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Welcome to your Jitra training guide
september 2010 - March 2011

Leading the way in training for the housing related support and care sector

Sitra continue to set the standard for training for the housing related support and care sector, with leading
edge training that tackles the latest challenges for individuals and commissioning and provider organisations.

Throughout this brochure you will notice a number of new and revised courses have been developed in response to the evolving
priorities within the housing related support and care sector. There have been a number of changes in recent months in the areas of
safeguarding, personalisation, QAF, TSA, and local strategic engagement and all programmes have been refreshed to reflect these.

We are committed to ensuring that our training courses will enable member organisations, and friends to stay abreast of key changes
and their impact on good practice service delivery. Just a flavour of new courses that we are offering in this autumn and winter
brochure includes an evolving QAF provision, more on personalisation and improving the value of client engagement, marketing your
services, effective local engagement, as well as working with ex-offenders.

Excellent quality of reporting for the QAF can make the difference between receiving a level A or B standard, and we are happy to
announce a new suite of courses to help organisations to achieve this, including a new course aimed at frontline workers to promote
understanding and better practice in reporting outcomes for the QAF.

Sitra is committed to helping organisations to improve the quality of their client engagement and we have also introduced new
courses to help individuals and organisations to think about, and then make the necessary changes. True to our commitment to
promoting client involvement, a number of these courses will be co-led by service user co-trainers.

Finally, in response to requests from members, we have doubled our regional course provision. If the course you want is not available
in your area, please contact sarahk@sitra.org and we will note your request for the future.

How to use this training guide

To help you to choose the course that is right for you, each course has been classified and streamed according to the type of delegate
that it is aimed at. First, use the guide on page 3 to identify which stream best fits you in your current role. The tables on pages 4 and b
indicate which courses are core for your level and which are recommended.

Throughout the brochure you will see that each course listing is followed by a colour coded key. This will tell you who this course is aimed
at. Please note that recommended courses are a guide to suitability only and may be of interest to practitioners at other levels.

Book any three courses at the same time and receive 10% discount

Latest training information on the website Special promotions

Keep up to date with the latest training dates by visiting our website www.sitra.org. Active discounts are now accessible

We will be adding new courses to the programme in the coming weeks, and you online. If you are thinking of booking

will be able to access all information here. To hear about this information first, any training check our website at

register with lanaj@sitra.org. www.sitra.org to see if you can make
any additional savings.

Sitra training recognition and accreditation

Sitra is part funded by Communities and
Local Government (CLG).

We have had confirmation from the General Social Care
Council (GSCC) that social workers may choose to count
Sitra courses towards the GSCC post-registration

requirement to undertake 90 hours or 15 days of training .. ..

which will advance their professional development over each ® c =g =

three year period of registration. ocn ® om munltles
o . : . LONDON REGION ® and Local Government

Sitra is also an accredited trainer with Open College Network LY )

(OCN) and Institute of Leadership and Management (ILM).
We are interested to hear from you about your

accreditation/CPD requirements. Please call Sarah Kerridge gengr?lc

on 020 7793 4713 or email sarahk@sitra.org if you would be ocia . are

h . o Council
appy to discuss this with us.

www.sitra.org
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Introducing Jitra streams

Stream 1

Courses suitable for
new workers and
those who have a
limited knowledge of
the housing with
support and care
sector. You will have
recently entered the
sector and will need to
gain understanding of
principles. These
courses will provide a
comprehensive
introduction to the role
and sector.
Participants attending
stream 1 courses may
not operate directly
within the sector, but
may wish to gain an
understanding of how
the sector operates
and the key issues
that it faces. These
courses may also
formulate a
comprehensive
induction programme
and can be tailored to
meet the requirements
of individual
organisations.

These courses are
intended for
practitioners with
responsibilities for day
to day implementation
of good quality
housing related
support and care
services. You will be
floating support
workers,
accommodation based
staff and carers or
similar.

These courses are
suitable for those who
have recently made
the transition to a
managerial role — a
service manager or
team manager, or for
those who have
entered the sector in a
managetrial position (in
which case, may find
some stream 1 and 2
courses suitable). You
will be responsible for
managing a team of
frontline staff.

Stream 4

Experienced
managers and those
with responsibility for
the strategic direction
of the organisation.
You will be
responsible for
ensuring that your
service is compliant
with current
contractual, legislative
and good practice
requirements and for
responding to
changes in the
operating
environment. You may
also be looking at
new business
opportunities.

Stream b

These courses are
intended for people in
contract monitoring,
commissioning or
performance
management roles in
local authorities and
other public bodies.
They may be officers
or managers in
supporting people
teams or similar.

www.sitra.org
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Stream 1

Courses suitable for new

workers suitable as part of an

induction programme

Core courses:

(Equality and diversity
Health and safety 1
Housing support: the basics

Improving communication
with clients — REVISED

Personal safety and
professional boundaries

QAF outcomes for frontline
Ks’caf‘f -NEW

P9
P8
P10
P13

P12

P7

Assessment and P11
support planning

Client risk assessments P11
Client engagement: P11
making it a reality - REVISED
Communication P13
and report writing

Health and safety 2 P8
Introduction to law in P10

supported housing

Safeguarding young people P10
and vulnerable adults

QAF outcomes for P7
frontline staff - NEW

These courses are
also recommended

www.sitra.org

Delivering floating support P12
Housing benefit P9
Introduction to law in P10
supported housing
Safeguarding young people P10
and vulnerable adults
Time and workload P13
management
Working with P12
ex-offenders - NEW

L

Advanced assessment P11
and support planning

Child protection P10
Delivering floating support P12
Equality and diversity P9
Equality Act 2010 - NEW P9
Equality Impact P9
Assessments - NEW

Good financial management P14
Housing benefit P9
Individual and personal P13

budgets: what it means to be a
micro-employer

Lone working: the facts P12
for support workers

Managing tenancies P10
and licences

Moving into management P14
Personal safety and P12
professional boundaries
Personalisation in practice P13
- REVISED

QAF (2 day) P7

Time and workload management P13

Improving communication P13
with clients - REVISED

Vetting and Barring Scheme P10

Welfare benefits and tax credits: P9
update and refresher

Working with ex-offenders - NEW P12



Stream 4

Courses suitable for

experienced managers

Stream b

Courses suitable for

LA commissioning and
monitoring staff

Advanced assessment P11
and support planning

Client engagement: getting P11
the thinking right - REVISED
Equality and diversity P9
for managers

Equality Act 2010 - NEW P9
Equality Impact P9

Assessments - NEW
Good financial management P14
Health and safety for managers P8

Moving into management P14
Personalisation in P13
practice - REVISED

QAF: 2 day P7

thinking right - REVISED

Client engagement: P11
making it a reality - REVISED

Effective local engagement - NEW P15
Equality Act 2010 - NEW P9

Equality Impact P9
Assessments - NEW

Outcomes-based accountability P14

QAF: monitoring and P7
evaluation of services
QAF: how to write P7

a case study - NEW
QAF: Interviewing staff - NEW P7

Peer assessment against P8
the QAF - NEW

Personalisation in accommodation P13
\based services - NEW

(CIient interviewing and P8 Client interviewing and P8
the OQAF - NEW the OQAF - NEW
Client engagement: getting the P11 Effective local P15

engagement - NEW
Outcomes based accountability P14

QAF: monitoring and P7
evaluation of services

QAF: Interviewing staff - NEW P7

Peer assessment against P8
the QAF - NEW

Personalisation in accommodation P13
based services - NEW

Assessment and support planning P11

Child protection P10
Client interviewing and P8
the QAF - NEW

Client engagement: P11
making it a reality - REVISED

Client risk assessments P11
Effective local P15

engagement - NEW
Floating support for managers P12

Lone working: the facts P12
for support workers

Managing tenancies and licences P10
Marketing your service - NEW P15

Peer assessment against P8
the QAF - NEW

Performance management P14
Personalisation in P13
accommodation based services - NEW
QAF: how to write a P7

case study - NEW
QAF: Interviewing staff - NEW P7

QAF: monitoring and P7
evaluation of services

Safeguarding young people P10
and vulnerable adults

Staff supervision and appraisal P14
Tendering for services P15
Time and workload management P13

TUPE: a guide P15
for managers - NEW

Vetting and Barring Scheme P10

Advanced assessment P11

and support planning
Equality and diversity P9

for managers

Floating support for managers P12
Good financial management P14
Health and safety for managers P8

Lone working: the facts P12
for support workers

Managing tenancies P10
and licences

Marketing your service - NEW P15

Performance management P14
Personalisation in practice — P13
REVISED

QAF: 2 day P7

Safeguarding young people and P10
vulnerable adults

Staff supervision and appraisal P14
Tendering for services P15
Time and workload management P13

TUPE: a guide for P15
managers - NEW

Vetting and Barring Scheme P10

-

Housing support: the basics P10
Good financial management P14
Marketing your service - NEW P15

Outcomes data workshop P14
for local authorities

Performance management P14
QAF: 2 day P7

Safeguarding young people P10
and vulnerable adults

Staff supervision and appraisal P14
Time and workload management P13
Vetting and Barring Scheme P10

TUPE: a guide for P15
managers — NEW

www.sitra.org
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Sitra courses to choose from

Index of courses

Page number

Advanced assessment and support planning

11

Assessment and support planning (2 days)

