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Welcome to the tenant and leaseholder 
training programme for 2010.
Once again we will be offering a range 
of FREE courses for you to take part in. 

Most members of tenants and residents group, both newly formed and well 
established, can benefi t from taking part in some form of training.

Training is important because it can help tenants, leaseholders and residents:
   •   acquire new skills, knowledge and confi dence
   •   transfer existing skills to new situations
   •   share experiences and network with other tenants, leaseholders and residents
   •   gain credits or certifi cates
   •   keep up to date on national and local policies
   •   have fun!

Typical subjects include:
   •   committee roles
   •   computer courses
   •   tenant and leaseholder involvement
   •   equality and diversity
   •   fundraising
   •   assertiveness and confi dence building
   •   plus many more.

Last year’s training programme was 
another success with excellent feedback 
from people who took part.

This year we will be running popular 
courses again and have worked with 
partners to develop training opportunities
and new courses. Please take a few 
minutes to read this booklet and book 
any courses that interest you.
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When talking to our customers and the wider 
community we found that more people want 
to be even more involved at every level 
of Nottingham City Homes and know more 
about the company.

Our 2010 training programme will help you 
have an impact when you get involved and give 
you practical advice to assist you in your 
day-to-day life.

All courses are FREE to tenants and 
leaseholders of Nottingham City Homes and 
aim to be fun, informative and useful for 
everyone who takes part.

Support is available to assist people who have 
specifi c needs. This includes transport 
to courses, sign language and other language 
interpreters, specifi c equipment, help with 
childcare costs and information in other formats.

Refreshments are provided for all courses with 
lunch provided for full-day courses.

Please take time to read through our programme 
as there really is something for everyone.

By taking part you can build your skills, improve 
your knowledge and in some cases help 
Nottingham City Homes improve the services 
thousands of people receive every day.

3



4

Nottingham City Homes
Tenant and leaseholder involvement training 
programme 2010

Tenant and leaseholder training 2010

Course title Brief outline Date
You can do it! – 
building confi dence

Getting your point across with confi dence can 
be diffi cult at times. Many people confuse this 
with being aggressive or simply getting your 
own way all of the time!

Assertiveness is about being confi dent 
in yourself and respectful of others.

Wednesday 15th September
10.00am – 4.00pm

Confl ict resolution The course raises participants’ understanding 
of the background to confl ict and the 
contribution they can make to either calming 
or escalating the confrontation.

The course has been designed to enable you 
to deal with and manage such challenging 
behaviour.

Tuesday 21st September 
10.00am – 4.00pm

Communication 
skills

Good communication skills are important 
in many aspects of life.  This course provides 
participants with the skills required to 
communicate effectively and to learn to listen 
and speak to get maximum effect.

Monday 27th September 
10.00am – 4.00pm

Negotiating and 
infl uencing skills

The aims of this course are to help participants 
understand the principles behind effective 
negotiation, understand and practise key 
communication skills necessary for effective 
negotiation, understand the main tools 
of persuasion, and explore how to apply them 
in a community context, and prepare and 
conduct practical negotiation in meetings.

Tuesday 5th October
10.00am – 4.00pm

Presentation skills 
and public speaking 

This workshop will look at how you can 
present your views better and how to give 
a presentation in front of others.

Tuesday 19th October
10.00am – 4.00pm

Recognising 
differences 
in people

Nottingham is a vibrant multicultural city and 
it is important to understand the importance 
of equality for all. The fi rst step is in 
understanding the impact of discrimination and 
stereotyping. It can be helpful to know 
something about the laws that protect people 
and how we can turn diversity into real strength 
in our communities.

Tuesday 16th November
10.00am – 4.00pm

Personal development
These courses are designed to help you develop your personal skills and improve your knowledge 
and awareness. They can also improve your access to employment.



