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Manager/Leader Workshop

Overview

This programme is designed to help new managers to become fully effective in their roles. It is practical, relevant and developmental.  It will outline what is expected of managers at Brighton & Hove City Council using the Manager/Leader Standards, What Good Leaders Do and the Health & Safety Executive Management Standards.

It will define good practice, help individuals to understand their own style and behaviour and learn some practical management and motivational skills and techniques. The programme will also devote time to individual development planning. 

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Understand what is expected of you in  your role

· Understand what you need to do to meet the Manager/Leader & HSE Standards

· Understand and apply effective management techniques to manage and motivate the performance of others

· Know what other programmes are available to support you in your role

· Have a personal development plan to support you in your role

Who should attend?

Those new to the role of managing or new to Brighton & Hove City Council.

Links to:      
	Manager/Leader Standards
	I Manage and Lead People


	Course

Code:
	Duration (Days)
	Course Dates

	MAN39
	1
	15 May ‘08

8 July ‘08

9 September ‘08
	4 November ‘08

20 January ‘09

17 March ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Teambuilding & High Performing Teams

Overview

This is a two and a half day programme designed to help those people managing teams. It is about building relationships and influencing others and learning to achieve results through other people.  Learn the skills to handle conflict and motivate your team in order create a shared vision and common goals. 

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Identify your own contribution and style when working in or leading a team and understand how this affects outcomes

· Identify areas of strength and areas of weakness for the team

· Clarify team behaviour
· Confidently give feedback to team members to maximize performance 

· Create a shared vision and common goals

· Define clear roles and responsibilities

· Delegate with confidence

Who should attend?

Managers and team leaders with responsibility for the performance of others.

Links to:      

	Manager/Leader Standards
	I Manage and Lead People


	Course

Code:
	Duration (Days)
	Course Dates

	MAN40
	2.5
	21/22 May & 01 July (am) ‘08
2/3 July & 2 September (am) ‘08

3/4 September & 14 October (am) ‘08

15/16 October & 25 November (am) ‘08

26/27 November ‘08 & 13 January (am) ‘09

14/15 January & 24 February (am) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Manager as Coach

Overview

The success of coaching in the workplace is largely determined by the quality and professionalism of managers and their ability to use coaching to deliver and demonstrate value to the individual and the organisation.

This highly participative programme focuses on developing coaching skills. It looks at coaching models and how they may be applied to maximise the potential of the individual in the workplace. The programme will help managers to grow their confidence and skills to adopt a coaching management style.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Identify coaching values

· Evaluate different coaching models and how they are used

· Develop your own coaching style

· Give feedback as a coach

Who should attend?

Managers, trainers an people who wish to improve their skills as coaches.

Links to:      
	Manager/Leader Standards
	I Manage and Lead People


	Course

Code:
	Duration (Days)
	Course Dates

	MAN41
	1.5
	08 May & 19 June (am) ‘08
26 June & 22 July (pm) ‘08
16 September & 23 October (pm) ‘08

4 November ’08 & 9 December (pm) ‘08
15 January & 26 February (am) ’09 

18 March ’09 & 22 April (am) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Manager as Facilitator

Overview

Achieving successful outcomes through effective facilitation of groups of people has never been more important in the role of managing others. This is an introductory programme that will provide participants with an opportunity to learn and practice the skills of facilitation. Facilitation skills may help you to solve a particular problem, gain consensus to a course of action or mediate in conflict. The programme will provide an opportunity to explore the tools and techniques adopted in the facilitation process.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Describe the role of the facilitator

· Know the key skills and behaviours required to facilitate

· Identify your strengths and areas for development in these key skills 

· Use facilitation skills to achieve optimum results

· Confront and overcome difficult situations using key facilitation skills

Who should attend?

Managers and team leaders with responsibility for working with groups to achieve change and improve effectiveness.

Links to:      
	Manager/Leader Standards
	I Manage and Lead People


	Course

Code:
	Duration (Days)
	Course Dates

	MAN42
	1.5
	22 May ’08 & 20 June (am) ‘08

3 July ’08 & 1 August (am) ‘08

16 September & 20 October (pm)‘08

17 November & 16 December (pm) ‘08

8 January & 12 February (am) ‘09

12 March ’09 & 16 April (pm) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Managing and Motivating

Overview

This highly interactive programme will help managers to build their skills and confidence to manage and motivate others. It will explore some underpinning knowledge and theories on motivation. It will provide some insight into causes of poor performance and poor quality work and look at techniques for establishing and maintaining motivation. The programme will provide you with an opportunity to understand your preferred style and approach to managing and to learn how to adapt a range of complimentary styles based on the situation.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Understand and apply techniques for establishing and maintaining motivation

· Understand and apply a range of management styles and apply these to particular situations

· Be confident in giving and receiving feedback 

· Ensure equality and fairness when managing others

· Assist members of your team to identify their own strengths and help them work to these

Who should attend?

