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Welcome to our new training programme for Spring 2010. 
 Please note that we have re-designed the programme and listed the courses by subject rather than 

date order. 
 
 

 We have compiled and structured a programme that offers a selection of courses at a variety of 
locations throughout the Three Rivers and Watford areas. We have analysed  your comments and 
suggestions which are a valuable tool in identifying the training needs of our member organisations. 
 
Don’t forget that these courses are open to individuals in the Community and Voluntary Sector who 

are:- 
 
 
 

PAID STAFF    or    VOLUNTEERS     or       TRUSTEES  
    
 
 

Please circulate this information to everyone in your organisation and remember to  
 BOOK EARLY! 

 
 
 

Three Rivers CVS and Watford CVS continue to work in partnership to bring you this programme. 

 

 
To ensure that our courses are accessible to as many delegates as possible our aim is  to provide a 
variety of venues throughout the Three Rivers and Watford area. With this in mind we have added 
three new venues in this programme which include the following: Croxley Green Library, Henderson 

Hall in Abbots Langley and Sarratt Village Hall.  
 

 
 

We are very grateful to our funders and partners,  
The BIG Lottery Fund  and  Hertfordshire County Council. 

 
 
 
 
Best wishes 
 
 
 
 
Heather Donohoe       Vanessa Levy   
(Training Coordinator, Three Rivers CVS)    (Development and Training Officer,  
         Watford CVS) 
Telephone: 01923 711174     Telephone 01923 254400 
 Email: training.trcvs@speedinternet.co.uk   Email: training@watfordcvs.net 

WELCOMEWELCOMEWELCOMEWELCOME    
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Booking Procedure 
Please note that Watford and Three Rivers handle their course bookings separately. Therefore, please 
contact the relevant CVS for booking forms to book a place on one of our courses 
 
 
 
 
 
 
 
 
 
Please note each organisation can initially book up to 2 people per course.  Additional delegates may be 
accommodated nearer to the time. 
 
 
Cancellation Policy 
We reserve the right to modify the programme and we reserve the right to cancel a course that has fewer 
than 8 participants. You will not be charged for a cancelled course and payments will be refunded 
 
If you cancel within 5 working days of a course or do not attend on the day, for any reason, your 

payment is non-refundable.  
In addition, an administration charge of £25.00 will be made to the organisation/ individual.  

This applies to FREE and charged courses. 
 

However, places are transferrable should you wish to send someone else from your organisation. 
 
 
Course Fees 
Please note that the course fees are shown under each course and must be paid prior to the course 
date. Please note that initially each organisation can make a maximum of 2 bookings a course. 
Lunch is not provided unless specified.    
 
 
Course Information 
Details of  the courses, such as parking, tea/coffee/lunch breaks and any other relevant information will 
be sent to you 10 days prior to the course date.   
  
 
Payment Methods 
We accept cheques but should you wish to pay by bank transfer please call for details. 
 
 
Subsidised Courses 
These courses are subsidised by the Hertfordshire Training and Development Consortium using funding 
from Hertfordshire County Council and allow us to add courses that are open to community and voluntary 
groups throughout Hertfordshire. 
 
 

WATFORD CVS 
 

Contact: Vanessa Levy 
Tel:  01923 254400 
Email:  training@watfordcvs.net 

THREE RIVERS CVS 
 

Contact: Heather Donohoe 
Tel:  01923 711174 
Email:  training.trcvs@speedinternet.co.uk 

BOOKING INFORMATIONBOOKING INFORMATIONBOOKING INFORMATIONBOOKING INFORMATION    



5 

 

AN INTRODUCTION TO THE  VOLUNTARY SECTORAN INTRODUCTION TO THE  VOLUNTARY SECTORAN INTRODUCTION TO THE  VOLUNTARY SECTORAN INTRODUCTION TO THE  VOLUNTARY SECTOR     

 

 

 

Course Objectives 

 

This course is aimed to anyone who is working and/or volunteering for a voluntary or community 
group in Hertfordshire for the first time.  This course is designed to demystify some of the jargon 
and to explain the environment within which you will be carrying out your work. 

For organisations it will contribute to the induction of those new to the Sector, enabling them to 
embrace their role more effectively and efficiently. 

 

Course Contents 
 

 

 

 

. 