Course title Brief outline Date
Mental health 
awareness

This course will provide you with a general 
overview of mental health problems (signs and 
symptoms, nature and causes) and how they 
affect people.  The types of mental illness, the 
importance of social inclusion and practical steps 
to improve your own mental health. 

Thursday 23rd 
September
10.00am – 1.00pm

Health and safety This course will provide volunteers and 
committee members with an understanding 
of health and safety.

Tuesday 28th September
10.00am – 4.00pm

First aid This course is designed for people who would 
like to feel more confi dent when dealing with 
an accident or sudden illness.

Thursday 14th October
10.30am – 4.30pm

Stress 
management – 
avoiding burn-out

This course is intended for people who may 
be involved in community and/or voluntary 
activities, and would like to fi nd a better and 
healthier balance between different aspects 
of their lives. When people take on too much, 
they can end up undermining their own health 
and becoming less effective.

Thursday 28th October
10.00am – 4.00pm

Safety, health and well being
These courses are designed to give health awareness and  to develop useful safety skills.

Housing fi nance, policy and law
These courses will make you more understanding and aware of policies and laws governing housing.

Course title Brief outline Date
Data Protection 
and the Freedom 
of Information Act

This course aims to give you a greater 
understanding of the data protection and freedom 
of information legislation, and how it is applicable 
in both your work and private life.

Thursday 7th October
10.00am – 4.00pm

Running your 
fi rst home  

This is an interactive course aimed at people 
of all ages. The session will appeal to all new 
tenants or those who may have experienced 
diffi culties in managing their home and money.

Monday 8th November
1.00pm – 4.00pm

Housing policy and 
legislation – Recent 
developments 

This course will give participants 
an understanding of current housing policy 
and relevant government legislation. 

Monday 22nd November
10.00am – 1.00pm

Give Respect, 
Get Respect (Anti-
Social Behaviour 
awareness)

Anti-Social Behaviour is the number one concern 
of tenants and residents in Nottingham. Many 
have fi rst hand experience of it. It is certainly 
a complex social problem to which there are 
no easy answers. Being aware of the 
partnerships, new initiatives and how these link 
to tenants groups is part of the solution itself. 

Thursday 25th November
10.00am – 4.00pm

Money matters A basic budgeting course that will also enable 
you to recognise the importance if interest rates 
and understand how much extra you pay when 
you spread your payments over a long period 
of time.

Thursday 2nd December
1.00pm – 4.00pm

Housing fi nance This workshop will look at how Nottingham 
City Homes provides housing, and how your rent 
is spent.

Wednesday 8th December 
10.00am – 1.00pm
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Course title Brief outline Date
Beginners Microsoft 
Word course

This course is intended for users with 
no prior knowledge of Microsoft Word who 
want to become familiar with the basic 
features that the package has to offer.  At the 
end of the course the user should be able 
to create a simple document.

Thursday 9th September
9.30am – 4.00pm

Intermediate 
Microsoft 
Word course

This course is aimed at users who have 
some familiarity with Word and are looking 
to become profi cient in the use of some of the 
more advanced features that this package has 
to offer. Attendees should preferably have 
attended the Word Introduction Course. 

Thursday 23rd September
9.30am – 4.00pm

Beginners Microsoft 
Excel course

This course is intended for users with no prior 
knowledge of spreadsheets who want 
to become familiar with the basic features that 
Microsoft Excel has to offer.  At the end 
of the course the user should be able to 
create a simple spreadsheet and construct 
simple formulae.

Thursday 7th October
9.30am – 4.00pm

Intermediate 
Microsoft 
Excel course

This course is intended for users wishing 
to use the more powerful features of 
Microsoft Excel.  At the end of the course the 
user should be able to further enhance 
documents, manipulate large worksheets 
and create charts.

Thursday 21st October
9.30am – 4.00pm

Basic Microsoft 
PowerPoint course

This course is intender for users who are new 
to PowerPoint. To enable new users, who are 
familiar with Windows, to learn the basic skills 
necessary to begin using PowerPoint.

