


What do they offer?

Help to build on and recognise the knowledge and skills of those already providing IAG
through their role (either employed or as a volunteer).

Give a structured programme of learning for someone relatively new to a role which
includes providing IAG, or a career pathway for someone wanting to enter the field of
IAG provision. The programme takes approximately six months to complete.

A qualification relevant to providing IAG externally (i.e. to clients/service users) and/or
internally (i.e. to colleagues/employees)

Learning as part of a group bringing added benefits of networking and diversity.

A qualification, which can lead to further learning and qualifications such as NOCN
level 3 and NVQ Level 3 & 4 in Advice and Guidance or the Qualification in Career
Guidance (QCG).

For organisations, they offer a custom-made learning programme and qualification
which maps to the matrix standard, the national quality standard for the provision of
IAG.

They also develop the skills and motivation of staff and volunteers who may not
otherwise have access to relevant accredited training.

Access without formal entry requirements.

What do they involve?

A half-day induction session.

Six training days (units) for the Level 2 award and eight training days (units) for the
Level 3 award. This includes personal progress reviews.

Assessment by completing tasks relating to each course unit.

Building a portfolio of evidence.

A case study for the Level 2 award and a research project for the Level 3 award.
Commitment to the full programme and achievement of the qualification.

How are learners supported in completing the qualifications?

Each learner has an assessment tutor.

The course tutor(s) provides ongoing support.

All main course materials are provided.

CAST as the programme organisers monitor and support individual progress.

Progression to further qualifications includes:

* NVQ4 Advice & Guidance
e Qualification in Careers Guidance
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NVQ 2, 3 and 4 in Advice and Guidance

Duration: 12-18 months
Dates: By arrangement

We are a satellite assessment centre for CEMTAC, which is a partnership involving the
five Connexions services within the East Midlands. It was set up in 1995 and is a
nationally recognised assessment centre.

Our NVQ provision offers a combination of training and assessment to provide learners
with the opportunity to learn new practice and theory before putting it into place in their
everyday work.

Who is this NVQ for?

The NVQ is suitable for candidates who provide information, advice and guidance to
clients. It recognises competence for those offering careers education and guidance,
advocacy or mediation, whether through Government agencies, nextstep, schools,
colleges, universities, prison services, trade unions, voluntary services, charities,
community organisations or human resources departments.

What does an NVQ involve?

* Training days (to be selected from a menu of courses, as appropriate) to teach
the theory and knowledge necessary in support of the award.

* Building a portfolio of evidence gathered from your everyday work.

* Observations and assessments conducted by a qualified assessor who is
professionally competent in the subject area.

What training is available?
* Action Planning and Referral — Level 3 (included in the cost of the NVQ)

* Interviewing Skills — Level 3 and 4 (3 days for Level 3 and 5 days for Level 4,
included in the cost of the NVQ)

* Concepts of Guidance — Level 4 (included in the cost of the NVQ)
e Group Work (optional)
* Networking and Liaising with Other Services (optional)
* (Caseload Management (optional)
Assessment:

Candidates are expected to produce a portfolio of evidence proving their competence
against the standards.
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\NVQ’s in Advice and Guidance

Nhat do the units cover?

NVQ Level 2
6 units required — 3
mandatory (M)

NVQ Level 3
6 units required
3 mandatory (M)

NVQ Level 4
8 units required 4
mandatory (M) and

delivering customer
service (M)

There is a wide range of
optional units that can be
further tailored to
support

individuals, e.qg.

* Enable clients to access
referral opportunities (O)

* Provide & maintain
information/materials for
use in the service (O)

The NVQ includes:

* basic assignments

* case studies

* portfolio of evidence

* Review own
contribution to the
service (M)

There is a wide range of
optional units that can
be further tailored to
support individuals, e.g.

* Develop interactions
with clients (O)

* Interact with clients
using a range of
media (O)

* Facilitate learning in
groups (O)

The NVQ includes:

* basic assignments

* case studies

* portfolio of evidence

and and 4 options (O)

3 options (O) 3 options (O)
* Support clients to make * Establish * Develop

use of the service (M) communication with * interactions with clients
* Interact with clients using clients (M) (M)

a range of media (M) * Support clients to Manage a
* Develop personal make use of the personal caseload (M)

performance through service (M) Operate with

networks (M)

Evaluate and develop own
contribution to the service
(M)

There is a wide range of
optional units that can be
further tailored to support
individuals, e.g.

¢ Assist clients to decide

upon a course of action (O)
Prepare clients for the
implementation of a course
of action (O)

Assist clients to review their
achievement of a course of

action.