                        COURSE AN INTRODUCTION TO WORKING AND VOLUNTEERING IN 
THE VOLUNTARY SECTOR 

DATE  Monday 1st  February  2010 

TIME 10.00 am to 4.00 pm 

VENUE Kings House Business Centre, Home Park Estate, Station Road, 
Kings Langley WD4 8DH (very close to Kings Langley BR station 
and Junction 20 of M25) 

TRAINER Helen Price 

COST FREE including lunch 

BOOKING DETAILS Contact: Vanessa Levy at Watford CVS 
Tel: 01923 254400    Email: training@watfordcvs.net 

• What is the Voluntary Sector? (Also, called Third, Charity or Community Sector) 

• Jargon busting 

• The matrix nature of the Sector and how funding sources affect the way we operate 

• How the Sector fits into local community service delivery 

• How staffing and personnel is different and the implications of this  

• Career progression opportunities 

• Support resources 

HTDC HAVE COVERED THE COST OF THIS NEW COURSE WHICH IS BEING 
RUN FOR THE FIRST TIME IN HERTFORDSHIRE 
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HEALTH AND SAFETYHEALTH AND SAFETYHEALTH AND SAFETYHEALTH AND SAFETY    

                        
COURSE FOOD HYGIENE—BASIC 

DATE Tuesday 26th January 2010 

TIME 9.00 am - 5.00 pm 

VENUE Watford CVS, 149 The Parade, Watford WD17 1RH 

TRAINER Kate Hinch 

COST £20 a place for community and voluntary groups in Hertfordshire. 
(Includes: course book, exam fee and certificate) 

 

THIS IS A SUBSIDISED COURSE 

 

Course Objectives 

The course is aimed at anyone who works with food.   It covers the things you need to do to ensure 
that the food you prepare, serve or sell is safe to eat. 

 

Course Content 

Participants have the opportunity to gain the CIEH Level 2 Award in Food Safety in Catering  

(Basic Food Hygiene). The exam is taken at the end of the day and consists of a 1 hour multiple 
choice paper.   

It will cover the following: 

 

 

 

 

 

 

  
                    
 

• Introduction to food safety 

• Food safety hazards 

• Refrigeration - chilling & cold handling 

• Food handlers 

• Cleaning food premises and equipment 

• The law 

• Taking temperature 

• Cooking - hot holding & re-heating of 
food 

• Principles of safe food storage 

BOOKING DETAILS Contact: Vanessa Levy at Watford CVS 
Tel: 01923 254400    Email: training@watfordcvs.net 
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INFORMATION TECHNOLOGYINFORMATION TECHNOLOGYINFORMATION TECHNOLOGYINFORMATION TECHNOLOGY    

                        

Course Objectives 

 
Course Content 
        

 

 

 

 

COURSE MICROSOFT PUBLISHER—WRITING A NEWSLETTER 

DATE Tuesday 23rd February 2010 

TIME  10.00 am to  3.30 pm 

VENUE IT Suite, Basing House, Rickmansworth, Hertfordshire WD3 1HP 

TRAINER Wendy Blanton 

COST £30 CVS Members (Watford and Three Rivers) 

£40 Non Members in voluntary or community sector  

BOOKINF DETAILS Contact: Heather Donohoe at Three Rivers CVS 
Tel: 01923 711174    Email: training.trcvs@speedinternet.co.uk 

This course is aimed at those wishing to become confident in using Publisher and to learn how 
to create print ready and web ready newsletters. You will gain an understanding of printing 
terminology to enable you to discuss requirements with a printing company.  

• Basic article creation 

• Font and Colour 

• Layout Style 

• Disabled Accessibility 

• Inserting Images and Clipart 

• Using Publisher as a marketing tool 
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COURSE CREATING A WEBSITE ON A SHOESTRING 

DATE Friday 26th March 2010 

TIME 10.00am to 4.00pm 

VENUE Croxley Green Library, Barton Way, Hertfordshire, WD3 3PB 

TRAINER Ingrid Marson 

COST £20 a place for community and voluntary groups in Hertfordshire.  

BOOKING DETAILS Contact: Heather Donohoe at Three Rivers CVS 
Tel: 01923 711174    Email: training.trcvs@speedinternet.co.uk 

  

Course Objectives 

Course Content 

 

 

 

 

This course is an informative insight into creating your own website and understanding how to 
create, design and maintain a website that is an effective marketing tool for your organisation. 
It will allow the delegates the opportunity to practice design and layout techniques. 

