' Understand the Safeguarding Vulnerable
Adults Procedures and safeguarding
pathways.

v" Understand indicators and definitions of

abuse.

Understand and define capacity.

Demonstrate an understanding of the

skills needed to interview vulnerable

adults on video.

v" How best to support a person who is
eligible for special measures.

v" Understand the roles of different
professionals under safeguarding
procedures in achieving best evidence.

AN

Who Can Attend: All those involved in
supporting or who come into contact with
vulnerable adults.

How to apply: Standard application form
Contact: Tony Brady

Trainer: Tony Brady

Further details of this training will be

circulated once dates and times have been
confirmed.



Safeguarding Vulnerable
Adults
Assessors Training

Course aims: To increase understanding of
the Safeguarding Assessor’s role and
responsibilities under the new Vulnerable
Adult Procedures.

Learning outcomes: By the end of the
course participants will be able to:

v" QOutline the new policy and
procedures.

v Clearly identify the role and
responsibility of a safeguarding
assessor.

v" Recognise the need to achieve a
consistent approach in their Assessor
role.

v" How the procedures relating to their
role should be applied in practice.

Who Can Attend: All qualified Adult Care
social workers, qualified staff within Mental
Health and Learning Disability teams.
How to apply: Standard application form

Contact: Tony Brady

Trainer: Tony Brady

Date Time Venue
05.06.2008 | 9.30 - 4.00 Chatham St
02.10.2008 | 9.30 - 4.00 Chatham St
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Skin Care and Tissue Viability

Course aims: To increase understanding of
skin care and why some people are more at
risk of problems and what can be done to
help them.

Learning outcomes: By the end of the
course participants will have:

v' Knowledge of causes of skin problems
and conditions.

v' Awareness of techniques to prevent or
manage skin problems and conditions.

Who Can Attend: All Care Staff

How to apply: Standard application form

Contact: Jan Luka

Trainer: Rachel Clegg

Date Time Venue
22.05.2008 | 1.00 —4.00 Chatham St
29.10.2008 | 1.00 —4.00 Chatham St
25.02.2009 | 1.00 —4.00 Chatham St




Student Support Workshops

Course aims: To provide a forum that
supports practice development whilst
students are studying to qualify as social

workers.

Learning outcomes:

v Explore issues that relate to best

social work practice.

v Discuss developments within social
work practice.
v" To develop a forum that supports

academic achievement.

Who Can Attend: Internal and external
students studying for the degree in social

work.

How to apply: Standard application form

Contact: Brian Mitchell

Trainer: Brian Mitchell

Date Time Venue
14.05.2008 | 1.00-4.00 TBC
18.06.2008 | 1.00 - 4.00 TBC
16.07.2008 | 1.00-4.00 TBC
20.08.2008 | 1.00 -4.00 TBC
17.09.2008 | 1.00-4.00 TBC
15.10.2008 | 1.00-4.00 TBC
19.11.2008 | 1.00-4.00 TBC
17.12.2008 | 1.00-4.00 TBC
14.01.2009 | 1.00-4.00 TBC
18.02.2009 | 1.00-4.00 TBC
18.03.2009 | 1.00-4.00 TBC
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Supervision Skills for
Managers

Course Aims: An introductory course for
managers responsible for supervising staff.
To explore the role of the supervisor, define
supervision and implement the Council
Supervision Policy.

Learning Outcomes: By the end of the
course participants will be able to:

v Apply the Council Supervision Policy.

v' Use supervision to motivate employees.

v Apply techniques in supervision to
improve workplace practice and enhance
organisational performance.

Who Can Attend: New managers or
managers who have not previously
undertaken supervision training.

How to apply: Standard application form

Contact : Barbara Colleran

Trainer: Coll Bell

Date Time Venue
03.07.2008 |9.30 - 4.30|Elsie Whiteley
13.11.2008 |9.30 - 4.30|Elsie Whiteley




Understanding Discrimination

Course aims: This course will enable
employees to understand the nature of
discrimination, and examine a range of anti-
discriminatory responses.