Thursday 4th November
9.30am – 4.00pm

Intermediate 
Microsoft 
PowerPoint course

Those users who have attended the 
Introduction course or have a good working 
knowledge of PowerPoint. To further enhance 
documents and introduce the Intermediate 
features of PowerPoint.

Thursday 18th November
9.30am – 4.00pm

Microsoft Publisher 
course

This course is intended for those users 
who are new to Publisher to learn the basic 
skills necessary to produce a publication 
using Publisher.

Monday 29th November
9.30am – 4.00pm

IT courses
These courses are designed to provide you with a sound base of computer skills and to give you the 
confi dence to use them
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Course title Brief outline Date
Getting involved 
in your community

This workshop looks at how and why we want 
you to be involved, what opportunities there 
are in the voluntary sector, and how we can 
support you in this.

Monday 13th September
10.00am – 4.00pm

Funding for 
community 
activities

This session will cover the different funding 
streams available for community activities. 
This course will go back to basics and will 
cover project planning, examples 
of application forms and practical exercises.

Thursday 30th September
1.00pm – 4.00pm

How to run 
a successful 
meeting

Does your group or committee fi nd it diffi cult 
to come to agreements and make decisions? 
This course aims to give you the knowledge 
to help you make your meetings more 
effective and save you time. 

Ideal for new or experienced committee 
offi cers and others who would like to develop 
some skills in this area.

Monday 11th October
10.00am – 4.00pm

How to promote 
your group

Many community groups struggle to attract 
new volunteers. There are usually a regular 
group of people who meet up to try and make 
things happen. 

Getting new people interested is part of the 
survival of any group. Finding out how 
to market your group to the local community 
is a key to success.

Tuesday 26th October
10.00am – 1.00pm

Developing 
effective 
newsletters

This is a must for people who want to learn 
about the basics of developing effective 
newsletters. The focus will be on developing 
informative and interesting content for 
a newsletter and encouraging contributions 
from a range of people. 

Starting from the basics of why you want 
a newsletter the course will enable you 
to develop planning and writing skills to make 
you more able to contribute to and produce 
newsletters for your group.

Wednesday 10th November
10.00am – 1.00pm

Community growth and development
These courses will give you a greater understanding of your local community, the issues that may 
affect it and how you can get involved to help resolve them.
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Course title Brief outline
Chairing skills Chairing meetings is probably the most important function for any group.

 It is not easy! It is a balancing act between being friendly, welcoming and 
inclusive and being strict about time and keeping to the agenda. Chairs need 
to be good at listening, welcoming people and summing up. Good Chairs 
do not do most of the talking but are clear and fi rm! Come and learn more 
about chairing.

Committee skills Giving your time to be on a committee of a community group can be very 
rewarding. It can also be quite daunting if you are not sure what your 
responsibilities are or what your role is. This session will answer any 
questions and explain what your role is.

Secretary skills Good minutes and an organised meeting really do support a group to have 
a good productive meeting. Taking minutes is not easy. It requires listening 
and writing down the most important bits. Some people just like to receive 
minutes rather than attend a meeting and so they form an important part 
of communication. The role of the secretary is a very important one and 
is sometimes not fully understood. Being clearer about the responsibilities 
and learning some of the skills needed will be a great bonus for any group.

Treasurer skills To develop the skills of existing Treasurers, and also to provide guidance 
to those wishing to fulfi l the role in the future.

Committee skills
We are happy to arrange any of the below Committee Skills training for any recognised association at 
a venue and time that is suitable for the group.
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Most of our courses are held in our 
Tenant and Leaseholder Resource Centre 
It is fully equipped with all the latest SmartBoard technology, and has computers 
with full internet access available for use by any tenant, leaseholder or member 
of a recognised community group.

