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Community and Voluntary Action (CVA) Torbay is now delivering an ongoing training programme in conjunction with Hele Hub CIC. This is an exciting new service from CVA Torbay to all VCS groups in the Bay. 

Special prices for CVA Torbay Members - CVA Torbay is a membership organisation and preferential rates for our learning programmes are available to our members  Read more about membership of CVA Torbay on our website. 


Hele Hub CIC and CVA Torbay have received generous funding to be able to provide these courses at reduced rate fees.

All training will be held in CVA’s newly refurbished and easily accessible training rooms. 

Refreshments (Tea, Coffee) will be provided and included within the price of all courses.

If you are interested in any of the advertised courses and wish to book please call Hele Hub C.I.C. Payment must be provided in full, upon booking.

Payment and booking will only be acknowledged through Hele Hub CIC.
Materials such as handouts and certificates, where appropriate, are included in the advertised price. 


Community and Voluntary Action 
11 Castle Road, Torquay, TQ1 3BB                             |                01803 212638
www.cvatorbay.org.uk
www.torcom.org.uk
Location:

Follow this link to the CVA Torbay Location map


Hele Hub C.I.C

228a Union Street, Torre, Torquay, TQ2 5QS              |               01803 212899
www.helehub.org
Location:

Follow this link to Hele Hub’s Location map




Community and Voluntary Action Torbay plan to run the following courses in conjunction with Hele Hub CIC. If you are interested in any of the advertised courses and wish to book please call Hele Hub CIC on 01803 212899.


FIRST AID AT WORK
Wednesday 12th October 
This course meets all the recommendations from the Health & Safety Executive for the "Appointed Person in the Workplace". You will learn primary and secondary care essential to this role. There are multiple-choice exams at the end of the day. This course is accompanied by a manual, which you keep; to refresh yourself.  This is a 1-day course.

Course times: 9.30am – 4.30pm  

Cost:                CVA Members - FREE       Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.



PLANNING & ORGANISING EVENTS
Wednesday 12th October
You need to be clear about the purpose of your event and ensure that the people you want to attend are clear as well. A well-organised event can help to bond your group, make money and secure a good reputation.

This course will cover:

· Planning

· Running safe events

· Venue

· Crowd control

· Procedures

· After the event

Course times: 
10.00am – 4.00pm 
Cost:

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.

PAEDIATRIC FIRST AID
Monday 31st October

This course is additional to the First Aid course and makes up the 12 hours recommended by the Child Care Sector for Workers within Child minders, Crèches and Nurseries. There is a multiple choice exam at the end of the day. This course is accredited by Emergency First Response and accompanied with a manual which you keep. This is a 1 day course.
Course times:
9.30am – 4.30pm
Cost:

CVA Members - FREE
Non Members - £40.00

Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.



UNDERSTAND TIME MANAGEMENT IN THE WORK PLACE
Monday 31st October
The absence of Time Management is characterised by last minute rushes to meet deadlines, meetings, which are either double, booked or achieve nothing, days, which seem somehow to slip unproductively by crises, which loom unexpected from nowhere. This course will offer the opportunity to develop a strategy for managing your time in a more constructive way by looking at:
•
What is time management?
•
Current practice
•
Waste disposal
•
Long term objectives
Course times: 
10.00am – 4.00pm  

Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.

MARKETING YOUR GROUP/ORGANISATION
Wednesday 9th November 

Marketing and publicity are about communicating with people and building a closer relationship with them. If you want people to take part in your activities, marketing and publicity should be an essential and inherent part of what you do. In this course you will cover:

•
What is marketing and publicity? 

•
How do we create a newsletter?

•
How should we publicise ourselves at a show or event.

Course times:
10.00am – 4.00pm   

Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.



AWARD IN FIRE SAFETY PRINCIPLES
Thursday 10th November 

Designed for: employees who hope to develop their basic fire safety awareness in order to assist their employer by undertaking more specific fire safety roles in the work place to manage fire risk (e.g. as fire wardens/marshals/stewards etc).

Assessment: 
Multiple-choice examinations
Course times: 
10.00am – 4.00pm
Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.



PROJECT MANAGEMENT IN THE VOLUNTARY/COMMUNITY SECTOR
Wednesday 16th November

Projects are more than ever a fact of life for the voluntary and community sector. Changing patterns of funding are having an impact in that organisations and groups are turning their work to specific projects.
Course time:
10.00am – 4.00pm
Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.

UNDERSTANDING PERSONAL DEVELOPMENT

Wednesday 23rd November
Personal development refers to activities that improve self-knowledge and identity, develop talents and potential, build human capital and employability, enhance quality of life and contributes to the realisation of dreams and aspirations.

This Course will investigate:
· Improving self-awareness.

· Developing strengths or talents.

· Identifying or improving potential.

· Building employability or human capital.

· Enhancing lifestyle or the quality of life.

· Defining and executing personal development plans.
Course time:
10.00am – 4.00pm
Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.



AWARD IN FIRE SAFETY AWARENESS
Thursday 24th November
This half-day course is suitable for:
•
Those with no specific fire-safety role

•
Those undertaking induction training.

•
As an introduction for those who intend to move on to further fire-safety training.

Assessment: 
Multiple-choice examination
Course times:
10.00am – 1.00pm
Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.

AN INTRODUCTION INTO COMMUNITY DEVELOPMENT
Wednesday 30th November
Community development can be both an occupation (such as a community development worker in a local authority) and a way of working with communities. Its key purpose is to build communities based on justice, equality and mutual respect.

This course will cover:

•
What is community development?

•
Defining community development.

•
Community development values.

•
What community is about?

Course time: 
10.00am – 4.00pm
Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.



MINUTE TAKING 
Wednesday 7th December
Meeting minutes have no value if they are not accurate, through this course you can identify the most appropriate template for your organisation.

We will look at:

•
Understanding the meeting.

•
Set up for success.

•
Use a consistent template.

•
Four eyes are better than two.

Course times:
10.00am – 1.00pm

Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.

CHAIRING A MEETING
Wednesday 7th December
In this half-day course you will have some useful tips and advice to help improve and develop your chairing skills. A good chair helps the meeting to run smoothly and efficiently, they will make sure that:
•
All the business is discussed.

•
Everyone’s views are heard.

•
Clear decisions are reached.

•
The meeting starts and finishes on time.

Course times: 
1.30pm – 4.00pm
Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.



ROLES & RESPONSIBILITIES OF TRUSTEES
Wednesday 14th December
Your Trustees are one of the most important aspects of your organisation, this course is your opportunity to realise individual’s roles and responsibilities and to develop clear communication pathways throughout the organisation. 
This course will enable you to explore:
•
Roles and responsibilities
•
Expectations
•
Commitment
•
Action plans
Course times: 
10.00am – 4.00pm
Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.

PRINCIPALS OF RISK ASSESSMENT
Thursday 15th December
This CIEH level 2 Award Principles in Risk Assessment was created in response to industry requirement for all employees to be risk aware. Although not all employees will be expected to undertake risk assessment themselves, they may be asked to contribute to the process and will be expected to act always to protect their own health and safety and that of others.

Assessment:
Multiple-choice examinations
Course times:
10.00am – 4.00pm
Cost: 

CVA Members - FREE
Non Members - £40.00
Please note; non attendance of FREE CVA bookings will result in a £50.00 fee.
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