Half day courses are generally 2-3 hours (e.g. 10am-1pm)

Full day courses are generally 6 hours (e.g. 10am-4pm)

Most of the OCN courses can be split into a number of shorter sessions, for example the 3 day mentoring skills course can be delivered over 6 half day sessions. 

Action Research in the Community (OCN Accredited course) 2 day course 

By the end of the course, participants will:

· explore a range of techniques and develop skills for conducting effective action research interviews, and understand the ethical issues associated with research 

· develop competence in using the tools for research, and to understand how to conduct an interview safely and effectively
· prepare for and conduct an interview, record outcomes and reflect on performance and to finalise administrative arrangements

· identify strengths and weaknesses of the action research process, reflect on personal development and agree next steps 
Build on your skills workshop half day

This workshop is designed to help identify and prioritise the learning or training you and your colleagues might need in order to carry out your role more effectively.  By working with others through a series of short activities, this is a chance for you to have your say about what training is needed to ensure that our organisation can continue deliver real benefits to members and service users.  

Effective meetings half day

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

· understand the purpose of meetings and the role of participants

· prepare properly for meetings  

· use a range of techniques to keep the meeting on track 

· record decisions and actions 
Facilitation Skills full day

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

· describe the nature and purpose of facilitation, and the role of facilitator

· prepare properly for a facilitated process

· identify and use a range of tools and techniques for effective facilitation

· record and prioritise the outputs of a facilitated process
How to develop a volunteer initiative full day

This course will cover the development of good practice in new and existing volunteering initiatives. It provides information and advice on policies and procedures which are relevant to running a professional volunteering programme including: 

•  Organisational policies that impact on volunteering 

•  Marketing 

•  Recruitment 

•  Induction 

•  Training 

•  Support and supervision 

This course includes a free toolkit which can be taken away to use in the organisation.

Mentoring Skills (OCN Accredited Course) 3 day course

By the end of the course participants will:

· develop an understanding of the process of mentoring

· recognise the qualities of an effective mentor and identify self-development needs

· identify and practise relevant communication techniques and interpersonal skills

· create a safe environment for mentoring, and keep appropriate records

· practise mentoring and communication skills developed during the programme
Running a focus group half day

By the end of the session participants will be able to:

· describe the purpose of a focus group session

· recognise best practice in setting up and running a focus group session

· use a range of facilitation skills to stimulate and manage group responses

Successful Presentations (optional OCN Accreditation)

Full day, 2 day course for accreditation

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

· prepare a well-structured and effective presentation

· identify ways in which visual aids can be used to support the presentation

· handle questions from the audience 

· consider the use of non-verbal communication

· use a range of relaxation techniques to reduce and control nerves

Train the Trainer (OCN Accredited Course) 3 day course

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

· Understand how and why adults learn

· Recognise the importance of warm-ups and ground rules in establishing a

safe learning environment.

· Understand the key skills needed to deliver training

· Select and prepare appropriate learning aids

· Create effective session plans

· Prepare and deliver a short training session

· Reflect on own personal development

1c Organising your work full day

By the end of this session, participants will:

• understand how to identify aims and objectives

• be able to choose appropriate techniques for planning and decision making

• understand participatory methods for involving members and users in planning
3a Effective communication skills full day
By the end of this session, participants will:

• understand the importance of effective communication

• have considered the variety of ways in which we communicate

• know how to actively listen to others

• have developed effective questioning skills

• have learnt how to give others the opportunity to contribute ideas and opinions to the discussion

• explored how best to prepare for meetings in order to communicate any messages/ideas and views clearly and concisely

3d Skills for negotiation and influencing others full day

By the end of this session, participants will:

• Distinguish issues that are ‘common ground’ from those that are being disputed

• Have developed skills for presenting arguments factually and rationally, whilst acknowledging that the parties involved may have strong feelings about

the situation

• Understand the importance of moving from competitive win/lose outcomes to co-operative solutions

5a Introduction to being a trustee or committee member half day

By the end of this session, participants will:

• Understand what being a trustee means

• Have an overview of what is involved in governing a voluntary organisation.

5b Governance half day

By the end of this session, participants will:

• Understand the concept of governance

• Be aware of the key principles of governance

• Understand how trustees as a board are collectively responsible and accountable for ensuring that the organisation is well-run, solvent and complies with all its obligations

• Be aware of key governance documents

5c Roles and responsibilities of trustees and management committee members half day

By the end of this session, participants will:

• Have an understanding of trustee roles and responsibilities

• Be clear on how aims or legal objects should reflect the organisation’s values and mission

• Identify potential liabilities and how to guard against them

5d Roles of officers half day

By the end of this session, participants will:

• Have identified the individual roles of honorary officers

• Understand the importance and impact of these roles on the organisation

• Understand the functions and responsibilities of honorary officers

• Considered the knowledge and skills required to undertake these specific roles

5e The Board and sub committees half day

By the end of this session, participants will:

• Be more aware of board and committee structures

• Have identified types of sub-committees and their roles

• Have considered the particular responsibilities and powers delegated to sub committees and working groups responsible for specific activities

• Know how to ensure that the composition of their board and sub-committees should reflect the community and the membership it serves.

