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Adult & Community Services

Community Learning & Skills Development

Internet and Intranet

Half-day Workshop

Overview

The Internet connects millions of computers all over the world. Nobody owns it or has control of management responsibility.  Broad rules govern connection technicalities and behaviour; everyone pretty much does their own thing. As a result, the Internet is used by anyone who can navigate its maze of resources.

COLIN is the staff intranet site that gives you news on recent developments, details of policies, updates, communication with different departments and every day help with County Council information.

Learning Outcomes

By the end of the workshop you will have: 

· Explored Internet menus and toolbar

· Used search engines

· Found information relevant to your work

· Printed and saved information from a web page

· Bookmarked useful links

· Navigated your way around COLIN

(Handouts will be provided for you to take away. (
IMPORTANT:  Please bring your staff User name and Password to log in to COLIN.

Target Group

Homes Managers, Home First Managers, Team Leaders, Sensory Awareness Team, Mental Health Teams in ACS provider services,

Additional Information

Date


Venue




Code 


Closing 

27/05/09

Kerrison Conference and Training Centre
JCOM37/09

06/05/09

26/06/09

Kerrison Conference and Training Centre
JCOM38/09

05/06/09

24/06/09

Constantine House, Ipswich


JCOM39/09

03/06/09

14/07/09

Constantine House, Ipswich


JCOM40/09

23/06/09

Times 

Kerrison

13.00-16.00



Constantine

13.00-16.00

Trainer

Kerrison

Gary Manning



Constantine

Gary Manning

Cost

Free
Refreshments
Refreshments will be served (NO LUNCH)

CONTACT       Carla Donovan/Caroline Hunt
(                      carl.donovan@suffolk.gov.uk / caroline.hunt@suffolk.gov.uk 

(

01379 672726 / 706       
Fax: 01379 672703  http://www.suffolk.gov.uk/EducationAndLearning/WorkBasedLearning/TrainingCoursesAtKerrison.htm
Adult & Community Services

Community Learning & Skills Development

Computer Basics

Half-day Workshop

Overview

Ideal for those who are new to computers, have limited computer skills or would like to fill in the gaps.   

Learning Outcomes

By the end of the workshop you will have: 

· Explored the difference between hardware and software

· Practised mouse and keyboard skills

· Opened programs from Desktop and Start
· Changed appearance of Desktop
· Used My Computer and Windows Explorer
· Created a filing system using folders and sub folders
· Saved files on hard drive and external drive
· Moved, copied and deleted files
· Used Search facility
· Looked at health and safety issues
(Handouts will be provided for you to take away.(
Target Group

Homes Managers, Home First Managers, Team Leaders, Sensory Awareness Team, Mental Health Teams in ACS provider services,

Additional Information

Date


Venue




Code 


Closing 

06/05/09

Kerrison Conference and Training Centre
JCOM33/09

15/04/09

05/06/09

Kerrison Conference and Training Centre
JCOM34/09

15/05/09

08/07/09

Murrayside Centre, Ipswich


JCOM35/09

17/06/09

13/07/09

Murrayside Centre, Ipswich


JCOM36/09

22/06/09

Times 

Murrayside 
09.30-12.30



Kerrison
13.00-16.00


Trainers           Murrayside
Jane Halls

                         Kerrison
Gary Manning

Cost

Free

Refreshments
Refreshments will be served (NO LUNCH)

CONTACT 

Carla Donovan / Caroline Hunt


(

carla.donovan@suffolk.gov.uk / caroline.hunt@suffolk.gov.uk
·        01379 672726 / 706
 Fax: 01379 672703

http://www.suffolk.gov.uk/EducationAndLearning/WorkBasedLearning/TrainingCoursesAtKerrison.htm
Adult & Community Services

Community Learning & Skills Development

Outlook:  E-mail and Calendar

Half-day Workshop

Overview

Microsoft Office Outlook is a software application which allows you to handle your email and provides calendar, task and contact management facilities for you to use.  