Learning outcomes: By the end of the
course participants will be able to:

v’ ldentify issues related to oppression and
discrimination.

v" Understand how discrimination operates
within society and in the workplace.

v’ ldentify strategies to challenge and
overcome oppression and discrimination
in a variety of workplace settings.

Who Can Attend: All Staff from Calderdale
MBC and the Voluntary Private and
Independent Care sector are welcome to
attend.

How to apply: Standard application form
Contact: Jan Luka

Trainer: Jan Luka

Date Time Venue
16.05.2008 | 9.30 — 4.00 | Chatham St
16.09.2008 | 9.30 — 4.00 | Chatham St
03.12.2008 | 9.30 — 4.00 | Chatham St
20.03.2009 | 9.30 — 4.00 | Chatham St

41

Values and Service
Standards

Course aims: This workshop aims to give all
staff a basic knowledge of values that
underpin all social care practice.

Learning outcomes:
By the end of the course colleagues will:

v' Have a working knowledge of the General
Social Care Councils code of practice.

v" Begin to develop an understanding of
Issues concerning professionalism and
how these then relate to the professional
code as required by Calderdale M.B.C.

v' Begin to identify issues, concerning
professionalism and how these can be
developed in relation to best practice.

Who Can Attend: All Care Staff
How to apply: Standard application form
Contact: Brian Mitchell

Trainer: Brian Mitchell

Date Time Venue
24.06.2008 | 9.30 — 12.30 | Ryburn House
04.11.2008 | 9.30 — 12.30 | Ryburn House
03.02.2009 | 9.30 — 12.30 | Ryburn House




Voluntary Independent and
Private Sector Training Network

Aims: An opportunity for care providers to
develop good practice and discuss how to
improve performance through learning and
development. The aims of these meetings are
to develop and maintain a network of
providers who provide services throughout
the Calderdale district and to improve access
and support with training and development
activities.

From attendance at these meetings
participants will:

¥v" Gain access to a network of resources
to help meet their employee training
needs.

¥’ Create a forum to discuss common
issues with Skills for Care, CSCI etc.

v’ Assist in establishing a programme of
training courses and seminars.

¥v' Receive information from invited
speakers.

Who Can Attend: Owners and managers
from any Voluntary Independent or Private
sector care providers, including those staff
who have responsibility for training and
development. We also welcome individual
family personal carers.

How to apply: Standard application form

Contact: Hugh Boyden

Date Time Venue
29.05.2008 | 1.30 — 4.00 | Heath Training
21.08.2008 | 1.30 —4.00 | Heath Training
20.11.2008 | 1.30 —4.00 | Heath Training
26.02.2009 | 1.30—4.00 | Heath Training
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West Yorkshire Learning
Resource Network

Calderdale is a member of The West
Yorkshire Learning Resource Network, which
is part of Skills For Care and contains the
regional local authorities of Bradford,
Wakefield, Leeds, Kirklees and Calderdale.

Part of the WLRN function is to provide
support and information to employers about
legislative changes, service improvement etc.
It provides information on skills and
knowledge sets that underpin Common
Induction Standards, and holds events and
conferences throughout the year on a range
of social care topics.

Information about events and the work of the

WYLRN will be circulated by Learning and
Development as applicable.