11

Child protection 10
Client risk assessments 11
Client engagement: getting the thinking right — REVISED 11
Client engagement: making it a reality — REVISED 11
Client interviewing and the QAF: enabling the client’s voice to be heard — NEW 8
Communication and report writing 13
Delivering floating support 12
Effective local engagement — NEW 15
Equality and diversity 9
Equality and diversity for managers 9
Equality Impact Assessments — NEW (half day) 9
Equality Act 2010 — NEW (half day) 9
Floating support for managers 12
Good financial management (2 days) 14
Health and safety 1 8
Health and safety 2 8
Health and safety for managers 8
Housing benefit 9
Housing support: the basics 10
Improving communication with clients — REVISED 13
Individual and personal budgets: what it means to be a micro-employer 13
Introduction to law in supported housing 10
Lone working: the facts for support workers 12
Managing tenancies and licences 10
Marketing your service — NEW 15
Moving into Management (2 days) 14
Outcome based accountability 14
Outcomes data workshop for local authorities (half day) 14
Peer assessment against the QAF — NEW (half day) 8
Performance management 14
Personal safety and professional boundaries 12
Personalisation in accommodation based services — NEW (half day) 13
Personalisation in practice — REVISED 13
QAF (2 day) 7
QAF: how to write a case study — NEW (half day) 7
QAF: interviewing staff — NEW ( half day) 7
QAF: monitoring and evaluation of services 7
QAF outcomes for frontline staff — NEW 7
Safeguarding young people and vulnerable adults 10
Staff supervision and appraisal (2 days) 14
Tendering for services: prepare and present successful tenders (2 days) 15
Time and workload management 13
TUPE: a manager's guide to the risks relating to TUPE — NEW 15
Vetting and Barring Scheme 10
Welfare benefits and tax credits: update and refresher 9
Working with ex-offenders — NEW 12

www.sitra.org



QAF

Quality Assessment
Framework (QAF)
(2 days)

16-17 September 2010 London

14-15 February 2011 London

This two day course provides a broad

overview and gives participants an

opportunity to become familiar with the core

changes and to think about how the QAF will

apply to the services provided. It will also

explore how information will be gathered by

commissioners and potential changes in

requirements to both gather and present

evidence. The course will cover:

* Detailed overview of the core objectives

* How the OAF will be assessed

* Exploration of core themes running
throughout all standards

* An update on supplementary objectives.

Price:  Members £275
Non-members £380

Trainer: Lucy Woodbine

C Stream 4 D)

( Stream 5 D

QAF: monitoring and I3
evaluating services

(formerly measuring practise
against the revised QAF)

27 September 2010 London

1 December 2010 Birmingham

9 December 2010 Newcastle

19 January 2011 London

This course is essential for all local

authority review officers and those

interested in self assessment of their

organisation’s services. It will give

participants the chance to think about how

the new framework will change the way

services are reviewed and highlight good

practice. The course will cover:

* The new grading system for the QAF

* Approaches to gathering evidence

+ Using the new tools for assessing
evidence and final grades

 Exploring good practice

* Capturing and assessing evidence.

QAF outcomes for
frontline staff
NEW

22 September 2010 London

7 October 2010 York

29 November 2010 Newcastle

15 March 2011 London

This practical course helps frontline staff

understand the importance of outcomes

and demonstrates how they can be

recorded to meet the supporting people

QAF. Participants will be taken through a

journey to learn the following:

* What is an outcome?

* The importance of outcomes from a
government and strategic perspective

* How outcomes should be written down in
support plans

* What housing related support is in
relation to direct and non direct staffing

* Understanding the need to have wider
social inclusion and work with other
agencies to deliver.

Case studies will help participants identify

QAF: Interviewing staff [TIJ
NEW (half day)

26 November 2010 London(pm)

A key aspect of the QAF for validation
officers and internal quality assurance
officers is ensuring that the staff who deliver

the service are able to demonstrate how they

deliver it. The interview allows validation

officers to get a more rounded view of the

service. This course will give validation

officers the confidence to ask questions

about the service, and assess what questions

they need to ask to ensure that the service is

delivering to the standards noted in the QAR

The QAF will be used as the illustrative

example for this course, however, this course

would also be useful for anyone who carries

out a contract monitoring role.

The course will equip delegates to:

* Be able to develop questions to assess
services

* Understand the different ways a question
is asked will result in different responses

* Use questioning to assess managers and
frontline staff.

what are needs, actions and outcomes and Price:  Members £80
how these are best entered on the CLG Non-members £110
outcomes form. Trainer: Lucy Woodbine
Price:  Members £135
Non-members £195
Trainer:  Jayne Hellowell C Stream 4 D)
Stream 1 ) ( Stream 5 D

QAF: How to write a
case study
NEW (half day)

19 November 2010 London (pm)

This course is for providers who are
submitting evidence for the QAF. A case
study provides valuable evidence for the QAR
as it demonstrates to validation officers the
valuable work the service carried out. Case
studies should be used to complement
submitted policies and procedures. In order
for a case study to be effectively used, it
must illustrate the strengths of the service.
This course will equip delegates with the
following:

* When to use case studies to illustrate work
* How to write a case study

Fiftes e I « Using case studies to involve all members
Non-members  £195 of staff in the QAF
Trainers: Lucy Woodbine or Price: Members £80
Adam Knight-Markiegi or Non-members £110
Caroline Barnett
aroine same Trainer:  Lucy Woodbine
C Stream 4 D) C Stoam 3 )
( Stream 5

' Sitra is endorsed by the
CLG as a training provider
for the revised OAF

0®%e
s Communities

o and Local Government

www.sitra.org
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QAF

Peer assessment
against the QAF
NEW (half day)

12 November 2010 London (pm)

This short course is essential for providers

and local authority review officers wanting

to add value to their assessment processes

by involving clients as peer assessors.

Designed to provide insight and prepare

participants to lead client involvement, the

course covers:

» Adding value through peer assessing

* Good practice for client involvement

* How to monitor against the QAF with

peer assessing.

Price:  Members £80
Non-members £110

Trainers: Joe Whitaker and David Wright,
B.HUG and client training

co-delivery
C Stream 4 D
( Stream 5 D

Client interviewing and
the QAF: enabling the
client's voice to be heard
NEW

20 October 2010 London

This course is suitable for local authority

contract officers, or others, who are

considering gathering information or

feedback from clients/service users as a way

of assess the quality of service provision. This

course will offer an invaluable reflection in

order to assist choosing the most effective

methods of extracting this feedback.

The course will cover:

* How and when to use focus groups to
enable maximum participation

* How to design and collate client friendly
questionnaires

* Difference between structured and semi
structured interviews and when to use
which

* What obstacles/barriers may there be to
participation and how to overcome these

* How to ask appropriate questions in order
to effectively engage clients

» How to motivate clients in order to get
genuine feedback rather than bland

Health and safety

Health and safety 1

9 December 2010 London

A good understanding of health and safety

legislation is an essential requirement for all

staff if organisations are to comply with the

law and avoid accidents. This day is most

suitable for new staff as part of their

induction but also serves as a refresher for

frontline staff. Participants will:

» Develop a basic understanding of health
and safety legislation

* Know what health and safety
assessments should be in place

» Understand the process of health and
safety assessment

* Know what infectious diseases might
present a risk, and what precautions
should be in place.

Price:  Members £135
Non-members £195
Trainer: Eileen Speight
Stream 1 )

Health and safety 2

10 December 2010 London

Suitable as a follow on course from Health

and Safety 1 or as a stand alone course for

frontline staff, this course will enable

participants to:

* Undertake a risk assessment.

* Undertake a COSHH assessment

» Become familiar with the fire safety
requirements

 To draw up an action plan.

Price:  Members £135
Non-members £195
Trainer: Eileen Speight

Key to Streams

Health and safety for
managers

26 January 2011 London m

This essential course for managers focuses

on the implementation, evidencing and

monitoring of health and safety policies for

organisations and staff. It will help

participants to:

* Understand the roles and responsibilities
of health and safety

* Understand how health and safety links
into other legislation

 Understand the significance of health
and safety policies and procedures and
how to produce them

* Know how to audit their own
organisation’s health and safety and
undertake a risk assessment

* Be able to draw up a health and safety

action plan.
Price:  Members £135
Non-members £195
Trainer: Eileen Speight
( Stream 4 )

" Book any three courses
- on the same day to :
 receive 10% discount

Stream 1 - Courses suitable for new workers suitable as part of an induction programme

responses.
Price:  Members £135
Non-members £195
Trainer:  Sarah James : i
Stream 4 - Courses suitable for experienced managers )
((Stream 5 - Courses suitable for LA commissioning and monitoring staff )
C Stream 4
C Stream 5 ) m Indicates these courses relate to the revised QAF standard

www.sitra.org




Equality and diversity

Equality and diversity

9 November 2010 Birmingham

2 December 2010 London

The course will develop participants’
understanding of equality and diversity issues
and equip them with an understanding of
legislation and good practice, including the
new Equality Act 2010. The course will

also help all participants to reflect on their
own organisation and operations. Topics will
include:

* The statutory and regulatory framework
» Good practice in service delivery

* Equality actions in the QAF

* Promoting equality for all.

Price:  Members £135
Non-members £195

Trainer:  Modupe Bell

C Stream 1 )

Equality Act 2010
NEW (half day)

18 October 2010 London (pm)

The Equality Act gained royal assent in April

2010. The new Act clearly affects public

sector agencies but also housing providers,

especially around reasonable adjustments

for disabled people and organisations

restricting their service to certain groups

(such as services solely for older people or

immigrants).