       Why not come along 
       and have a look…

      
       

All of the courses listed will be held in the Tenant and Leaseholder 
Resource Centre, 14 Hounds Gate, Nottingham, NG1 7BA
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External training providers 

Alison Baldwin
Alison Baldwin is an IT Training Consultant with over 17 years experience in the delivery 
of desktop applications.  Training courses range from an introductary to an advanced level, 
including fl oor walking and training workshops where Alison is available to answer questions and 
sort out any problems.

Framework
Framework’s mission is to help homeless and vulnerable people by providing high quality housing, 
support, prevention and training services. They enable people to live independent lives by offering 
choice and opportunity.
Website: www.frameworkha.org

John Wayte
John Wayte is a fi rst aid instructor with over 25 years experience in the delivery of fi rst aid courses 
and as a fi rst aider. Training courses range from the four hour emergency through to the four day fi rst 
aid at work. John’s knowledge of fi rst aid comes from working in the Fire Service and St John’s 
Ambulance. He will answer any fi rst aid questions.
e-mail: johnnyrr15@hotmail.com

Richard Knightsbridge Associates
Formed in 1994, Knightsbridge Management Associates is a UK Management and Business Skills 
training consultancy based in the East Midlands. Their reputation and success has been built on the 
provision of high quality, affordable and focused management and business skills training across 
the public, private, not for profi t and voluntary sectors. All of their in-house workshops are individu-
ally tailored to meet specifi c customer requirements. They never commence any programme without 
fi rst visiting you and confi rming your needs. The emphasis of all of their workshops, both in-house 
and open, is to provide participants with enjoyable training, which is both easy to understand and as 
jargon free as posible.
Website: www.knightsbridgeassociates.co.uk



Booking details

Please read the booking details below 
before you send us your booking form 
as it contains important information. 
The booking form can be found 
on page 13.

How to book
Decide on the course(s) that you want 
to attend and fi ll in the booking form 
attatched or contact the 
Involvement Team.  

We will send you further information 
including a map approximately one week 
before the course.

Cancellation policy
If you need to cancel you booking for any 
reason, please give us as much notice as 
possible. This will allow us the time to fi nd 
someone to go in your place.

Our aim is to make sure that the courses 
run as planned.  However, there may 
be times when, due to circumstances 
beyond our control, we have to alter 
or cancel the course.  Should this be the 
case we will give you as much notice 
as possible.

Quality
We aim to provide good quality training, 
run by experienced and qualifi ed 
speakers in accessible and 
comfortable venues.  

If you are dissatisfi ed with the course 
please contact us to discuss your 
concerns, and make sure you fi ll 
in your feedback forms. This will help 
us make sure that our future training 
is organised effi ciently, have interesting 
programmes and offer good value 
to those taking place.

Help us to help you
We recognise that we may need to offer 
some participants extra support to make 
sure everyone gets the most from the 
course.  Please indicate on the booking 
form, in as much detail as possible, any 
kind of help you may need. 

Let us know if you need to bring a carer 
with you or if you require particular 
building access.  Also, let us know if you 
have any particular dietary requirements.  
We will do our best to meet your needs.
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Nottingham City Homes’ policy
To  make sure our training is conducted 
in a suitable environment, Nottingham 
City Homes reserves the right to ask 
an individual to leave an event if they are 
causing distress to delegates or anyone 
else connected with the course.

This relates to all forms of harassment 
including, racial, sexual, verbal 
or physical.  Should any problems occur, 
please bring them to our attention 
as soon as possible.

Insurance
Nottingham City Homes will make sure 
that all venues used for our courses hold 
suffi cient Public Liability Insurance.  

All other insurance, including travel 
to and from the venue, is the 
responsibility of the individual 
delegate, either through private 
or employers insurance.

Publicity
Photographs taken at our training will 
be used in our publicity.  

If you would not like us to use 
a photograph you are featured in for 
publicity purposes, please state this 
on the booking form.