• Domain names and web hosting options 

• Website structure and design 

• Writing for the web 

• Using free tools to build your website 

• Optimising your site for search engines 

THIS IS A SUBSIDISED COURSE 

 
                      

COURSE MICROSOFT EXCEL—INTERMEDIATE LEVEL 

DATE Tuesday 2nd March 2010 

TIME 9.30 am to 4.30 pm 

VENUE IT Suite, Westfield Community Technical College, Watford 

TRAINER Usha Radia 

COST £30 CVS Members (Watford and Three Rivers) 

£40 Non Members in voluntary or community sector  

BOOKING DETAILS Contact: Heather Donohoe at Three Rivers CVS 
Tel: 01923 711174    Email: training.trcvs@speedinternet.co.uk 

Course Objectives 

Course Content 

 

 

 

 

This course is designed for those who have completed Excel at the basic level and are looking to 
learn new skills to enable them to analyse data and present it in a suitable format. It also covers 
using more  Excel functions to perform calculations on data as well as exporting it into alternative 
Microsoft packages for reports, newsletters and other forms of communication.  A basic knowledge 
of Excel is a pre-requisite for this course, 

• List, Sort and Advanced Filter  

• Subtotals 

• Pivot Tables 

• Charts 

• Exporting Excel data 

• Functions 

• Formulas and Calculations 
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INTERPERSONAL SKILLSINTERPERSONAL SKILLSINTERPERSONAL SKILLSINTERPERSONAL SKILLS     

COURSE SELF DEFENCE 

DATE Thursday 11th February 2010 

TIME 9.30 am to 3.30 pm 

VENUE Henderson Hall, Abbots Langley, Hertfordshire, WD5 0AR 

TRAINER Richard Farmer 

COST £30 CVS Members (Watford and Three Rivers) 

£40 Non Members in voluntary or community sector  

BOOKING DETAILS Contact: Heather Donohoe at Three Rivers CVS 
Tel: 01923 711174    Email: training.trcvs@speedinternet.co.uk 

                       

Course Objective 

Course Contents 

 

 

. 

This course is aimed at those wishing to learn self defence techniques which will enable 
delegates to maintain street safety. Participants do not need any prior knowledge of self defence 
and all levels of fitness are catered for. The course is intended to improve delegates’ self esteem, 
self confidence and self discipline.  Overall it plans to teach you simple techniques that are easy 
to learn and remember. 

• How to detect verbal and physical abuse 

• Deal with empty hand attacks 

• What is a weapon 

• Deal with attacks with weapons 

• Deal with edged attack, holds and grabs  

                       



10 

 

ORGANISATION MANAGEMENTORGANISATION MANAGEMENTORGANISATION MANAGEMENTORGANISATION MANAGEMENT    

                        COURSE BEING AN EFFECTIVE TRUSTEE 

DATE Tuesday 9th March 2010 

TIME 6 pm to 8.30 pm 

VENUE Watford CVS, 149 The Parade, Watford WD17 1RH 

TRAINER Vanessa Levy 

COST £10 CVS Member (Watford and Three Rivers) 

£15 Non Members in Voluntary or community sector 

BOOKING DETAILS Contact: Vanessa Levy at Watford CVS 
Tel: 01923 254400    Email: training@watfordcvs.net 

Course Objectives 
This course is aimed at those who have recently taken on the role of trustee, or who are about to 
become a trustee.  The course aims to provide solid guidelines and reassurance about the trustee 
role and responsibilities.  It is a good opportunity to meet and discuss this with others in a similar 
position. 

Course Contents 

The course will cover: 

 

 

   
                    
 

 

 

 

• What makes an effective trustee 

• Key terms 

• What trustee boards do 

• Who does what—staff and trustees 

• Legal duties and obligations 

• Trustee board accountability 
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 Course Objective 
 

 

 

 

 

 

 

 

 

 

Course Contents 

 

 

. 

                        COURSE EMPLOYMENT LAW—ESSENTIALS OF GOOD PRACTICE 

DATE Thursday 18th March 2010 

TIME 9.30 am to 4.30 pm 

VENUE Village Hall, The Green, Sarratt, Hertfordshire, WD3 6AS 

TRAINER Philip Benjamin LLM (Employment) 

COST £30 CVS Members (Watford and Three Rivers) 

£40 Non Members in voluntary or community sector  

BOOKING DETAILS Contact: Heather Donohoe at Three Rivers CVS 
Tel: 01923 711174    Email: training.trcvs@speedinternet.co.uk 

• Understanding the legal concepts which underpin the employment relationship 

• The importance of express terms and when implied terms arise 

• The status of workplace policies 

• ACAS Code of Practice 

• Understanding the main legal concepts which underpin discrimination 

• An overview of discrimination in employment 

• The legal concepts behind present discriminatory legislation 

• Undertaking an appropriate employment investigation 

• Preparing and conducting a disciplinary hearing 

• Managing grievances 

 

This briefing is designed for personnel in the voluntary sector who have responsibility for 
HR issues within their organisation. Participants will be offered a comprehensive overview 
of the basics of the employment relationship, contractual rights of employees and 
responsibilities of employers. Particular consideration will be given to working with part-
time, casual and voluntary workers. The briefing will also offer participants an overview on 
the law of discrimination and its importance in ensuring equality and diversity in the 
workplace. Particular emphasis will be on what constitutes direct, indirect discrimination, 
harassment and victimisation. With reference to practical examples, the briefing will focus 
on what happens when things go wrong and offer practical guidance on how to prepare for 
and conduct a disciplinary or grievance hearing.  