Contact: Hugh Boyden



Course Calendar

Date | Title | Page No.
May 2008
06 Basic Emergency Aid 10
08 Practice Educator Workshops (Non-Qualified) 35
09 Safeguarding Vulnerable Adults Awareness Raising 37
13 Adults Who Self Harm/Self Injure 7
13 Introduction to Health and Social Care 23
14 Safeguarding Vulnerable Adults Awareness Raising 37
14 Student Support Workshop 40
15 Food Safety in Catering Level 2 18
15 Safeguarding Vulnerable Adults (Home Care) Refresher 37
16 Understanding Discrimination 41
19 Active Listening 7
19 Infection Control 22
20 Oral Health Awareness 32
21 Practice Educator Support Group 35
22 Skin Care and Tissue Viability 39
23 Loss and Bereavement 26
29 Voluntary Independent and Private Sector Training Network 42
30 Diabetes Awareness 13
June 2008
02 Food Safety in Catering Level 2 18
04 Introduction to Hearing Equipment 23
05 Nutrition and Diet 30
05 Safeguarding Vulnerable Adults Assessor Training 39
06 Safeguarding Vulnerable Adults (Home Care) Refresher 37
10 Dual Sensory Impairment (Care Staff) 16
10 Safeguarding Vulnerable Adults Awareness Raising 37
11 Individual Budgets and Direct Payments Awareness 21
12 Basic Awareness in Safeguarding Children 9
13 Loss and Bereavement 26
17 Drugs and Older People 15
17 Infection Control 22
17 Mental Capacity Act 28
18 Handling Confrontation 19
18 Student Support Workshop 40
19 Basic Emergency Aid 10
23 Managing Continence and Catheter Care 27
24 Values and Service Standards 41
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25/26 | Manual Handling Two-Day Basic 28
26 Care of Medicines 12
30 Effective Record Keeping 16

July 2008
01 Introduction to Mentoring in the Workplace 24
02 Basic Emergency Aid 10
03 Supervision Skills for Managers 40
08 Manual Handling Key Trainer and Assessor 27
09 Food Safety in Catering Level 2 18
09 Safeguarding Vulnerable Adults Awareness Raising 37
11 Diabetes Awareness 13
16 Food Safety in Catering Level 2 18
16 Meeting the Needs of Hearing Impaired People 29
16 Safeguarding Vulnerable Adults (Home Care) Refresher 37
16 Student Support Workshop 40
August 2008
20 Safeguarding Vulnerable Adults Awareness Raising 37
20 Student Support Workshop 40
21 Introduction to Health and Social Care 23
21 Voluntary Independent and Private Sector Training Network 42
September 2008

02/03 | Manual Handling Two-Day Basic 28
03 Basic Introduction to Health and Safety 11
04 Effective Record Keeping 16
05 Facilitation and Group Work Skills 17
09 Dual Sensory Impairment (Assessing Staff) 15
10 Safeguarding Vulnerable Adults Awareness Raising 37
11 Infection Control 22
16 Understanding Discrimination 41
17 Student Support Workshop 40
18 Basic Awareness in Safeguarding Children 9
22 Disability Equality 13
24 Safeguarding Vulnerable Adults Awareness Raising 37
26 Safeguarding Vulnerable Adults (Home Care) Refresher 37
30 Drugs and Older People 15

October 2008
01 Managing Continence and Catheter Care 27
02 Safeguarding Vulnerable Adults Assessor Training 39
07 Active Listening 7