Learning Outcomes

By the end of the workshop you will have: 

· Explored the Outlook window, menus and toolbars

· Composed and sent an e-mail with an attachment
· Received, forwarded and organised e-mail

· Saved, filed and deleted e-mails

· Added a contact to address book

· Explored Calendar Window

· Shared you Calendar with others

· Viewed another user’s calendar

· Invited other users of Outlook to a meeting

· Managed meeting responses

(Handouts will be provided for you to take away. (
IMPORTANT:  Please bring your staff User name and Password to log in to your e-mail

Target Group

Homes Managers, Home First Managers, Team Leaders, Sensory Awareness Team, Mental Health Teams in ACS provider services,

Additional Information

Date


Venue




Code 


Closing 

22/05/09

Kerrison Conference and Training Centre
JCOM41/09

01/05/09

03/06/09

Constantine House, Ipswich


JCOM42/09

13/05/09

19/06/09

Kerrison Conference and Training Centre
JCOM43/09

29/05/09

10/07/09

Constantine House, Ipswich


JCOM44/09

19/06/09

Times 

Kerrison

13.00-16.00



Constantine

13.00-16.00
Trainer             Kerrison

Gary Manning

                         Constantine

Gary Manning

Cost

Free

Refreshments
Refreshments will be served (NO LUNCH)

CONTACT 

Carla Donovan / Caroline Hunt
(

carla.donovan@suffolk.gov.uk / caroline.hunt@suffolk.gov.uk 
(

01379 672726 / 706
Fax: 01379 672703
http://www.suffolk.gov.uk/EducationAndLearning/WorkBasedLearning/TrainingCoursesAtKerrison.htm
Adult & Community Services

Community Learning & Skills Development

Word and Excel

Half-day Workshop

Overview

Microsoft Word is an efficient word processing package that provides the tools needed to create a variety of document types.   

Excel is a spreadsheet program that can help you create worksheets and invoices and help you organise and analyse numerical data.  This session will give you a brief overview of what a spreadsheet is.

Learning Outcomes

By the end of the workshop you will have: 

· Explored the Word window, menus and toolbars

· Created documents, saved files and printed documents
· Changed layouts
· Formatted and Edited documents
· Used Task Panes

· Created a table

· Explored the Excel window

· Identified cell references

· Created a simple worksheet

· Used formula

· Looked at Excel as a database

(Handouts will be provided for you to take away. (
Target Group

Homes Managers, Home First Managers, Team Leaders, Sensory Awareness Team, Mental Health Teams in ACS provider services,

Additional Information

Date


Venue




Code 


Closing 

15/05/09

Kerrison Conference and Training Centre
JCOM45/09

24/04/09

12/06/09

Kerrison Conference and Training Centre
JCOM46/09

22/05/09

08/07/09

Murrayside Centre, Ipswich


JCOM47/09

17/06/09

13/07/09

Murrayside Centre, Ipswich


JCOM48/09

22/06/09





Times 

Kerrison

13.00-16.00

                          Murrayside

13.00-16.00

Trainers            Kerrison

Gary Manning

                          Murrayside

Jane Halls


Cost

Free

Refreshments
Refreshments will be served (NO LUNCH) 

CONTACT 

Carla Donovan / Caroline Hunt
(

carla.donovan@suffolk.gov.uk / caroline.hunt@suffolk.gov.uk 
(

01379 672726 / 706 
Fax: 01379 672703
http://www.suffolk.gov.uk/EducationAndLearning/WorkBasedLearning/TrainingCoursesAtKerrison.htm
Adult & Community Services

Community Learning & Skills Development

Living at Home with Dementia

A One Day Introductory Workshop

Overview

Dementia can make day-to-day life more challenging.  Short-term memory loss, disorientation and confusion are amongst a number of symptoms that can make day-to-day life difficult and sometimes frightening for the individual and those careers closest to them.  Current government policy asserts that people with dementia who want to remain in their own homes should be supported, along with their families, to do so for as long as possible.  Imaginative, flexible person-centred services are required to enable individuals with dementia to remain living at home longer. In particular, staff need to be trained to work with people with dementia, and their carers, in a way that promotes their well being, independence and choices. 
Learning Outcomes

· Improved knowledge of the early signs of dementia and pathways to a diagnosis and appropriate levels of support for themselves and their carers.