If you are interested in any training sessions please contact:
       Tenant and Leaseholder Involvement Team
       14 Hounds Gate
       Nottingham
       NG1 7BA

                 0115 9157380

Minicom:  0115 915 7447
Fax:          0115 915 7414
Text:         INVOLVE to 80800

                 gettinginvolved@nottinghamcityhomes.org.uk

3711
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Age Concern
Training courses for all aspects of the voluntary sector. 
Website: www.ageconcern.org.uk

Begin
An impartial information and advice service that can help fi nd the right 
course to help you improve your basic education.
Website: www.begin.org.uk

Chartered Institute of Housing
Professional body for people working in housing. Training, conferences 
and distance learning. 
Website: www.cih.org

Community Accounting Plus
Training in basic accounts and fi nance. 
Website: www.caplus.org.uk

Enable
Nottingham and Nottinghamshire Voluntary and Community Sector 
Learning and Skills Consortium.Established to enable voluntary 
organisations and community groups to effectively engage in the 
development and delivery of the local learning and skills agenda.
Website: www.enable.uk.net

Care Training East Midlands
Offers accredited qualifi cations in adult literacy and numeracy, fully funded. 
The nationally recognised qualifi cations are completed through Learndirect 
and are completely free to people over the age of 19 who have lived in the 
UK for three years or more.
Website: www.ctem.com

Learn Direct
Offer advice to adults on training and learning opportunities.
Website: www.learndirect.co.uk

TPAS
TPAS offers an extensive range of training and conference opportunities 
for people interested and involved in tenant and community engagement.
Website: www.tpas.org.uk

Trafford Hall – National Tenants Resource Centre
Provides training and residential accommodation. Bursaries are available for expenses. 
Website: www.traffordhall.com

Train to Gain
The Government’s fl agship training scheme.
Website: www.traintogain.gov.uk

Other external training providers 



13

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--
--

--

We are commitmed to empowering our tenants and leaseholders to become 
more involved in our decision making. As part of this we aim to provide a range 
of free training opportunities. 

Please tick the box applicable to you:
 I am a Nottingham City Homes tenant

 I am a Nottingham City Homes Leaseholder
       
 Other (please state)     ___________________________________

Training request form

Individual details:
Last name: ________________________ First name(s): _______________________________

Address: _____________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Please tell us which group you are a member of – ie  local contact, tenants and residents 
association, area panel, forum or tenants and leaseholders congress

Telephone number: ________________ E-mail address: _______________________________

Request details:
Course/training requested: _______________________________________________________

Title of course: _________________________________________________________________

Training date(s): _______________________________________________________________

Individual requirements: _________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

--
-

----------------
------------------------------------------

----------------
-----------
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How did you fi nd out about this training?: _____________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Additional information:

What will you be able to do better as a result of this training? ____________________________

_____________________________________________________________________________

_____________________________________________________________________________

How will your knowledge/skills improve? _____________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

Authorisation of Tenant and Leaseholder Involvement Offi cer:

Signed: __________________________________________ Date: ________________________

Please tick this box if you would not like your photograph used in publications
Please return completed forms to:  
Tenant and Leaseholder Involvement Team
Nottingham City Homes, 14 Hounds Gate, Nottingham NG1 7BA

Tel:   0115 9157380
Fax: 0115 9157414
Or e-mail to: gettinginvolved@nottinghamcityhomes.org.uk 

------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
----------------------------------------------------------------------------------------
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If you are unable to read this publication, please contact your area housing 
offi ce or call us on 0845 330 3131.  We can arrange for an interpreter 
to explain it to you, or send you a spoken word version on tape or CD.  
If neither of these are suitable, we can translate this publication into your 
chosen language.  We can also provide it in large print.

Nottingham City Homes
14 Hounds Gate
Nottingham NG1 7BA

Phone: 0845 330 3131
Minicom: 0115 915 7447
www.nottinghamcityhomes.org.uk

Registered in England and Wales number 5292636           September 2010
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