Managers with responsibility for achieving results through motivated individuals and teams.

Links to:      
	Manager/Leader Standards
	I Manage and Lead People


	Course

Code:
	Duration (Days)
	Course Dates

	MAN44
	1.5
	23 May & 20 June (pm) ‘08

4 July & 1 August (pm) ‘08

17 September & 21 October (am) ‘08

18 November & 17 December (am) ‘08

9 January ’09 & 12 February(pm) ‘09

13 March ’09 & 17 April (am) ‘09 

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Managing a Diverse Workforce

Overview

This programme has been designed to develop the skills and competencies that managers need to relate to people effectively. The programme supports participants to develop self-awareness and explore values and beliefs. It focuses on the benefits of recognising cultural uniqueness and on maximizing the opportunities represented by a diverse workforce.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Benefit from enhanced awareness of your own attitude towards diversity as well as those of others

· Define diversity and why it is important to have a diverse workforce

· Draw upon effective models to manage a diverse workforce

Who should attend?

Managers with people management responsibilities

Links to:      

	Manager/Leader Standards
	I Manage and Lead People


	Course

Code:
	Duration (Days)
	Course Dates

	MAN46
	2.5
	22/23 May & 17 June (am) ‘08

12/13 June & 18 July (am) ‘08

24/25 September & 4 November (am) ‘08
11/12 November & 17 December (am) ‘08

8/9 January & 10 February (am) ‘09

17/18 February & 24 March (am) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Project Management – Overview, Tools & Techniques

Overview

This programme will provide you with an understanding of the tools and techniques available to successfully manage a project, including project planning, critical path analysis and Gantt Charts. This session complements the Project Management Overview Programme.  

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Identify project deliverables

· Identify tasks and relationships   

· Produce a project plan 

· Produce and network diagram and identify the projects critical path    

· Produce a Gantt Chart

Who should attend?

Managers who are required to deliver projects and/or find new ways of improving working practices.

Links to:      

	Manager/Leader Standards
	I Manage My Personal Effectiveness

	Manager/Leader Standards
	I Manage & Lead Customer Service & Performance


	Course

Code:
	Duration (Days)
	Course Dates

	MAN49
	1
	29 May ‘08

15 July ‘08

8 September ‘08


	3 December ‘08

15 January ‘09

12 March ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Developing Political Skills & Awareness

Overview

This session has been designed to develop political skills for managers and to support the building of effective relationships across the Council.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Understand why political skills matter for managers

· Analyse and understand people’s motivation

· Identify sources of power

· Observe and understand strategies used by others

· Recognise the ethics of what is being done and the impact it has on others

· Work effectively with politicians

· Be more politically aware

· Know how to win support for ideas

· Know your key stakeholders

· Gain an understanding of the above in the context of current Council priorities and challenges 

Who should attend?

Managers who want to build on and improve their relationship management skills in the context of working in a political environment.


Links to:      

	Manager/Leader Standards
	I Manage My Personal Effectiveness


	Course

Code:
	Duration (Days)
	Course Dates

	MAN50
	1
	20 May ‘08

30 July ‘08

18 September ‘08
	20 November ‘08

29 January ‘09

12 March ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Manager as Skilled Communicator

Overview

Effective communication and relationship building is an essential skill for those managing others. This highly interactive programme will enable managers to develop their ability to give people candid, direct and clear messages in a professional and honest way.  This programme will also explore a range of underpinning theories to support the acquisition of new knowledge and provide opportunities to practice new skills.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Define transparency

· Understand underpinning theories

· Choose transparency as a way of communicating

· Accept your responsibility to challenge others

· Communicate congruently

· Give messages in an assertive non-judgmental way

· Give and receive feedback, both praise and criticism

Who should attend?

Managers who wish to build constructive, open and honest relationships with those around them.