The Act aims to reform 40 years of previous

laws around equality, bringing in new public

sector duties, banning age discrimination in

the provision of services and introducing

greater transparency between men and

women'’s pay. Other changes include

support for positive action, strengthened

disability rules and more powers for

employment tribunals.

Topics include:

* Overview of the new Equality Act 2010

» How the Act relates to housing and

support providers
» New public sector duties, including socio-
economic inequalities

* What changes you need to make.

This course relates to the QAF, TSA

standards and CQC regulations.

Related courses: equality impact

assessment half day; equality and diversity;

equality and diversity for managers.

Price  Members: £80
Non-members £110

Trainer:  Adam Knight-Markiegi or
Deborah Berger

( Stream 4 )

Equality Impact
assessments NEW
(half day)

18 October London (am)

This half day course will look at equality

impact assessments, a tool for assessing

the impact of changes to your work or new

services on your diverse clients and staff. It

is a new expectation at level B in the

Quality Assessment Framework. While

public sector agencies will already be using

this impact tool it will be new to many

housing and support providers and

charities.

Topics include:

* What is an equality impact assessment

* How to carry out the assessment
process including gathering information
and making a judgement

* Techniques for involving staff in the
process

* Eliminating or reducing the impact of
changes

* This course relates to the QAF and CQC
regulations.

Related courses: Equality Act 2010 half

day; equality and diversity; equality and

diversity for managers.

Price:  Members £80
Non-members £110
Trainer:  Adam Knight-Markiegi or

Deborah Berger

Stream 4 D

Equality and diversity 0AF |
for managers

25 January 2011 London

Designed for new managers or those who

require a refresher, this course will equip

participants with an understanding and

knowledge needed to operate a quality

service within current legislation and good

practice, including the QAF. Participants will

consider:

* The statutory and regulatory framework

¢ The new Equality Act 2010

* Reviewing and implementing equality and
diversity policies

* Good practice in service delivery.

Price:  Members £135
Non-members £195

Trainer:  Modupe Bell

( Stream 4 )

Welfare Benefits

Housing benefit

24 November 2010 London

8 November 2010 York

This course aims to provide basic

knowledge and understanding of Housing

Benefit and to enable frontline workers to

help tenants through the process and

maximise their entitlement. The course will

cover:

* Who can and can't claim Housing Benefit

* Dates of claim and payments

* The questions on Housing Benefit forms

* Advice on filling in forms and instructing
on what proof is needed

* How much rent is covered by Housing
Benefit and how it is calculated

+ Links with other benefits to maximise
Housing Benefit

* The impact of doing paid work.

Price:  Members £135
Non-members £195
Trainer:  John Shortridge or
Mick Glew
Stream 1 )

Welfare benefits and tax
credits: update and
refresher

27 January 2011 London

This course is ideal for frontline staff with

some prior awareness or working

knowledge of the benefits and tax credits
systems and aims to refresh and update
participants’ overall knowledge of these
systems. Participants will gain:

* A thorough understanding of the current
benefits and tax credits systems — recent
and forthcoming changes under the new
Coalition Government

* An opportunity to look in more depth at
several benefits relevant to their clients.

Price:  Members £135

Non-members £195

Trainer:  John Shortridge

www.sitra.org
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Safeguarding

Child protection

19 October 2010 London

21 October 2010 Bristol

Essential for all staff working with children

and families, this course provides an overview

of child safeguarding and protection and

good practice within the voluntary sector. This

includes analysing the role of the alerter and

how to raise concerns around child

protection. It is relevant to the new Quality

Assessment Framework. This course is

suitable for those who have attended the

Safeguarding young people and vulnerable

adults course. Participants will consider:

* The statutory framework for child
protection

* Duty of care

* How to recognise types and indicators of
abuse

* Making key decisions in protecting
children.

£135
Non-members £195

Trainer:  Angie Sparrowhawk
or Ralph Lillywhite

Price:  Members

Safeguarding young
people and vulnerable
adults (formerly POVA)

30 November 2010 London

19 January 2011 Birmingham

This introductory course will provide frontline

staff and first line managers with the

knowledge needed to identify and respond to

issues of abuse. The course will provide an

introduction to both Child protection and the

Vetting and Barring scheme courses. It is

particularly relevant in the light of the new

QAF, the review of No Secrets arrangements

for vulnerable adults and the new Independent

Safeguarding Authority. Topics include:

* |dentifying abuse

* The role of the local authority

* Working with abusers

+ QAF requirements and compliance.

+ Suitable follow-on courses include the
Vetting and Barring scheme and Child

protection.
Price:  Members £135
Non-members £195

Vetting and Barring Scheme

10 February 2011 London

This course will look at the Vetting and
Barring Scheme and how this relates to
housing related support. It is particularly
useful for managers and those responsible
for safeguarding or protection and is an ideal
follow-on course for the Safeguarding young
people and vulnerable adults course. Topics
covered include:

* Regulated and controlled activities

+ Employer's duty to refer information

* How the scheme relates to CRB checks

* The barring process and making appeals.
Price: Members £135

Non-members £195

Trainer: Adam Knight-Markiegi

Stream 4 D)

L Stream 5 D

Housing support

Housing support:
the basics

8 October 2010 London

15 November 2010 Bristol

20 January 2011 York

2 February 2011 London

Aimed at new workers and those with little

or no knowledge of housing related

support, this course will show how the

supporting people framework impacts on

the way frontline staff deliver housing

related support services. The course will

provide a basic overview of the regulatory

context and the implications for service

delivery. The course will include:

* Overview of the housing related support
funding and monitoring regime

* How the housing related support
framework is implemented locally

* Relating the quality standards of the QAF
to the participant's current practice

* Identify the participant's role in delivering
quality services

* Importance of service user involvement in
delivering quality services.

This course is also suitable for those who

Trainer:  Adam Knight-Markieg do not work in this area, but require
or Tony Cousins understanding of the principles.
Price:  Members £135
C Stream 1 D, Non-members £195
Trainer:  Lucy Woodbine
or Jayne Hellowell
( Stream 2 ) ( Stream 1 )
3 ( Stream 5 D

( Stream 5

www.sitra.org

Housing and the Law

Introduction to law in
supported housing

2 November 2010 Taunton

16 February 2011 London

This introductory course will enable staff to

understand the importance of working

within the legislative framework and acquire

an overview of the law relating to supported

housing. Topics will include:

* The sources of law including statute and
common law

* How different types of law work within
the supported housing arena

* Recent development and keeping up to
date.

Price:  Members £135
Non-members £195

Trainer:  Sue Baxter

< Stream 1 )

Managing tenancies and
licences

23 September 2010 London

8 December 2010 York

Designed for frontline staff and managers

new to housing or requiring a refresher, this

session will enable staff to navigate the law

relating to tenancies and licences and will

facilitate the understanding of the rights

and responsibilities of landlords and tenants

or licence holders. Topics will include:

* The legal properties of different types of
occupancy agreements

» Which agreements are used in housing
with support

* The role of the TSA

* What terms are appropriate to use in an
occupancy agreement

* How to terminate occupancy agreements

* The law and good practice in managing
abandonment and former tenant

belongings.
Price:  Members £135
Non-members £195
Trainer:  Sue Baxter
( Stream 4 )

Remember to keep checking
the website www.sitra.org

-~ for latest information about
new courses and events




Frontline and service delivery and client engagement

Assessment and
support planning
(2 days)

8-9 November 2010 London

24-25 March 2011 London

Ideal for frontline staff and first line

managers who are new or relatively

inexperienced in support work, this session

will equip delegates with the confidence

and skills needed to provide effective

individualised services to clients. Topics

include:

* ldentifying and measuring outcomes

* Working within the principles of data
protection

* The requirements of the Supporting
People framework

» The importance of user empowerment
and involvement.

Price:  Members £275
Non-members £380
Trainer: Erica Osei

Advanced assessment
and support planning

20 September 2010 Newcastle

7 December 2010 London

1 February 2011 Birmingham

Building on the themes highlighted in the

Assessment and support planning course,

this course will enable experienced frontline

staff and line managers to enhance their
existing skills in the assessment and
support planning process. Drawing on case
studies, delegates will explore effective
assessment techniques that facilitate new
ways of working with hard to reach client
groups. Participants will also consider:

» How to support service users in
evaluating their own skills and
competencies

+ Effective support planning methods

* The ethos of motivational interviewing.

* This course relates to the new QAF
standards.

Price:  Members £135
Non-members £195

Trainer: Caroline Barnett or
Colin Dyson or
Peter Sampson

( Stream 4 )

Client risk
assessments

22 November 2010 London

8 March 2011 Birmingham

The session will provide frontline staff and

first time managers with a strong grounding

in the knowledge and information needed

to carry out client risk assessments within a

housing with support setting. This course is

practically based and has opportunities for
discussion and information exchanges
around good practice. This course relates to
the new QAF. Topics will include:

* Understanding risk assessment and
management in relation to housing
related support

* The benefits of assessing and managing
risk

* Procedures for assessing and managing
risk

* Good practice in recording and
disseminating client information.

Price:  Members £135
Non-members £195
Trainer:  Roger Barton

Client engagement:
making it a reality
REVISED

11 November 2010 London

31 March 2011 London

As a frontline worker or first tier manager

you are central to the client’s experience of

the service. The ways in which you

communicate with, listen to, gather

feedback and involve people has an

enormous impact on whether people feel

satisfied with the service and whether you

can demonstrate it's effectiveness.

This one day course will look at:

* How involvement changes relationships

+ Starting with the person

* Models to involve

* Practical initiatives you can take to build
involvement.