09/10 | Food Safety in Catering Level 2 18
09 Infection Control 22
10 Handling Confrontation 19
10 Safeguarding Vulnerable Adults (Home Care) Refresher 37
14 Introduction to Hearing Impairment 24
14 Loss and Bereavement 26
15 Introduction to Visual Impairment 25
15 Student Support Workshop 40
16 Basic Emergency Aid 10
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17 Adults Who Self Harm/Self Injure 7
22 Safeguarding Vulnerable Adults Awareness Raising 37
29 Skin Care and Tissue Viability 39
30/31 | Manual Handling Two-Day Basic 28
November 2008
04 Values and Service Standards 41
06 Basic Emergency Aid 10
06 Nutrition and Diet 30
07 Introduction to Health and Social Care 23
10 Manual Handling Key Trainer and Assessor 27
12 Individual Budgets and Direct Payments Awareness 21
12 Safeguarding Vulnerable Adults Awareness Raising 37
13 Supervision Skills for Managers 40
17 Care of Medicines 12
18 Effective Record Keeping 16
19 Guiding a Visually Impaired Person 19
19 Student Support Workshop 40
20 Voluntary Independent and Private Sector Training Network 42
25 Safeguarding Vulnerable Adults (Home Care) Refresher 37
26 Food Safety in Catering Level 2 18
December 2008
01 Loss and Bereavement 26
02 Basic Awareness in Safeguarding Children 9
03 Understanding Discrimination 41
04 Basic Emergency Aid 10
09 Infection Control 22
10 Safeguarding Vulnerable Adults Awareness Raising 37
17 Student Support Workshop 40
January 2009
08/09 | Manual Handling Two-Day Basic 28
13 Introduction to Mentoring in the Workplace 24
14/15 | Food Safety in Catering Level 2 18
14 Safeguarding Vulnerable Adults Awareness Raising 37
14 Student Support Workshop 40
16 Adults Who Self Harm/Self Injure 7
21 Meeting the Needs of Hearing Impaired People 29
22 Handling Confrontation 19
27 Basic Emergency Aid 10
29 Active Listening 7
30 Facilitation and Group Work Skills 17
February 2009
03 Values and Service Standards 41
06 Introduction to Health and Social Care 23
10 Drugs and Older People 15
12 Introduction to Hearing Impairment 24
18 Student Support Workshop 40
19 Safeguarding Vulnerable Adults Awareness Raising 37
25 Skin Care and Tissue Viability 39
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26 Basic Emergency Aid 10
26 Voluntary Independent and Private Sector Network 42
March 2009
03 Disability Equality 13
05 Managing Continence and Catheter Care 27
11 Introduction to Visual Impairment 25
12/13 | Manual Handling Two-Day Basic 28
18 Safeguarding Vulnerable Adults Awareness Raising 37
18 Student Support Workshop 40
19 Basic Awareness in Safeguarding Children 9
19 Food Safety in Catering Level 2 18
20 Understanding Discrimination 41
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Calderdale

Council

STANDARD TRAINING APPLICATION FOR INTERNAL DELEGATES 2008/09
For all staff employed by Health and Social Care

Your Full Details (Please Print)

POSt TItlE v Telephone.......cooiiiii

Course joining instructions and confirmation of you booking will be sent to your home address

Do you have any individual requirements?

Access | ] Hearing [ ]

Other [ ] Please SPeCify .......c.oeovveeiueeeeeeeee e

Date ..o, Where a course is oversubscribed your name will
be placed on a waiting list for the next available
event

How has this learning been identified? E.g. Induction Mandatory Requirement

Supervision PAS

Other Please SPECIY. ... ... e e

Signature of Applicant ... ... Date oo

Manager’s Support: | have discussed this application and the learning objectives with the candidate and
agree that they are relevant to their job role.

Signature of Manager .....uvioieiviriiiriiir e NN F= T = TP

Please note: Unsigned or incomplete application forms cannot be accepted.

The information you have provided on this form is subject to the Data Protection Act 1998.

Please return To:
Health and Social Care Non — Attendance without prior
Workforce Development and Learning notice will carry a £50 charge
Lower Ground Floor
Northgate House
Halifax,

HX1 1UN

Fax to: 01422 393371
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Calderdale

Council

STANDARD TRAINING APPLICATION FOR EXTERNAL DELEGATES 2008/09
For staff not employed by Calderdale Health and Social Care

Your Details (Please print and complete in full)

LTI = T2 1= S

Contact telephone number ..o

Course joining instructions and confirmation of your booking will be sent to your work address
L0 o T =T [ - PP

Date of Course..........ccococvieivceirnnnnanes Where a course is oversubscribed your name
will be placed on a waiting list for the next

Do you have any individual requirements? available event

Access | ] Hearing

Other [ ] Please SPeCify ......ccccererrerrerreesiennieneesee e e seeseeseee e

| apply to attend this course Signed ..o

In order to assist us with our monitoring, please tick the boxes below:

Male
Asian or Asian British ¢ Indian
White - British - Pakistani
Female
- Irish - Bangladeshi
- Any other white background - Any other Asian background Full Time
Mixed- White and Black Caribbean Black or Black British - Caribbean Part Time
- White and Black African - African Student
- White and Asian - Any other Black background
- Any other Mixed background Chinese or other ethnic group — Chinese
- Any other

Manager’s Support: | have discussed the above training with the applicant and agree it is relevant to their
role and therefore support the applicant’s attendance.

