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HVA TRAINING SCHEDULE 

2009/2010
	( to sign up
	Course Details
	Course Fee


Key Topics

Managing the induction process and developing positive mechanisms for motivation & reward

	By the end of the course, participants will be able to develop a recruitment strategy for their volunteers.

	Full Day
 £30
Lunch Provided
	

	(
	Volunteers and the law

HVA Best Practice officer
Date & Time:     Wednesday 15th July 2009, 10am – 4pm
The training will give a general overview on volunteers and the law such as:

· Expense re-imbursement 

· Benefits in kind 

· Intellectual property rights 

· Use of language in formalising relationship – code of conduct
· Oversees Volunteers – what are the legal implications?

	Full Day

£30

Lunch Provided

	(
	Promoting equality & diversity at work
HVA Best practice officer
Date & Time:    Wednesday 14th October 2009, 10am – 1pm 

Organisation’s need to strive for fair and equal access to services. There is also the need to recognise and value the differences in the community that we work within and the individuals who are working within our organisation.
· Is your equal opportunities policy up to date e.g. when it was last revisited? 
· Is your organisation representative of the borough it represents?
· How do you promote equality of opportunities within your organisation?

These are just some of questions that will be addressed at this training session.
	Half Day
£20


	(
	Trustees Roles and Responsibilities 
External Trainer
Date & Time:     Wednesday 10th February 2010, 10am – 1pm

This course is aimed at existing and potential trustees and directors of voluntary organisations. It is designed to help you understand the roles and responsibilities of being a trustee. It will identify the key processes involved in running an effective committee and effective meetings.  

By the end of the session you will understand:
· What the board of trustees committee is

· Roles and responsibilities of management committee officials

· Trustee and legal responsibilities of the management committee

· How to recruit management committee members

· How to run an effective management committee meeting

	Half Day

£20

	(
	Volunteer policy - one-to-one consultation
Dates and Times:
30th June 2009                                                            17th November 2009
· 2x  10am – 11am slots    (                                -     2x  10am – 11am slots    (
· 2x  11am – 12pm slots    (                                -     2x  11am – 12pm slots    (
· 2x  12pm – 1pm slots      (                                -     2x  12pm – 1pm slots      (
This hour long consultation is suitable for any organisation that already involves volunteers in its work, or that intends to do so in the future. Help will be given to examine your present volunteer policy with advice on how it can be improved or help will be given to design and develop a new volunteer policy if you organisation doesn’t have one at present. 

Please choose from the time slots above. Times are allocated on a first come first served basis. If the times that you choose are not available we will contact you to arrange another suitable date/time
(please put a tick beside all the possible times and dates that you would be able to attend)
	Free


	(
	Setting up a volunteer programme - one-to-one consultation
Dates and Times:
29th September 2009                                                        16th February 2010 

· 2x  10am – 11am slots   (                               -     2x  10am – 11am slots   (
· 2x  11am – 12pm slots   (                               -     2x  11am – 12pm slots   (
· 2x  12pm – 1pm slots     (                               -     2x  12pm – 1pm slots     (
This hour long consultation is aimed at groups and organisations that are in the process of setting up a volunteer program. Aid will be given in evaluating and developing new volunteering strategies and policies, including help in putting together a recruitment plan.
Please choose from the time slots above. Times are allocated on a first come first served basis. If the time that you choose is not available we will contact you to arrange another suitable date/time 
                                                                                                                                                                                                                                                                                                                                                                                                                                                      (please put a tick beside all the possible times and dates that you would be able to attend)
	Free

	(

	Volunteer managers forum

Dates & Times: 
Wednesday 29th April 2009                    10:30am – 1:00pm     (
Wednesday 29th July 2009                     10:30am – 1:00pm     (
Tuesday 27th October 2009                   10:30am – 1:00pm     (
Tuesday 26th January 2010                    10:30am – 1:00pm     (
The Forum is geared towards anyone who has a role of managing volunteers within an organisation and is about best practice, information sharing and learning new things. It also gives you the opportunity to influence policy, and support each other. Support will be given to identify training needs and information on current volunteering issues.

(please put a tick beside all the dates that you will be able to attend)

	Free


To attend any of these courses please complete the form below and fax to 020 7241 0043, post to HVA, 92 Dalston Lane, London E8 1NG.  Alternatively contact the training officer on 020 7241 4443 ext 20 or email info@hackneyvoluntaryaction.org.uk for further information


FAX BACK FORM:  020 7241 0043		                                   (Alternatively post to HVA, 92 Dalston Lane, London E8 1NG)





Please put a tick (() in the boxes beside the session/s which you are interested in attending





(   A cheque for £ _____________   is enclosed / in the post (delete as appropriate)    


 


(  Please send me an invoice for the course fees.  





				


Name:  ________________________________________________________





Organisation: ______________________________________________________________________________





Address: _____________________________________________________________________________________________________________





Tel: 	________________________________         Fax: ____________________________________________





Email:	____________________________________________________________








Do you have any specific access requirements?       (  YES     ( NO     If yes, please state _______________________________





Do you have any particular dietary requirements?    (  YES      ( NO.    Details: _________________________________________








Signature: ________________________________________________________          Date: ____________________________________











Please note that your space is not guaranteed on paid courses until payment is received