The day has been co-designed and will be

co-delivered by Augusto Monteiro who has

experience of using housing and support

services.

Price:  Members £1356
Non-members £195
Trainers: Jane Garnham and
Augusto Monteiro
Stream 4 )

Client engagement: getting the thinking right

REVISED

7 October 2010 London
8 March 2011 London

All of the current regulatory guidance for housing, care and support emphasises the
importance and value of informing, consulting and involving people who use services in
order that an organisation can evidence responsive, person centred quality services.
Involvement work needs to be seen as a partnership between people who work in an
organisation and the people who use the services.

* How can your organisation ensure its service delivery is genuinely client/user focused?
* How can you build client involvement into your planning, development and delivery of

services?

* What skills and values does your organisation need?

This one day course will describe the regulatory context and challenge you to find ways to
embed client involvement in your organisation. It will also provide you with a range of
proven mechanisms that will change your organisation.

The day has been co-designed and will be co-delivered by Augusto Monteiro who has
experience of using housing and support services.

£135
£195

Price:  Members
Non-members
Trainers: Jane Garnham and

Augusto Monteiro

C Stream 4 D

www.sitra.org
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Frontline and service delivery and client engagement

Delivering floating support

14 October 2010 London

11 November 2010 Taunton

Aimed at frontline staff, this course will

help you to deliver floating support

effectively. Participants will discuss:

* How floating support differs from other
supported housing provision

* The role and tasks of floating support
workers

* Good practice in assessment and support
planning

» Lone working and safe working practices

* Closing cases effectively.

Price:  Members £135

Non-members £195
Trainers: Nigel Keir or Ralph Lillywhite

( Stream 1 )

Floating support for
managers

2 March 2011 London

Intended for floating support team leaders

and managers, participants will develop an

awareness of best practice in managing

floating support staff and effective

methods of monitoring and evaluating

services. It will explore:

* Methods for monitoring and evaluating
floating support services

* Issues in managing floating support staff

» How to effectively involve service users.

Price:  Members £135
Non-members £195

Trainer: Karen Patten

( Stream 4 )

Lone working: the facts for
support workers

20 January 2011 London
Do you work alone for some or part of your
working week? Do you deliver services to
clients and service users either in their
homes or on a one to one basis. If yes, this
one day workshop is for you (as well as
managers of lone workers). Lone working
can at times be the most stressful and risk
adverse delivery of support work. At other
times, it can be most exciting and
rewarding. This workshop will support your
technical knowledge of the practical and
legislative arrangements associated with
lone working. Equally important, the
workshop will enhance your confidence and
skills in delivering lone working support to
your clients/service users by exploring
many of the key areas involved in lone
working. The course will cover:
* Useful principles of lone working
* Associated legislation relating to lone
working arrangements
» Basic risk assessments
* Importance of establishing and
maintaining effective boundaries
* Introduction to stress management

techniques.
Price:  Members £135
Non-members £195
Trainer: David McDaid
C Stream 4 )

Working with ex-offenders NEW

8 February 2011 London

The aim of the course is to develop participants understanding of the client groups and to
equip them with an understanding of effective principles and good practice in delivering
support services. The course will support colleagues in recognising the difficulties in providing
support services and will also assist all practitioners to reflect upon their own practices.

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

* Understand many of the “social” characteristics of offenders and ex-offenders

+ Contribute to an informed discussion on some of the causes and effects of offending

» Recognise some of the key challenges facing offenders/ex-offenders in developing

independent living skills

* |dentify some of the key support needs of offenders and ex-offenders including

‘secondary’ support needs

* Understand some of the current measures and tools used to reduce offending/re-offending
» Demonstrate an understanding of the principles involved in measuring risk
+ Understand the importance of professional boundaries and the role of confidentiality

Price:  Members £135
Non-members £195
Trainer: Leona Menville

www.sitra.org

Stream 1 )

Personal safety and
professional boundaries

2 November 2010 London

4 November 2010 Birmingham

10 February 2011 York

9 March 2011 London

This new course aims to enable staff to

increase their understanding of the

importance of personal and professional

boundaries. Further, to link this

understanding to the prevention and/or

management of challenging behaviour. The

course aims to develop awareness of

issues related to potentially challenging

situations, within the context of professional

boundaries. A range of techniques and

skills will be covered on the course, to

enable attendees to deal with such

situations if and when they arise. The

course will cover:

» Why boundaries are important and who is
affected by them

* Roles and responsibilities of employers
and employees

* How to identify risks of boundary
violation

* Good practice in maintaining positive
professional boundaries

* How good, clear professional boundaries
help prevent or deal with challenging
behaviour

* Practical exercises in defusing
threatening situations

* Dealing with challenging behaviour

» Behaviour change vs behaviour
management

» Where to go to raise concerns or gain
support.

This is an introductory level course, suitable

for all workers, especially those new to the

sector who have direct contact with

vulnerable people and/or in potentially

challenging environments.

Price:  Members £135
Non-members £195

Trainer:  Kevin O'Doherty or
Mick Glew

( Stream 1 >




Personalisation of services

Personalisation in practice
REVISED

30 September 2010 London

This one day course provides managers

and frontline staff with an opportunity to

consider how personalisation may affect

their service and how to start planning for

change with practical advice on how to

transform services in order to give service

users more choice and control. The course

will cover:

* An introduction to personalisation:
background and direction of travel

* What individual budgets are and how
they work: definitions and terminology

* The impact of personalisation on
clients/service users; providers;
Supporting People funding and different
Service types; commissioners

* How your organisation can prepare for
personalisation.

This course would act as a refresher for

people who have previously attended the

half day course, Putting people first.

Price:  Members £135

specification.
' Non-members £195 Price:  Members £80
Trainer: Karen Patten Non-member <110
Trainer:  Colin Roberston
( Stream 4 ) ( Stream 4 )
( Stream 5 D

Personalisation in
accommodation based
services NEW (half day)

4 November 2010 London (pm)

21 October 2010 Newcastle (pm)

26 January 2011 York (pm)

The introduction of personalisation signals a

major shift for the social care sector giving

service users greater say in the purchase and

delivery of services. Now it's beginning to be

piloted in the housing related support sector

including some pilots within accommodation

based services. What have they told us about

personalising accommodation services? What

methods can housing as well as support and

care providers use to further personalise their

services? The course will look at:

* What is personalisation?

* Likely impacts of personalisation on
accommodation based services

+ Are Individual Service Funds (ISF) a way
forward for accommodation based services?

* How to bid for contracts that require an
element of personalisation in the service

Personal and professional development

Improving communication
with clients REVISED

1 November 2010 London

Aimed at new staff, this course will help

participants to look at their communication

skills and develop stronger competencies

for positive customer service. The course

will look at the following areas:

* What defines a good client service
experience

* The importance of excellent verbal skills

* Positive body language

* Giving and receiving constructive
feedback

» Basic negotiating skills

 Best practice for communicating with
clients

Price: £136

£195

Members
Non-members
Trainers: Joe Whitaker
and David Wright
(B. HUG and client delivery
training)

C Stream 1

Communication and
report writing

10 March 2011 London

Aimed at frontline staff who want to

enhance their written communications, this

course will equip participants with the

confidence and knowledge to improve their

writing skills. It will cover:

* The importance of good writing in
support work

* What is Plain English?

* How to write for a business environment
with accuracy, brevity and clarity

* Simplifying your language and improving
punctuation

 The six stages of report writing

* Collating ideas and writing persuasively.

Price:  Members £135
Non-members £195
Trainer:  Susan Odev

Individual and personal
budgets: what it means to
be a micro-employer

17 March 2011 London

This course, aimed at service users and

frontline staff, explains what it means to be

classified a “micro-employer” that is,

someone who employs less than five people.

The course will explain how a micro-employer

has the same basic legal responsibilities as

other employers and will cover:

* Recruitment issues

*+ Payment of wages: NI and tax deductions;
sick pay, maternity and adoption leave and
holiday leave

* Model contracts; terms and conditions of
employment

* “Reasonable adjustments” to allow a
disabled employee to do their work

* The 48 hour working week limit

* Safeguarding issues — when is it
necessary to obtain a CRB check?

* Clear guidance on health and safety at
work regulations

* What to do when things go wrong,
arbitration; giving notice, and terminating
agreements etc.

Price:  Members £1356
Non-members £195
Trainer:  Roger Barton

Time and workload
management

24 September 2010 London

This course aims to help people unlock some

of the barriers to effective time management

and provide possible alternative methods to

manage workloads effectively. It is

recommended for anyone wishing to improve

their time management skills and

effectiveness at work. The course will cover:

* How to examine your relationship with time

* Styles of behaviour at work and their
effects on managing time

* How to identify productive work time and
deal with procrastination

* Time management tools and techniques

* How to deal with interruption and be
assertive.

Price:  Members £135
Non-members £195
Trainer: Moreen Pascal
{ Stream 1 )
Stream 4 )
( Stream 5 D

www.sitra.org
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Leadership and management

Good financial
management

29-30 March 2011 London

Suitable for non-financial managers and
committee members, this two day course is
designed to provide a rounded and
accessible introduction to key aspects of
financial management. Good financial
management helps to identify and manage
financial risk, and contributes to an effective
and stable organisation. Participants will
work on a number of practical exercises
which will enable them to have a more
confident understanding of the different
financial tools and reports required in an
organisation. Participants will learn how to
produce and use the key financial tools for
good financial management. Areas covered
include:

* Key financial risks

* Producing a budget

* How a cash flow works

* How to interpret management accounts

* Understanding Audited Accounts.