Links to:      
	Manager/Leader Standards
	I Manage My Personal Effectiveness


	Course

Code:
	Duration (Days)
	Course Dates

	MAN55
	2.5
	17/18 June & 22 July (am) ‘08
9/10 July & 11 September (pm) ‘08

9/10 September & 23 October (am) ‘08

21/22 October ’08 & 6 November (am) ‘08
10/11 November ’08 & 9 December (am) ‘08
20/21 January ’08 & 19 March (am) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Manager as Change Agent

Overview

The ability to implement change effectively with the minimum disruption to performance is a key skill for managers.  This exciting new programme provides an opportunity to build your confidence, knowledge, toolkit and skills in managing change.  It will provide you with some practical ideas and tools for increasing and maintaining a team’s creativity and for making change effective.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Understand the process of change and how it affects individuals

· Assess a change plan, identify possible barriers and select appropriate change management methods

· Understand and have access to a toolkit of change management methods

· Involve the whole team in the ongoing cycle of change, sharing ideas and outcomes and learning from both successes and failures

Who should attend?

Managers and team leaders with responsibility for working with groups to achieve change and improve effectiveness.

Links to:      
	Manager/Leader Standards
	I Manage and Lead People


	Course

Code:
	Duration (Days)
	Course Dates

	MAN43
	1.5
	23 May & 01 July (pm) ‘08

4 July & 2 September (pm) ‘08

5 September & 14 October (pm) ‘08

17 October & 25 November (pm)’08

28 November ’08 & 13 January (pm) ‘09

16 January & 24 February (pm) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Partnership Working

Overview

This session has been designed to develop partnership skills for managers and to support the building of effective partnerships across the council and the city.

Outcomes/ Benefits to you and the organisation:

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

· Understand why partnership skills matter for managers

· Explore theories of partnership working   

· Examine and assess current partnership relationships in Brighton and Hove       

· Identify the key competencies for effective partnership working     

· Gain an understanding of how to develop effective partnerships     

· Gain an understanding of the above in the context of current council priorities and challenges

Who should attend?

Managers who want to build on and improve their partnership management skills in the context of working within Brighton and Hove.
Links to:      
	Manager/Leader Standards
	I Manage My Personal Effectiveness


	Course

Code:
	Duration (Days)
	Course Dates

	MAN56
	1
	15 July ‘08

9 September ‘08
11 November ‘08
	20 January ‘09

17 March ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Managing Individual Performance

Overview

This programme has been designed to build your confidence and skill in managing performance and it provides opportunities to share experience, take part in case studies and practical exercises. The programme will enable managers to manage performance in a fair and consistent way, through effective one-to-one and performance development meetings. The programme supports the effective use of the BHCC Performance Development Planning Scheme (PDPS).   

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Understand, explain and apply the process of managing performance through effective 121 and performance and development planning meetings.

· Confidently utilise skilful listening, questioning and feedback techniques to develop and maintain high quality relationships with your team that centre on shared objectives and continual improvement.

· Implement practical strategies for motivating and leading staff.

· Identify learning and development needs and devise relevant individual learning and development plans

· Plan, prepare and conduct effective bi-annual planning and review meetings.

Who should attend?

People managers with responsibility for managing performance.

Links to:      


	Manager/Leader Standards
	I Manage and Lead People

	Manager/Leader Standards
	I Manage & Lead Customer Service & Performance


	Course

Code:
	Duration (Days)
	Course Dates

	MAN37
	1.5
	30 April & 3 June (am) ‘08
4 June & 7 July (am) ‘08
16 July  & 19 August (am) ‘08

16 September & 22 October (am)‘08
28 October & 2 December (am) ‘08

27 January & 3 March (am) ‘09



	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Managing Budgets

Overview

This programme has been designed to provide managers with an overview of financial management which will assist them in managing their budgets effectively. The session will cover all the key topics from how budgets are set through to improving value for money.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Understand the background to local government finance and the regularity framework

· Know the budget preparation process

· Know how to monitor your budget

· Close accounts

· Understand the process of medium term business planning

· Improve value for money

· Understand business case and options appraisal

Who should attend?

Managers who are required to manage budgets.

Links to:      

	Manager/Leader Standards
	I Manage Money and Other Resources


	Course

Code:
	Duration (Days)
	Course Dates

	MAN47
	1
	07 May ‘08

9 July ‘08

30 September ‘08


	12 November ‘08

12 January ‘09

3 March ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Risk & Opportunity Management

Overview

At Brighton & Hove City Council we recognise that taking a risk is necessary – we need to take risks and make the most of opportunities to innovate, to build new partnerships, to be successful in a changing world and to best employ resources.

This programme is designed to help you to build your level of skill and confidence to identify and manage risks and assist you to take up opportunities effectively. 

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Identify, assess and report risks in your service area

· Carry out risk management in your day to day work

· Be able to use the Council’s Risk Management Check List to help you to identify risks

· Understand and consider the different risk categories 

· Use a risk ranking matrix to understand the likelihood and  impact or risks

· Understand how to use the 4 ‘T’ method of managing risk

· Know how to monitor the effectiveness of your risk management

· Use control measures and track change effectively

Who should attend?