This course would be appropriate for managers, management committee members and 
trustees who are responsible for the employment of staff and the HR procedures of their 
organisation 
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COURSE MARKETING ON A SHOESTRING 

DATE Wednesday 24th February 2010 

TIME 10 am to 4pm 

VENUE Watford CVS, 149 Parade, Watford WD17 1RH 

TRAINER Helen Marini 

COST £20 a place for community and voluntary groups in Hertfordshire.  

BOOKING INFORMATION Contact: Vanessa Levy at Watford CVS 
Tel: 01923 254400    Email: training@watfordcvs.net 

PUBLICITYPUBLICITYPUBLICITYPUBLICITY    

 

Course Objectives 

Course Contents 

 

 

 

 

THIS IS A SUBSIDISED COURSE 

• Tips and tricks for getting free publicity 

• Writing effective press releases 

• Courting the media 

• Getting your organisation noticed 

Does your organisation need to market its services and raise its profile but has no budget to do 
this? If you attend this practical “hands on” workshop you will leave with a skeleton marketing 
strategy for your organisation and a selection of tools, tips and tricks to use. You will need to put 
in time to practice the techniques you learn.                   

                        COURSE MICROSOFT PUBLISHER—WRITING A NEWSLETTER 

DATE Tuesday 23rd February 2010 

TIME  10.00 am to  3.30 pm 

VENUE IT Suite, Basing House, Rickmansworth, Hertfordshire WD3 1HP 

TRAINER Wendy Blanton 

COST £30 CVS Members (Watford and Three Rivers) 

£40 Non Members in voluntary or community sector  

BOOKINF DETAILS Contact: Heather Donohoe at Three Rivers CVS 
Tel: 01923 711174    Email: training.trcvs@speedinternet.co.uk 

Please see page 7 for all course information. 
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COURSE INCREASE YOUR VOLUNTEER MANAGEMENT SKILLS IN 2010 

DATE Wednesday 3rd February 2010 

TIME 10.00 am to 4.00 pm 

VENUE Dickinson Room, Three Rivers Council Office, Rickmansworth, WD3 1RL 

TRAINER Ursula Neil 

COST £20 a place for community and voluntary groups in Hertfordshire.  

BOOKING DETAILS Contact: Heather Donohoe at Three Rivers CVS 
Tel: 01923 711174    Email: training.trcvs@speedinternet.co.uk 

COURSE RECRUITING VOLUNTEERS 

DATE Tuesday 16th March 2010 

TIME 10 am to 1pm 

VENUE Watford CVS, 149 The Parade, Watford WD17 1RH 

TRAINER Heather Allen, Volunteering Herts. 

COST £20 CVS Members (Watford and Three Rivers) 

£30 Non Members in voluntary or community sector  

BOOKING DETAILS Contact: Vanessa Levy at Watford CVS 
Tel: 01923 254400    Email: training@watfordcvs.net 

 

 Course Objectives 

This course is aimed at helping you identify the range of skills required to manage volunteers, carry 
out a self-assessment activity, identify and prioritise your own development needs and devise a 
plan to get the best from your volunteers.  

Course Contents 

 

 

 

Course Objectives 

Does your organisation need to attract more volunteers?  Your volunteer manager (either paid or a 
volunteer) needs to attend to find out how to get the volunteers you need on board. 

Course Contents 

The course will cover: 

 

 

   
                    
 

 

VOLUNTEER MANAGEMENTVOLUNTEER MANAGEMENTVOLUNTEER MANAGEMENTVOLUNTEER MANAGEMENT    

• What motivates volunteers 

• Describing your organisation's activities 

• Drawing up a volunteer role description 

• Producing volunteering opportunity adverts that work 

• Selecting volunteers 

• How a Volunteer Centre can help 

THIS IS A SUBSIDISED COURSE 

• Self-development for managers -     
why, what and how 

• EVM in the framework of qualifications 

• Managing people through change 

• Creative problem solving techniques 
• Action planning 