5g Working with the Chief Officer half day

By the end of this session, participants will:

• Be clear on the difference between governance and management

• Understand the role of the Chief Officer in relation to the board

• Have considered ways in which the Board can support the chief officer in his/her role

6c Staff induction half day

By the end of this session, participants will:

• understand the key components of an effective induction framework

• examine the link between the induction programme and assessment of staff competence throughout the probationary period

• be able to plan an induction programme for own organisation

• identify factors and issues in relation to staff motivation and reward

6e Supervision and appraisal full day

By the end of this session, participants will:

• understand the benefits of supervision and appraisal to staff and the organisation

• recognise the difference between supervision and appraisal

• develop and implement appropriate systems for supervision and appraisal

6i Handling conflict full day

By the end of this session, participants will:

• recognise why and when conflict occurs

• explore the dangers and opportunities in conflict situations and identify your personal responses to conflict

• understand the importance of effective communication skills and techniques for behaving assertively

• develop strategies for successful conflict resolution

Duration

6j Staff development half day

By the end of this session, participants will:

• be able to undertake a training needs analysis

• know how to develop a training plan 
• understand the different approaches to training and development

• recognise the importance of evaluating training

7b Preparing a sustainable fundraising strategy half day

By the end of this session, participants will:

• understand what a sustainable fundraising strategy is and why they need one

• learn to explore and extend their fundraising options

• be able to develop and construct a realistic and sustainable fundraising strategy

7c Grants - Fit for Funding half day

By the end of this session, participants will:

• ‘do your homework!’ - understand how good research, realistic outcomes and accurate budgeting can improve the chances of a proposal being accepted

• learn how to write concise and compelling proposals

• be able to build relationships with grant givers and meet their expectations

7f Giving & public fundraising half day

By the end of this session, participants will:

• learn how to take advantage of tax-effective donations and gifts

• be introduced to fundraising law and practice

• explore the various options for public fundraising

10a Developing and writing a communications strategy half day
By the end of this session, participants will:

• Have defined the purpose of a communications strategy

• Have understood the key elements and specific contents of a communications strategy

Date 

10b Creating publicity and marketing materials half day
By the end of this session, participants will:

• understand how to get their message across and to whom

• understand the basic principles of graphic design

• be able to create a design brief

• assess work they have produced and know what to avoid in publicity materials

10c Developing your newsletter half day
By the end of this session, participants will:

• have explored a variety of approaches to producing a newsletter

• have considered the key elements of a newsletter

• have identified target audiences and how to tailor the newsletter accordingly

10e Writing effective press releases half day
By the end of this session, participants will:

• know how to improve their organisation’s chance of gaining press coverage

• have developed an understanding of what makes a good news story

10f Producing an annual report half day
By the end of this session, participants will:

• know how to plan the annual report

• understand how an annual report can work as a promotional tool to highlight the organisation’s achievements

10g Creating a website - making the most of your website and the internet half day
By the end of this session, participants will:

• have understood what the web is good for (and what it is not so good for)

• have understood the structure of a website

• have identified ways of making a website more user friendly and accessible

Courses currently in development

2a Look after your organization half day

By the end of this session, participants will:

• understand the need to safeguard members

• understand the legal obligations of their organisation

• be able to find information, advice and support to draw up appropriate policies

• understand potential barriers to involvement in their organisation and how to tackle them

2b The committee cycle half day

By the end of this session, participants will:

• understand the annual cycle of governance

• understand the requirements for financial accounting and audit

• know how to organise and run an AGM

3b From planning to delivery - working with the statutory sector full day

By the end of this session, participants will:

• Understand the scope of the statutory sector

• Have explored how the voluntary sector works with the statutory sector

• Have increased confidence to ‘speak up’ when appropriate

• Know how best to represent their interests to the statutory sector

• Ensure effective ‘two-way’ communication

5f Recruiting and developing trustees half day
By the end of this session, participants will:

• Be familiar with the range of recruitment methods to attract a diversity of trustees

• Have considered policies and procedures for trustee recruitment

• Have explored the need for trustee job descriptions

• Be familiar with the merits of undertaking a skills audit

• Understand the importance of trustee induction and opportunities for learning and development

7d Earning half day

By the end of this session, participants will:

• assess their potential for trading

• understand the processes involved in developing a trading idea

• assess their potential for contracting

• understand the processes and requirements of procuring for the delivery of public services

• be introduced to legal and regulatory framework

7e Loan finance & asset based development full day

By the end of this session, participants will:

• understand the principles of loan finance and asset based development

• be in a position to decide if loan finance and asset based development is an option

• explore commercial and other sources of loan finance for financing assets

• be introduced to the legal and regulatory framework

9b Running a community building full day

By the end of this session, participants will:

• Have an understanding of the key tasks involved in running a successful community building

• Know the legal responsibilities of running a community building, such as insurance, health and safety

• Understand the essential costs involved in running a building and how they might be met

• An understanding of how to manage tenants and users and avoid conflict of use

10d Working with the media half day
By the end of this session, participants will:

• have gained tips on the do’s and don’ts of press, radio and TV interviews
10h Reaching out - using accessible formats & languages half day
By the end of this session, participants will:

• have understood the importance and need for making information available in accessible formats

• have explored the variety of formats available
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