Managers who need to know more about managing risk to improve their service including new projects, changes to service provision and working arrangements.
Links to:      
	Manager/Leader Standards
	I Manage and Lead People

	Manager/Leader Standards
	I Manage & Lead Customer Service & Performance


	Course

Code:
	Duration (Days)
	Course Dates

	MAN57
	0.5
	18 June (am) ‘08

10 September (pm) ‘08
	3 December (am) ‘08

4 March (pm) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Health & Safety for Managers

Overview

Managers must ensure all operations in their area of responsibility are conducted in accordance with the provisions of the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations 1999.  Brighton and Hove City Council managers have specific responsibilities for health and safety, these are delegated via the council’s Health and Safety Policy. 

To ensure the Health and Safety Policy is implemented effectively managers must lead by example.  They must provide a clear direction to their staff and demonstrate commitment to health and safety.  This course will assist managers in developing the competence to be successful in the active management of health and safety.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to understand;

· the relevant legislation and your duties as a manager

· key European laws

· how to use BHCC Safety Management System (SMS)

· and apply accident and prevention methods

· how to carry out an accident investigation

· how to carry out Risk Assessment

Who should attend?

Managers with responsibility for managing buildings and/or teams (if you would like to clarify your responsibility in this area, please contact the Health & Safety Team)

Links to:      

	Manager/Leader Standards
	I Manage Money and Other Resources


	Course

Code:
	Duration (Days)
	Course Dates

	HS11
	1
	11 June ‘08

19 September ‘08
	16 December ‘08

25 March ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Managing Procurement Effectively

Overview

This programme has been designed to provide all managers and budget holders with the knowledge and tools to ensure effective procurement takes place within their team. This will include discussion on the responsibilities of the manager, mitigating risk, budget control and Value for Money.  The session will provide opportunities for delegates to share experience, ideas and learning from any previous procurement experience and to establish a working relationship with the Corporate Procurement Team. 

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Ensure effective procurement processes are adopted within the team

· Know what support tools are available and how to access them

· Understand what Corporate Procurement can offer in terms of adding value and supporting a procurement activity

· Understand the importance of good procurement 

· Understand the potential impacts of poor procurement practice

· Understand the risks involved in the procurement process

Who should attend?

Managers and budget holders 

Links to:      
	Manager/Leader Standards
	I Manage Money and Other Resources


	Course

Code:
	Duration (Days)
	Course Dates

	MAN58
	0.5
	22 May (am) ‘08

21 August (am) ‘08
	20 November (am) ‘08

26 February (am) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Understanding Sustainability Implications

Overview

This exciting new programme has been designed to mainstream sustainability best practice across BHCC’s core activities and operations and achieve more sustainable behaviour. The session will be highly interactive and provide managers with an opportunity to share their ideas, views and gain an understanding of sustainability to enable them to lead their teams into championing sustainability.

Outcomes/ Benefits to you and the organisation:

By the end of the course you will be able to;

· Understand the global, national and local context

· Understand BHCC’s corporate commitments, policies and codes of practice

· Incorporate sustainability in all work and activities undertaken.

· Identify ways to facilitate a cultural shift towards sustainability

· Improve value for money

· Lead your team in determining innovative solutions to achieving a sustainable working environment 

· Learn how to confidently assess sustainability implications of projects, policies, etc. for report writing.

Who should attend?

Managers wishing to increase their knowledge and skills in managing sustainability.

Links to:      

	Manager/Leader Standards
	I Manage Money and Other Resources


	Course

Code:
	Duration (Days)
	Course Dates

	MAN52
	0.5
	9 May (am) ‘08

7 July (am) ‘08

2 September (am) ‘08
	5 November (am) ‘08

8 January (am) ‘09

5 March (am) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


Managing ICT

Overview

This programme has been designed in partnership with the ICT team to ensure that managers are aware of the variety of ICT services provided and how to access them. The session will be in the form of a short presentation followed by a question and answer session. 

Who should attend

Managers who want to know about the ICT services provided.

Links to:      

	Manager/Leader Standards
	I Manage Money and Other Resources


	Course

Code:
	Duration (Days)
	Course Dates

	MAN53
	0.5
	15 May (am) ‘08

17 July (am) ‘08

11 September (am) ‘08
	13 November (am) ‘08

22 January (am) ‘09

26 March (am) ‘09

	To book a place, please complete a Learning & Development Training Request Form, available on the Wave, and forward to L&D Team, 4th Floor, King’s House.