Price:  Members £275
Non-members £380

Trainer: Deborah Berger

C Stream 4 D

( Stream 5 D

Moving into

management (2 days)

4-5 October 2010 London

3-4 March 2011 London

This course provides an overview of the

operational and strategic tools available for

individuals to manage staff more effectively

on a day to day basis and at organisational

level. By the end of the two days,

participants will have developed new skills

to enhance their confidence and abilities.

Topics covered will include:

* Attributes of a successful manager

* Theoretical perspectives on management

* ldentifying a preferred style and using a
range of other styles and approaches

* Strategic planning and achieving goals

» Team building and motivational skills.

Price:  Members £350
Non-members £430
Trainer: Leona Menville

www.sitra.org

Performance
management

14 September 2010 London

The course is aimed at managers,

supervisors, team leaders and senior

members of staff who are involved in the

management of other people’s

performance in the workplace. It will give

participants:

* The skills and confidence to tackle
performance management effectively,

* An understanding of the process of
managing performance as a tool for
helping people to improve their day to
day performance.

Price:  Members £195
Non-members £260
Trainer:  Bola Sowoolu
Stream 4 >

Staff supervision and
appraisal (2 days)

21-22 October 2010 London

Designed for managers who are involved in

supervision and appraisal processes within

their organisations, this course will:

* Give participants an opportunity to
consider their own role in the supervisory
and appraisal process

* Highlight possible courses of action that
may be undertaken when presented with
staffing problems

* Increase participants’ knowledge and
confidence in using supervision,
appraisal, grievance and disciplinary

procedures.
Price:  Members £350
Non-members £430
Trainer: Sarah James
Stream 4 )

Sitra brings you ILM
approved courses

We have been

developing our

management training

courses and can now

offer you three courses that have
been approved by the Institute of
Leadership and Management (ILM).

These courses can be offered on our
public and inhouse training programmes.
For further details please contact us on
020 7793 4713.

Outcome based
accountability

11 October 2010 London

12 January 2011 London

Demonstrating outcomes has become a

critical requirement of evidencing the need

for and the value of both long and short
term housing related support services. This
course aims to bust outcomes jargon, help
participants recognise the importance of
accounting for services within an outcome
based framework and demonstrate how
both quantitative and qualitative outcomes
can be established. Participants will learn:

What is an outcome and its relationship to

inputs and outputs?

* Identifying what outcome(s) a service is
designed to achieve and how to
demonstrate its attainment

* The need for robust data sources to
evidence the impact of services and the
outcomes achieved

* How quantitative data provides a starting
point to assess the qualitative elements
that support it

* Analysis of the Centre for Housing
Research (St Andrews) data and utilising
the detail rich information this provides.

Price:  Members £135
Non-members £195
Trainer:  Sue Baxter
or Lucy Woodbine
( Stream 4 )
Stream 5 D

Outcomes data workshop
for local authorities
(half day)

1 December 2010 London (pm)
This workshop has been set up to support
local authorities in making use of the
potentially valuable, and often under-used,
data generated through the national
Supporting People (St. Andrews), outcomes
reporting framework.
It will enable local authority staff to share
good practice in the use of outcomes data
in service monitoring and commissioning,
learning from the experience of Supporting
People teams who have taken a lead on
this. Participants will be able to take away
electronic copies of tools and reports
developed by other authorities.
Price:  Members £80
Non-members £110
Trainers: Glynis Sampey
and Lucy Woodbine

( Stream 5 D




Commissioning and procurement

Tendering for services:
prepare and present
successful tenders (2 days)

15-16 November 2010 London

This course aims to equip senior staff of

organisations who have to put together

competitive bids for services with the skills
and knowledge they need. The first day
focuses on:

* The policy and regulatory framework for
public sector commissioning and
procurement

* The factors influencing decisions to bid
partnership models such as consortia and
sub-contracting

* Issues in costing and pricing bids

* Preparation for tendering.

On the second day participants review

pitching and presentation skills. They then

work in small groups on preparing their
team'’s tender before presenting their
proposals for evaluation.

Price:  Members £275
Non-members £380

Trainer:  Deborah Berger

C Stream 4 D)

TUPE: a manager’s guide to
the risks relating to TUPE
in winning and losing
contracts NEW

29 November 2010 London

The course aims to provide staff with

clarification and guidance on the Transfer of

Undertakings. The course will cover:

* Areview of the TUPE regulations

» The TUPE issues to consider when
tendering or bidding for services

* Practical issues to consider for services
when transferring staff

 Best practice in managing the TUPE
process

» The course is suitable for managers who
have responsibility for commissioning
and/or negotiating contracts.

Price:  Members £135
Non-members £195

Trainer: Leona Menville

( Stream 4

( Stream 5 D

Marketing your service NEW

6 October 2010 London

Current threats of reductions in spending

on public services make it essential that

both commissioners and providers of
housing, care and support services know
how to communicate the benefits of their
services to all their stakeholders. This
course will enable participants to develop
their approach to marketing and publicising
services to a wide audience. The course will
cover:

* Identifying who are your key stakeholders
and what type of information is
compelling to them

» How to present different forms of
evidence to support your messages

* Using a range of methods to publicise
services — from events to youtube

* Producing a marketing/publicity strategy

A complementary course to this is Outcome

based accountability

This course is suitable for new and

experienced managers of services; service

commissioners and frontline staff who wish
to develop a specialism in this area.

Price:  Members £135

Non-members £195

Trainers: Sue Baxter

and Glynis Sampey

Localisation and governance

Effective local
engagement NEW

10 November 2010 London
This course is essential in supporting both
providers and commissioners in
understanding how local decisions making
structures operate. It will assist all staff in
engaging with and influencing those bodies
that are responsible for ensuring that the
housing related needs of vulnerable people
are met. This course will enable participants
to:
* Demystify the local decision making
processes
* Understand the role of LSPs
* Appreciate how local needs are identified
and priorities set
 Be aware of the drive to bring together
all services and resources to achieve
efficiencies
Complementary courses include marketing
your service and outcome based
accountability.
Price:  Members
Non-members
Trainers: Sue Baxter
and Glynis Sampey

£136
£195

C Stream 4 D
( Stream 5 D
C Stream 4 D)
( Stream 5 D
4 I

Other courses suitable for managers:
Please see the courses listed under the following subjects:

Equality and diversity for managers P9
Health and safety for managers P8
Floating support for managers P12
QAF courses P7-8

“I thought the delivery of the training was excellent
- thought provoking and well paced”

www.sitra.org
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Sitra trainers

Sitra uses a mixture of policy staff and associate trainers to deliver training. All Sitra associate trainers
undergo an annual quality review and must agree to adhere to the rigorous standards and quality
assurance measures in place, which include (but are not limited to) a commitment to equal
opportunities, the implementation of interactive training methods, and a review of feedback from our

customers.

Joy Anibaba’s background is in general
needs housing, where she has for over
twenty years developed and managed a
range of housing and support services in
the field of mental health services, older
people and homelessness. She has also
been involved in a number of large scale
regeneration projects. Her training
expertise lies in core skills for frontline staff
and managers including equality and
diversity, supervision and management as
well as in work around the new Quality
Assessment Framework (QAF). She is
equally passionate about working with
disadvantaged groups to find practical and
sustainable solutions to long term problems
in neighbourhoods.

Roger Barton is a criminal investigating
officer for the London Borough of
Greenwich. He specialises in the prevention
and prosecution of illegal evictions and
tenant harassment, hate crime harassment
and other forms of anti social behaviour.

Roger has combined this work with a
career as a freelance trainer for the last 10
years. He has a degree in Urban Studies
from Sussex University with emphasis on
Housing and Transport. His background is
in local government, public transport, and
the Trade Union Movement. Roger has a
wide experience of employment law cases
and has prepared cases to present to the
court of appeal.

Deborah Berger joined Sitra in 2004,
initially in the role of Finance Adviser and
now is part of the Policy Team responsible
for advice, training and consultancy on all
aspects of policy relating to housing with
care and support, with a particular focus on
financial management, key aspects of
Supporting People implementation, funding
and procurement. Deborah has worked in
the supported housing sector since 1993.

“The course was
interactive and the
tutor was very calm
and positive”

www.sitra.org

Sue Baxter is an experienced practitioner
with work experience managing supported
housing services for a variety of large RSLs
and voluntary organisations. Sue'’s
experience includes specialist work on
tenure and housing law matters; improving
accommodation outcomes for young
people in and from care and women fleeing
domestic violence and improving the profile
of housing related support locally. Sue
carries out training and consultancy in all
areas of housing law, housing management
and strategic engagement in local
governance and commissioning structures.
Sue has co-authored the Sitra and Legal
Action Group’s publication Supported
Housing and the Law and holds an LLB
(Hons) degree in Law, a business studies
diploma and a certificate in Housing
Association Studies.

Modupe Bell has extensive experience of
delivering training on supported housing
and community care, with particular
reference to frontline staff and supporting
people. Modupe has worked as part of the
Policy Team at Sitra and her other previous
work experience has been in resettlement
and advice work within the psychiatric and
homelessness field, where she worked for
the NHS the voluntary supported housing
sector and the local authority. Modupe is
currently completing post graduate studies
and is a mental health specialist working in
the voluntary sector.