· Have a greater understanding of the different types of dementia and how they might present themselves.

· Explored how to enable individuals to remain independent through adapting their living environments with navigation aids, task guides, and assistive technology.
· More fully understand how to promote and contribute towards improving individuals and their carers wellbeing. and choices.
· Have more knowledge about available choices for individuals and carers and how they can access information and sustainable support.
Topics to be covered:

Person centred approach, promoting well being, different forms of dementia, linking the past to the present, communication and validation techniques, understanding behaviours from the service users’, and carers perspective, accessing other services for the individual and their families.

(All learning materials are sensitive to the Common Induction Standards, National Vocational Standards and General Social Care Codes of Practice.(
Target Group

· Home First practitioners, community care workers in the statutory, private and voluntary sector.
Additional Information

Date


Venue



 Code 

Closing 

26/05/09

Hollow Road BSE

JAS013/64

05/05/09

09/06/09

Waterlane Leisure Centre
JAS013/65

19/05/09

22/06/09

Sidegate Lane Ipswich 

JAS013/66

01/06/09

Times: 

9.30-16.00




Trainer:
Pam Howes

Cost:

Free

Refreshments
Lunch and Refreshments are provided

CONTACT          Carla Donovan/Caroline Hunt

                          ( Carla.Donovan@suffolk.gov.uk                        01379 672726 Carla
                          (  Caroline.Hunt@suffolk.gov.uk                         01379 672706 Caroline
                          (  http://www.suffolk.gov.uk/workforcetraining    01379 672703 Fax
Adult & Community Services

Community Learning & Skills Development

Changing Cultures in Dementia Care 

Overview

'High quality dementia care requires training leadership by example and changes in culture. Over the past decade, considerable progress has been made within the field of dementia care. Tom Kitwood the pioneer of 'person centred care' started a dementia care movement in the 1990's emphasising the relevance of a 'new culture' in dementia care.' This course has been designed for Managers, Team Leaders, who are directly supporting care practitioners in care settings and the community who wish to, understand more about issues within dementia care how to change cultures and improve quality of care.

Learning Outcomes

By the end of the course you will;

· Have explored emotions at work and the emotional journey of the person with dementia.

· Have an overview of Government policy in relation to how dementia services are developing nationally.

· Have examined the importance of effective leadership in dementia care.

· Have a greater understanding of the different types of dementia and how they might present themselves.

· Learn how to influence staff to support the independence of people with dementia.

Topics to be covered 

Person centred care. Positive person work, promoting and improving well being, validation theories and techniques, the meaning behind emotions and behaviour, the importance of involving carers, importance of nutrition. Life story work and meaningful occupation.

(All learning materials are sensitive to the Common Induction Standards, National Vocational Standards and General Social Care Codes of Practice.(
Target Group

· Managers and Team Leaders in residential, day and community care settings and   provider supervisory staff, from the statutory, private and voluntary care sector.

Additional Information

Participants will be expected to carry out a short project back in the workplace based on the learning from the first two days of the course which will have shaped or influenced a change in care practice.

Date


Venue




 Code 
Closing 

25 & 26th June 09 
Kerrison Conference & Training Centre 
JAS013/51
11/06/09

3rd Day

5th August 09

Kerrison Conference & Training Centre 

16 & 17 Sept. 09
Kerrison Conference & Training Centre
JAS013/50
14/08/09

3rd Day

29th October 09
             Kerrison Conference & Training Centre


Times 

09.30 – 16.30






Trainer

Pam Howes


Cost
            Free




Refreshments
Lunch and refreshments are provided


CONTACT       Carla Donovan / Caroline Hunt
 


(                      carla.donovan@suffolk.gov.uk / caroline.hunt@suffolk.gov.uk 
(                     01379 672726 / 706   Fax: 01379 672703
http://www.suffolk.gov.uk/workforcetraining
Adult & Community Services