Signature of Manager ..........c.ooiiiiiiii

Please note: Unsigned or incomplete application forms cannot be accepted.

The information you have provided on this form is subject to the Data Protection Act 1998.
Health and Social Care,

Workforce Development and Learning

Lower Ground Floor,

Northgate House,
Halifax, HX1 1UN Fax : 01422 393371
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Calderdale

Council

TRAINING APPLICATION FORM: QUALIFICATIONS

FUITNGME (Ple@SE PriNt). ... e ettt
Payroll Number ..o E-mail.....ccooii
Full postal address for COrre@SPONAENCE. .........c.oiriii i e
........................................................................ Telephone.......oooiiiiii
1. How has this learning need been identified?

2. Do you consider this course to be essential for your development?  YES NO

3. Please explain why:

4. How will the proposed qualification help you to do your job better?

5. How will this benefit the service?

Title Of QUAlIT I CAION ... e e e e e e
Provider: Name of Academic Institution/Organisation...............ooiiiiiiii e,
o (o = PP
................................................................................. Telephone ...
Lengthof Course........coviiiiiiiiiiiinene, Commencement Date..............cccoeoiiiiiiiiinnnnn.
Completiondate.........ccooviiiiiiiiiiie Period funding requested for.................c...oooiiils
Please indicate fees: Registration Fees ...............

Course Fees ...............

Other Fees ...............
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TRAINING APPLICATION FORM: QUALIFICATIONS

Completion of this Application does not constitute an offer of support. When you have completed
this Form please send it to Training and Development . Successful applicants who will receive
assistance will be required to enter into a Learning Contract. Calderdale MBC reserves the right
to recover costs of sponsorship and other expenses incurred where sponsored candidates do not
complete the course of study or leave the employ of Calderdale MBC within 2 years of the date of
achieving the qualification.

APPlICaNtS SIGNATUIE. .. ...t Date.......coovviiiiiiils

Manager’s support: | support this application and agree to study release.

(Training and Development Only):

FUNDING APPROVED BY MANAGER: . Pleasenote: Unsigned or
incomplete application forms will

be returned to the applicant for
YES / NO completion.

Please return completed form to:

Health and Social Care

Workforce Development and Learning,
Lower Ground Floor,

Northgate House,

Halifax

HX1 1UN

Applications can also be sent by Fax to 01422-393371
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Calderdale

: Council

Staff Development Requests 2008/09

UNIT/SECTION

1) Title of Development Request

2) Description (Please give a description of the development programme)

3) Target Group (For which particular group(s) of staff/social care work force has this been identified?)

4) Numbers expected to attend

5) Do you consider the development to be compulsory or optional

6) Which objectives will the development contribute towards? (eg national policy/legislation,
corporate priority , directorate, strategic objectives, performance objective from service plans, group or
team objectives )

7) New or existing development request (Has this previously taken place i YES/NO, if YES please state when
and details of provider if known.)

51



8) Expected costs (if known)

9) How do you hope to evaluate the impact of learning

10) Scheduling the event (Are there any particular considerations that should be taken into account when
scheduling the event)

11) Special arrangements needed (If any please state)

12) Expected Outcomes (Please describe what changes to practise that this will address. What particular
improvements in individual / service effectiveness are being looked for?)

13) How has this development need been recognised (e.g. use PAS PADR, legislative source , care
standards etc, supervision, service review/inspection)

14) Manager responsible for generating the request
Signature: Date:

For official use by Workforce Development and Learning

Date: Received Passed to: Date contact initiated:
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