Tony Cousins recently became a Sitra
associate after working at Sitra for 16
years. He was appointed as a community
care policy officer and became the lead for
areas including assessment and support
planning, client centred risk, child protection
and the protection of vulnerable adults. He
led on behalf of Sitra in respect of the
regulatory framework being introduced for
care services. Tony is a qualified social
worker and has also undertaken work as a
practice assessor, lecturer, tutor and course
leader for a social work training course in
the London area. Prior to joining Sitra, Tony
had a career in local government
culminating as a chief officer within a social
services department.

Colin Dyson has 15 years of experience
working in or managing Day Centres,
hostels, prisons and supported housing. He
has run his own training and consultancy
company over the last nine years and has
worked with a broad range of organisations
across the homeless and supported
housing sector developing working practise
and standards.

Jane Garnham has been working in the
voluntary sector for over twenty years,
developing and managing a range of
housing and support services to a variety of
client groups. Jane has worked with a
range of providers to deliver high quality
housing and support services to vulnerable
people and to lead and support the staff
delivering the services. Throughout this
period her work has been characterised by
a focus on developing the human resource,
ensuring services operate within an equality
and diversity framework and promoting the
opportunities for the user's voice to be
heard.

Most recently Jane has concentrated on
facilitation and works with groups of staff
and service users in a variety of settings
and contexts.

Michael Glew has worked in social housing
for 20 years. He develops and delivers
accredited and non-accredited training for
the social housing and care sector and
undertakes service reviews and policy
development. He is a member of the
Chartered Institute of Housing and Royal
Society for Public Health.

Jayne Hellowell has worked as Supporting
People Lead Officer with Suffolk County
Council and currently works with Bradford
Council where she is responsible for
commissioning and the contract
management of adult services which
includes Supporting People. She is an
active board member and Vice Chair of the
regional CIH and is the regional Chair of
the Supporting People Group in Yorkshire
and Humber. Jayne has had several
successful years training frontline staff and
has recently joined Sitra as an associate
tutor.




Sitra trainers

Sarah James has been a Sitra associate
trainer for many years. A significant focus
of the training she has been involved in
during the past six years has been in
supporting organisations gaining required
skills to meet the requirements of external
stakeholders. In doing this Sarah has
supported organisations build their capacity
in order to compete in a volatile and
fluctuating operating environment.

She has also been commissioned by
various organisations to improve and
develop policies in order to achieve their
compliance with external verification.
Before becoming freelance Sarah worked
for 14 years within the voluntary/
community sector in a variety of capacities
and levels, including senior management. A
significant component of this role included
developing and researching move-on
options for services users, both on an
operational and strategic level.

Nigel Keir runs his own training and
consultancy business having worked for
ROCC for eight years, firstly as Training
Manager and then managing a Skills for
Care contract. Prior to this, he managed
community mental health services for
Rethink and worked as a Training Manager
for the National Association of Citizens
Advice Bureaux. He has several training
and adult teaching qualifications and a
masters degree in the Management of
Voluntary Organisations

Adam Knight-Markiegi joined Sitra in
October 2008 with experience of the
private rented sector and older people.
Previously, he was a Senior Consultant at
Ecotec Research and Consulting, managing
consultancy projects for central and local
government and the voluntary sector.
Projects included: evaluating specialist
housing for older people across Wales,
examining future housing requirements and
producing strategic guidelines on housing
older people for the Welsh Assembly
Government; helping Southwark Council
improve its allocation process to council-
run and RSL sheltered housing; and
quantifying the added value of housing
associations for the Housing Corporation.
Before that, Adam was Information and
Policy Officer at the National Rent Deposit
Forum, an umbrella group for rent deposit
schemes. He has an MSc in Housing
Research and Policy from the University of
Birmingham, is a practitioner member of
the Chartered Institute of Housing and a
member of the Housing Studies
Association.

Ralph Lillywhite has been developing and
providing training and consultancy in the
homeless sector for the past four years,
including the development of recovery
orientated tools. He is PTTLS and a CIPD
qualified, an experienced action learning
facilitator and qualified MBTI practitioner.
Previously Ralph has worked in substance
misuse, sexual health and sexual
exploitation.

David McDaid has worked in the public,
private and voluntary sectors holding both
frontline adviser and also senior
management positions, as well as running
his own training and consultancy company.

His work in the voluntary sector has
included (Housing) Supervisor at Citizens
Advice Bureau and managing a hostel for
homeless men. From 2004 to 2008 he was
Acting Head of Training and Consultancy at
Sitra.

He is an associate member of the
Chartered Institute of Personnel and
Development (CIPD). He obtained D32/33
Assessor awards in 1999 and lectured on
Housing, including Housing NVQ
programmes and BTEC Housing Studies
from 1998 to 2003.

Leona Menville is an experienced and
accomplished trainer, consultant and coach.
Her practical, interactive and open style
enables participants to develop the
confidence and ability to implement new
skills and techniques while achieving a
better understanding of themselves and
others.

With many years experience of successfully
managing and running innovative frontline
services, Leona is a skilled and experienced
practitioner in business planning
processing, including budget setting and
quality systems. Leona’s key passion is
delivering client centred services. She has
also designed, developed and delivered ILM
accredited management programmes

Kevin O’Doherty has extensive experience
in the fields of mental health, homelessness
and youth offending, working at all levels
from frontline worker to manager. Kevin
also has several years of teaching
experience at further education level, main
subjects being Health and Social care and
Psychology.

Kevin's academic credentials include a
Psychology degree, Post graduate diploma
in Health Psychology, Post graduate
certificate in Further and Higher Education
and a Diploma in Cognitive Behaviour
Therapy. Kevin values the importance of
ongoing personal and professional
development, and achieves this by
attending conferences, updating his skills
and knowledge by continuing education
and professional practice.

Susan Odev is an experienced
trainer/facilitator with over 17 years
experience of delivering courses to staff
within the housing, health and social care
sectors. Specialising in personal and
organisational skills for frontline and
administrative staff, Susan also works with
managers to develop teams and motivate
staff effectively.

She has facilitated a number of change
programmes and “away” days and is
passionate about empowerment.

Erica Osei’s background includes working
with people with substance use and mental
health issues in the homelessness sector.

Erica has been an Associate Trainer for
Sitra since December 2008. As well as
delivering training, she continues to work
with vulnerable adults.

Prior to joining Sitra, she developed and
delivered training courses for the private
and social care sector. She also gained a
professional qualification in Training
Delivery Skills, and is therefore equipped
with the skills to deliver training effectively.

Moreen Pascal is a problem-solving,
analytical, results-focused professional
trainer, mentor and life coach. PTTLS+
qualified and member of the Institute of
Lifelong Learning. Specialising in personal
and team development training in the not
for profit sector, Moreen is currently
Strategic Development Manager for
WHEM Group, a small registered charity
based in Hatfield.

Karen Patten has been working in the care
and support sector for over 20 years within
a range of organisations from small
voluntary agencies and medium to large
national housing associations. She has also
worked as an interim Supporting People
Lead Officer for three local authorities and
as Personalisation Lead for a national
mental health housing association.

Through her diverse experience as well as
knowledge gained both as provider and
commissioner of support services, she is
able to use her training skills to develop
tailor made courses in a variety of
supported housing and social care subjects.

“Brilliant training.
Thank you very much”

www.sitra.org

sa|ydeifiolg

17



18

Sitra trainers

Colin Robertson has worked for Sitra for
over nine years and in the wider local
government, charity and housing sector
since 1975.

He is responsible for advice, training and
consultancy on all aspects of social care
and supported housing, including finance
and financial management and procedures
as well as key aspects of Supporting
People implementation funding and
procurement, rent restructuring and other
management issues pertinent to supported
housing and care providers.

Glynis Sampey joined Sitra in July 2002
as a Regional Adviser, assisting providers in
the region with the implementation of
Supporting People, with a particular interest
in small providers in the voluntary and
private sector.

She has carried out consultancy work with
a number of the region’s providers and
commissioners on projects including
service and financial reviews, business
planning, and provider forum development,
and delivers in house and open programme
training courses on a range of subjects.

Recently Glynis's focus has been on
commissioning and procurement of support
services and she led on the production of
Sitra's Provider's Guide to Procurement.
Before joining Sitra, Glynis was Operations
Director for United HA and has previously
worked for housing associations, local
authorities and in the voluntary sector in
housing management, homelessness and
tenant participation.

Glynis has a Masters degree in Business
Administration. She was for ten years a
member of the board of a local young
persons supported housing association.

Peter Sampson is an experienced and
qualified Trainer and Tutor. His emphasis is
on a relaxed delivery, and the application of
course materials to the ‘real world’ of
service delivery. He has twenty years
experience in housing, supported housing,
and related education and training.

John Shortridge is a freelance trainer with
over 20 years experience in tutoring many
aspects of housing and welfare benefit law
for numerous local authorities, voluntary
organisations, housing associations and
colleges.

He was an adviser for 10 years with
Citizens Advice in London. Work included
advising clients about most aspects of their
rights and representing them at tribunals
and County Courts. He later worked for the
National Homelessness Advice Service and
Shelter.

www.sitra.org

Bola Sowoolu currently works within a
local authority's Supporting People Team.
She contributes to most aspects of
commissioning of housing related support
services to vulnerable people , in particular
negotiating contract values, monitoring
contracts, carrying out full service reviews,
leading or contributing to tender exercises
and carrying out stakeholder consultation.

Prior to her current role, Bola worked as a
Housing and Council Tax Benefit Appeals
Officer within the same local authority,
making decisions on appeals and requests
for reconsiderations made by claimants.
Before joining the local authority in 2002,
Bola worked in the voluntary sector for 13
years.