Community Learning & Skills Development

Supporting Individuals with Dementia

Overview

Some people with dementia behave in ways that can be, worrying, perplexing, frightening or even amusing to others. For example, muddled speech, repetitive questioning, undressing in public, spitting, being angry, making accusations, and appearing to insult others can lead to people with dementia being negatively labelled as difficult, strange, demanding or mentally ill. Yet for the most part they are often trying to express a basic need, perhaps to go to the toilet, talk to somebody, take exercise and so on. If people who are diagnosed with dementia are unable to express their needs and feelings verbally, they are more likely to express them through sounds and actions. Current thinking about those with dementia centres on supporting individual strengths and recognising ways to promote independence, well-being and choice.

Learning Outcomes

· Have explored a person centred approach to Dementia.

· Have a greater understanding of the different types of dementia, the signs and symptoms, and how they might present themselves.

· Be more aware of the different ways to support people with dementia in order to support their independence, well-being and choices through person centred approaches and activities.

· Have information about other organisations that can support individuals and carers with dementia.

Topics to be covered:

· Person centred approaches, promoting well being, different forms of dementia, linking the past to the present, communication, validating techniques, understanding behaviours from the service user perspective.

(All learning materials are sensitive to the Common Induction Standards, National Vocational Standards and General Social Care Codes of Practice.(
Target Group

· Residential / Day Care Staff in the statutory, private and voluntary sectors

Additional Information

Date


Venue



           Code 

Closing 

18/05/09

Hollow Road BSE                      

JAS013/61
27/04/09

03/06/09

Waterlane Leisure Centre Lowestoft
JAS013/62
20/05/09

16/06/09

Sidegate Lane Ipswich


JAS013/63
26/05/09

Times: 

09.30 – 16.30




Trainer:
Pam Howes

Cost:

Free to all 
Refreshments:
Refreshments and lunch are provided

CONTACT       Carla Donovan/Caroline Hunt



      (  Carla.Donovan@suffolk.gov.uk                       01379 672726    Carla
      (  Caroline.Hunt@suffolk.gov.uk                         01379 672706    Caroline 

      (    http://www.suffolk.gov.uk/workforcetraining   01379 672703     Fax
Adult & Community Services

Community Learning & Skills Development

Sensory Awareness – An Introductory 2 Days Training

Overview

This is an introductory 2 days to enable workers to more fully understand the challenges and issues faced by people with a sensory impairment (deaf, visually impaired, dual sensory loss).

Learning Outcomes

· Increased awareness of Sensory Loss.

· Gain more understanding of the impact on individual’s life’s, families and their inclusion within the communities.

· Promote independence, well being and choice.  

· Ensuring the needs of people with Sensory Loss are met. 

· A basic understanding of the use of British Sign language and other communication tactics and of the various roles within the Sensory Team.  

(All learning materials are sensitive to the Common Induction Standards, National Vocational Standards and General Social Care Codes of Practice.(
Target Group

ACS or County Council staff including: Volunteers, Community workers and Health Care staff; Disability Employment Advisors; Family and Carers of people with a sensory loss.

Additional Information

Date


Venue



 Code 

Closing 

15+16/07/09  
Kerrison Conference Centre
JAS003/178

25/06/09

14+ 15/10/09
Kerrison Conference Centre
JAS003/179

30/09/09

17+18/02/10      Kerrison Conference Centre      JAS003/180                    03/02/10
Times 

09.30 – 16.45






Trainer

Caroline Carr & County Sensory Team
Cost

FREE

Refreshments 
Refreshments and lunch will be provided


CONTACT        Carla Donovan/Caroline Hunt

                          ( Carla.Donovan@suffolk.gov.uk                        01379 672726 Carla
                          (  Caroline.Hunt@suffolk.gov.uk                         01379 672706 Caroline
                          (  http://www.suffolk.gov.uk/workforcetraining    01379 672703 Fax
NB: Courses will be cancelled if minimum numbers are not reached