Angie Sparrowhawk has wide experience
working in Health and Social Care sector.
She began by working in a rehabilitation
unit for problem drinkers during which time
she completed a counselling course,
followed by a Social Work course. Both
these qualifications enabled Angie to work
in the field of Substance Use and Child
Protection and she now uses this
experience, having also completed a
training for trainers course, to deliver
training on both areas and allied topics.

Eileen Speight has been associate trainer
with Sitra for over 15 years, specialising in
health and safety, particularly in the
Supported Housing sector. In addition
Eileen undertakes health and safety audits
and policy writing.

Eileen was originally an Environmental
Health Officer, working in a number of
London Boroughs, before specialising in
health and safety and moving into
consultancy.

Joe Whitaker has been the Research
Manager at BHUG,( Brent Homeless User
Group ) with responsibility for managing
Community Insight's peer research and
training projects, since late 2009. Joe is an
experienced facilitator and has a
professional training qualification. Since
joining BHUG Joe has designed and
delivered commissioning and procurement
training for clients, and train the trainer
sessions.

Lucy Woodbine is a Policy Officer at Sitra.
Based in London, she leads on the
maintenance of the Quality Assessment
Framework (QAF). As the QAF lead, Lucy
maintains the QAF reference groups,
collecting evidence of good practice for the
QAF and updates the QAF frequently
asked questions. She was part of the CLG
QAF working group and has spoken at a
number of national conferences on the
QAF including the National Housing
Federation’s Care and Support Conference
and the CIH's Sheltered Housing
Conference.

Prior to joining Sitra, Lucy worked for
London and Quadrant Housing Trust for
several years, as a liaison officer for a cross
section of providers, ranging from
registered care, ex-offenders, single
homeless to women's refuges and as a
floating support team leader. Lucy has a
Masters in Public Policy from UCL and a
BA in Anthropology and Law from LSE.

Co-facilitators

Augusto Monteiro worked in advertising
until he was diagnosed with Bipolar
Affective Disorder 12 years ago. The
challenging years which followed brought
him much insight, acceptance of

his diagnosis and, consequently a strong
commitment towards recovery. Today he
works as a writer, a trainer for Rethink and
is part of the Board of Trustees of
Westminster Mind.

David Wright is one of BHUG's peer
consultants and a former marketing
manager for a brewery. David has received
housing related support since entering
rehab several years ago and is an
enthusiastic proponent of client
involvement, which he is often asked to
speak about. David is an experienced
training co-facilitator and client
representative.

If you are interested in
becoming an associate trainer
for Sitra, please contact us on
020 7793 4713




Sitra courses are also available inhouse

Sitra can help you enhance staff performance and career
development opportunities, achieve best practice, and
attract and retain valuable staff.

-

If you have six or more staff requiring training on a particular topic, it
may be more economical to arrange the training at your venue. The
majority of the courses listed in this guide, plus many more can be
tailored for your needs.

Please download the inhouse flyer from the website www.sitra.org
for a full list of available courses or email kerileej@sitra.org

Inhouse training offers you:

+ Control over course subject, content and style

* Flexibility to select when and where courses take place

* Personalised training tailored to your service area, learning preferences
and experience

* Experienced trainers with in depth knowledge of the subject areas

* Cost effective training for a fraction of the price of group bookings on a
public course

* Greater input into course content, in order to meet the needs of your
organisation, staff and service users.

* Better interaction and effective learning - because all relevant
employees will learn together, there is more scope for them to interact,
which can lead to more effective learning during and after the course.

“We have used some of the same

Sitra trainers for many years
which is an indication of how
much we value them. It has
always been possible to discuss
the content of the inhouse
training with the trainer to ensure
that it is geared specifically for
our own needs.”

“It encouraged lots of inter
organisational discussion which
enabled sharing of tips and
knowledge.’

“This was a very ‘role specific’
training course which makes it all
the more informative and useful”

“The trainer was very aware of
our issues and concerns and
answered vital questions
accordingly.’

“It gave us lots of ideas and ‘food
for thought’ to implement
changes.”

“A very interesting and useful
course - it enlightened me in my
role and future employment”’

Sitra training - the cost effective, flexible option to training your staff team

Shared training

Only a few staff members to train? Why not offer places on your
inhouse course to local partners to encourage networking and share
the cost?

As lead client you can sell places on to other organisations, so
sharing costs and cutting travel times for staff.

We'd be happy to talk to you about how you can set this up.

Get in touch by emailing kerileej@sitra.org

" Contact us

For more information, contact Sitra on
020 7733 4713, |

and Local Governmen
% o®

Sitra is part funded by Communities and
Local Government (CLG).

Communities
>\

www.sitra.org
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Calendar

Date Course Tutor Location Page
September 14 Performance management (ILM) Bola Sowoolu London 14
16-17 QAF: 2 day Lucy Woodbine London
20  Advanced assessment and support planning Caroline Barnett Newcastle 11
22 QAF outcomes for frontline staff — NEW Jayne Hellowell London 7
23  Managing tenancies and licences Sue Baxter London 10
24 Time and workload management Moreen Pascal London 13
27 QAF: monitoring and evaluation of services Lucy Woodbine London 7
30  Personalisation in practice — REVISED Karen Patten London 13
October 4-5  Moving into management (ILM) Leona Menville London 14
6 Marketing your service — NEW Sue Baxter 15
Glynis Sampey London
7 Client engagement: getting the thinking right Jane Garnham London 11
- REVISED and Augusto Monteiro
QAF outcomes for frontline staff — NEW Jayne Hellowell York 7
8 Housing support: the basics Lucy Woodbine London 10
11 Outcome based accountability Lucy Woodbine London 14
14 Delivering floating support Nigel Keir London 12
18  Equality Impact Assessments — NEW (half day) (am) Deborah Berger London 9
18  Equality Act 2010 — NEW (half day) (pm) Deborah Berger London 9
19 Child protection Angie Sparrowhawk London 10
20  Client interviewing and the QAF — NEW Sarah James London 8
21 Personalisation in accommodation based services — Colin Robertson Newcastle 13
NEW (half day) (pm)
21 Child protection Ralph Lillywhite Bristol 10
21-22 Staff supervision and appraisal (ILM) Sarah James London 14
November 1 Improving communication with clients — REVISED Joe Whitaker London 13
and David Wright
Personal safety and professional boundaries Kevin O'Doherty London 12
Introduction to law in supported housing Sue Baxter Taunton 10
Personalisation in accommodation based services — Colin Robertson London 13
NEW (half day) (pm)
Personal safety and professional boundaries Kevin O'Doherty Birmingham 12
Housing benefit Mick Glew York
8-9  Assessment and support planning Erica Osei London 11
Equality and diversity Joy Anibaba Birmingham 9
10 Effective local engagement — NEW Sue Baxter/ London 15
Glynis Sampey
11 Client engagement: making it a reality Jane Garnham London 11
Augusto Monteiro
11 Delivering floating support Ralph Lillywhite Taunton 12
12 Peer assessment against the QAF — NEW (half day) (pm)Joe Whitaker and London
David Wright
15 Housing support: the basics Lucy Woodbine Bristol 10
15-16 Tendering for services Deborah Berger London 15
19 QAF: how to write a case study — NEW (half day) (pm)  Lucy Woodbine London 7
22  Client risk assessments Roger Barton London 11
24 Housing benefit John Shortridge London 9

www.sitra.org



Date Course Tutor Location Page
26  QAF: Interviewing staff — NEW (half day) (pm) Lucy Woodbine London 7
29  TUPE: a manager's guide — NEW Leona Menville London 15
29  QAF outcomes for frontline staff — NEW Jayne Hellowell Newcastle 7
30  Safeguarding young people and vulnerable adults Tony Cousins London 10
December 1 Outcome data workshop for local authorities — Lucy Woodbine and London 14
(half day) (pm) Glynis Sampey
1 QAF: monitoring and evaluation and services Adam Knight-Markiegi Birmingham
2 Equality and diversity Modupe Bell London 9
7 Advanced assessment and support planning Colin Dyson London 11
8 Managing tenancies and licences Sue Baxter York 10
9 QAF: monitoring and evaluation of services Caroline Barnett Newcastle 7
9 Health and safety 1 Eileen Speight London 8
10 Health and safety 2 Eileen Speight London 8
January 12 Outcome based accountability Sue Baxter London 14
19 QAF: monitoring and evaluation of services Lucy Woodbine London 7
19 Safeguarding vulnerable young people and adults Adam Knight-Markiegi Birmingham 10
20 Lone working: the facts for support workers David McDaid London 12
20  Housing support: the basics Jayne Hellowell York 10
25 Equality and diversity for managers Modupe Bell London 9
26  Health and safety for managers Eileen Speight London 8
26  Personalisation in accommodation Colin Robertson York 13
based services — NEW (half day) (pm)
27  Welfare benefits and tax credits: update and refresher  John Shortridge London 9
February 1 Advanced assessment and support planning Peter Sampson Birmingham 11
2 Housing support: the basics Lucy Woodbine London 10
8 Working with ex-offenders — NEW Leona Menville London 12
10 Vetting and Barring Scheme Adam Knight-Markiegi London 10
10 Personal safety and professional boundaries Mick Glew York 12
14-15 QAF: 2 day Lucy Woodbine London 7
16 Introduction to law in supported housing Sue Baxter London 10
March 2 Floating support for managers Karen Patten London 12
3-4  Moving into Management (ILM) Leona Menville London 14
8 Client engagement: Jane Garnham and London 11
getting the thinking right — REVISED Augusto Monteiro
8 Client risk assessments Peter Sampson Birmingham 11
9 Personal safety and professional boundaries Kevin O'Doherty London 12
10 Communication and report writing Susan Odev London 13
15 QAF outcomes for frontline staff — NEW Jayne Hellowell London 7
17 Individual and personal budgets: Roger Barton London 13
what it means to be a micro-employer
24-25 Assessment and support planning Erica Osei London 11
29-30 Good financial management Deborah Berger London 14
31 Client engagement: making it a reality — REVISED Jane Garnham and London 11

Augusto Monteiro

This guide highlights courses taking place between September and March.

For a full list of courses that we offer, please contact us on 020 7793 4713 or email lanaj@sitra.org

www.sitra.org

JRpUAIRD

21



22

About Sitra

Sitra has been providing leadership in the housing, care and support sector for over 25 years. As the new
government begins to further develop its policy framework to take us forward for the next five years, Sitra will be
working closely with central government and national bodies to ensure that the views and perspectives of the
sector, and the vulnerable people that it supports are represented and understood. Our training, consultancy and
events will be updated and amended to ensure that they provide participants with the best opportunity to thrive
within the changing environment. Whilst some of the new trends are still emerging, there are some clear agendas
being formed which Sitra is effectively engaged with. Quality and commissioning will be paramount as budgets
tighten. Sitra retains guardianship of the QAF and has a lead role in its ongoing development. Personalisation will
remain a strong steer for the future, and Sitra is playing a key part in supporting the important Right to Control
trailblazers. It is also apparent that the ability to engage effectively at a local level will be vital with a central
government committed to decentralisation, and Sitra’s work around local strategic engagement will provide you
with a good steer. If you want to keep abreast of the changing world and to have access to the skills and
knowledge to tackle the new environment head on, then join Sitra now.

Sitra membership Consultancy: what we can do for you,

Sitra members receive discounts on all training courses. If you are  Whatever your enquiry, we will work creatively with you to find a

not sure if your organisation is a member or not and you need to solution to the problem your organisation is facing. We provide
check, or you require more information about joining, please email tailor made, project based and on-going consultancy and capacity
post@sitra.org or call 020 7793 4710. building services at affordable prices. These are examples of work
Sitra membership is open to all voluntary agencies, supported that we can do to improve your organisation’s effectiveness:
housing associations and statutory bodies, as well as private * Develop strategies and action plans to strengthen and improve
consultants and trainers. the quality of your services
The 2010 membership package delivers enhanced savings: » Work with you to review how you deliver an equality framework,
» Public programme training courses and inhouse training — valuing the diversity of your customers and stakeholders.
increased member discount » Draw up effective user involvement strategies, guiding you to put
- Consultancy and conferences — increased member discount in place creative and flexible approaches thgt involve service
+ 10 issues of the redesigned Sitra bulletin packed with invaluable g?:f fcr)cL)Jrrgj:)he outset and fruly put the service user at the heart
news on policy developments in the housing, care and support y
sector « Strengthen your ability to demonstrate that your services are
* Monthly, re-launched e-news including event and sector news and :T(—:‘(I)er:/ea;t, meet local strategic priorities and represent value for

policy briefings on topical issues
* Construct rolling business plans and put in place business risk,

* Free events and special offers for members throughout the year . . . .
financial and management accounting systems and practices to

+ Free advice and support through our email helpline, secure the financial health and long term survival of your
sitrahelpline@sitra.org organisation

+ Sitra members can receive Information on NJC salary scales, car * Putin place health and safety systems and practices which meet
allowances and other financial advice. Contact Berihu Mohammed current best practice, legal and regulatory requirements

at berihum@sitra.org or telephone on 020 7793 4717.

* New member benefit:
50 per cent discount
voucher

* Carry out mock validation visits to measure your services against
the new Quality Assessment Framework (QAF)

* Work with you on your preparation for bidding in competitive
tendering.

Sitra conferences and events

Please keep checking our website for announcements of new
training courses, and conferences and events at www.sitra.org

“Your help in the writing of the tender was invaluable and we are all certain that without your help the outcome may
not have heen so []USiliVB” INLINE on their successful bid to carry out the floating support for young people

Sitra is part funded by Communities and Local Government (CLG).

. * Contactus:
>° C. it - For more information, contact Sitra on 020 7733 4713
% O Lota bovernment 07 go fo www.Sitraorg

www.sitra.org



Booking information

Terms and conditions
Booking a course

All bookings must be received in writing. Book online at
www.sitra.org, or alternatively photocopy this page, write your
request clearly, one booking form per person, and either fax to 020
7793 4714 or post the form(s), retaining a copy for your records to
Lana Jordan, Services Administrator, Sitra, 3rd Floor, 55 Bondway,
London SW8 1SJ. Please remember to add a purchase order
number if you are booking training for local authority staff.

Acknowledgement

We will send you a confirmation email and other relevant details
including a map when we receive your booking. You will normally
receive this within 10 working days.

Cancellations

All cancellations must be made in writing. Course fees will be
refunded (minus a £50 administration charge) if you cancel a place
more than 15 working days before the course. If 15 working days
or less notice is given, the full fee will be charged.

No exceptions will be made should a delegate fall ill or have an
emergency which causes them to have to cancel their place on any
Sitra training or event; it is highly recommended that an alternative
delegate is sought by the booking organisation. Sitra will not be
liable in any case of unforeseen occurrence in which cancellation
or postponement of a training course or event is the result.

Important note

This booking form constitutes a legally binding contract. Sitra
reserves the right to amend course details as necessary or cancel
courses in the event of unforeseen circumstances. In the event of
Sitra cancelling a course, we will endeavour to re-run the course at
a later date or offer a full refund. However Sitra disclaim any
further liability and will not refund any expenses incurred, for
example, travel costs or accommodation.

Venues

London courses are held at Sitra HQ, for regional courses see our
website for details. If you have any special requirements please
contact us as soon as possible to discuss these on 020 7793
4713.

Refreshments

Al Sitra public courses include lunch and refreshments throughout
the day. Vegetarian cuisine is also available. Please let us know if
you have any special dietary requirements and we will do our best
to meet these.

Smoking

Smoking is not permitted in training rooms or within our training
venues. Each venue will have its own policies on areas where
smoking is permitted.

Discounts
* If you book any three courses at the same time you will receive
10% discount.

+ A 20% discount is applicable for small member organisations
with TOFTE or less.

BUUklﬂg fUrm Please use block capitals

Course details

Cost of course

Course title

Date

Venue

Participant details

Please invoice me L]

| enclose a cheque for £ .00

20% discount applicable for small organisations with 10 FTE or less
(members only).

All course prices are stated at the bottom of each course
description throughout the guide.

Mr/Mrs/Miss/Ms/QOther
Purchase order no.
Forename (compulsory for local authorities)
Surname Sitra member [J Sitra non-member [
Job title Cost of course £ .00
Email Cost for organisations with 10 or fewer FTE staff (members only)

Organisation details

Send invoice to

Name

Address

Postcode

Phone Fax

Special requirements

e.g. vegetarian, wheelchair access, sign language, induction loop

£ .00

Confirmation: You will be sent a confirmation email with a location
map and course information as soon as your booking form has
been processed.

By submitting this booking form you are making an agreement to
abide by the booking terms and conditions.

Signature Date

How did you find out about this course?

From this training guide [] Sitra bulletin [] Mailed flyer [
Emailer [ Website [[] Attending another Sitra training course []
Other (please state): []

www.sitra.org
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To take advantage of the
services that Sitra
provides at discounted
rates, why not become a
member?

You will receive our regular
bulletin that is widely
recognised as a key source of
technical information and policy
development news throughout
the housing with care and
support sector. The bulletin is
received by all Sitra members. To
find out how to become a Sitra
member go to page 22.

‘Become a member  Sitra bulletin

information on placing an advert call on 020 7793 4713.

In a rapidly changing world,
can you afford not to have
your own copy of the Sitra
bulletin delivered directly to
your desk?

To order, contact the Membership
Administrator on 020 7793 4710.

Recruiting staff?

With a growing circulation of over
3000 copies the Sitra bulletin is well
placed to advertise your recruitment vacancies.

The bulletin reaches specialist staff working within the housing

with support and care sector. It has countrywide coverage and
offers discounted advertising rates to Sitra members. For more

Conferences

Sitra are planning a conference season starting in the autumn. Full
details will shortly be announced on the website. To keep up to date
with changes to our courses and new events, be sure to check in the
website regularly. You can also book online.

Date for your diary: Sitra Policy Conference - 16 February 2011

Training news

If you would like to receive
regular updates about new
courses and special offers on
existing courses without
obligation, please email
lanaj@sitra.org

* Drive the policy agenda

Sitra champions excellence in housing, support and care

Sitra is a membership organisation providing leadership, influencing policy through expertise,
promoting best practice and providing consultancy, training, information and advice to:

* Promote positive outcomes for clients, providers and funders

* Encourage a healthy, diverse and sustainable sector
* Support quality and professionalisation.

‘ Sitra 3rd Floor 55 Bondway London SW8 1SJ 0% .
&,

. Telephone: 020 7793 4713 Fax: 020 7793 4714 : Communities § }
and Local Governmen Sy

Sltra . Email: sarahk@sitra.org Web: wwwisitra.org %e ¢ t e

policy, training and consultancy
for housing with care and support

www.sitra.org

Charity Reg No 290599 Company Reg No 1862908

Sitra is partly funded by the CLG