* Facilitate learning in groups

(O)

The NVQ includes:

* basic assignments

* case studies

* portfolio of evidence
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Personal Development Course

Duration: 10 or 5 half-day sessions, delivered on a weekly basis
Dates: By arrangement
Overview:

This is a course that combines guidance with life coaching to build

self-confidence and help people move forward. It enables people to recognise and
value their existing skills and abilities as well as providing the support and tools to
effectively plan life changes and career decisions.

The 10-week course is specially designed for individuals who need in-depth life
coaching to realise their potential. The 5-week course is designed for individuals
who need a kick start to engage in their future life or career planning, or for
specialist projects which need a confidence building component to help meet their
objectives. The 5-week course can be tailored to suit employer or project needs
and is ideal to help employees or volunteers to fulfil their career potential. Both
courses are available as a delivered training package or as a bought-in training
course to be delivered by the organisation itself.

*Key areas:

« Assertiveness

« Body language

«  Communication skills
«  Wheel of Life

« Career planning

« Action planning

- CV

« Interview techniques
« Learning styles

« Motivation

« Removing your barriers - no more “| can’t!”

* The 5-day course will have some of these components only.
Who will benefit:

The course helps people who suffer from low self-esteem and/or

self-confidence and those who have no clear direction in life. It is also suitable for
anyone who is not an active member of society, or who suffers from common
mental health problems: for example, stress, anxiety and depression. The course
can be bought by projects that wish to deliver it to their own staff or clients. As well
as the materials, support days are available in order to train staff on the effective
delivery of the course.
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Positive Customer Care

Duration: 1 day
Dates: 13 March, 18 September and 05 November 2008
Overview:

This course will help anyone who deals regularly with customers. Particpants will
be introduced to effective customer care skills and recognise how to put these
into practice, including during difficult situations.

Key areas:

* |dentify effective skills for positive customer service

* Define anger situations

* Recognise barriers to communication

* Handle difficult situations positively

* Devise strategies to improve current quality standards

Who will benefit:

All administrative and frontline support staff who communicate with
customers.

Powerful Presentations

Duration: 2 days
Dates: 07 and 08 May and 02 and 03 October 2008
Overview:

Making a presentation can be a daunting experience. This two-day
programme will provide delegates with the knowledge and skills to meet this
challenge with confidence.

Key areas:

«  What makes a successful presentation?

« Planning and preparing a presentation

« Delivering a presentation — personal presentation, verbal and non-verbal
communication, using a brief, notes or script

« Video-taped presentations

« Self and peer group appraisal

Who will benefit:

Anyone whose job may involve making presentations. This is a practical course
with the emphasis on planning and delivering a short presentation relevant to
their work
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Promoting Self-Esteem in Clients

Duration: 1 day
Dates: 29 April and 12 September 2008
Overview:

Participants will examine what self-esteem means and discover the
relationships between low self-esteem and a range of social and personal
problems. The course will also cover practical tips for participants on how to
increase self-esteem through the six most effective approaches that research
suggests.

Key areas

«  What is self-esteem?

« Signs and causes of low self-esteem

« Recognise where and how self-esteem problems can arise

« Develop strategies to increase self-esteem and how to use them
« The six key approaches

« Putting the techniques into practice

Who will benefit:

Advice and guidance practitioners working with clients who need to overcome
barriers to learning and development. This course can help enhance existing
tools that advisers already use to help clients with confidence issues.

Qualifications, Courses, Funding and Jobs

Duration: 1 day
Dates: 19 February and 25 September 2008
Overview:

This training course will provide participants with a greater understanding of the
qualifications framework, interpreting job information, and exploring local and
national training courses by using practical exercises in a very interactive
session.

The availability of funding is also explored, thus equipping the participant with the
ideal tools to work in a community IAG setting.

Key areas:

* Qualification framework and examining bodies

* How to assess the level of qualifications

* Where to find information on courses, careers, job vacancies and referral
agencies

* Job/career information resources

* Finding appropriate funding

Who will benefit:

Anyone who provides information or advice to adults on courses, job searching
or qualification levels. This includes frontline staff, volunteers and advice
workers.
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Solution Focused Techniques in a Guidance Context

Duration: 1 day
Dates: 15 February and 05 September 2008
Overview:

The principle of Solution Focused Therapy is a goal orientated approach that
allows for expression in client thought processes.

During this course, delegates will be introduced to the solution focused therapy
model and given the opportunity of practising the techniques within a guidance
context

Key areas:

* What is Solution Focused Therapy (SFT)?
* The principles of SFT

e Strategies to use in helping clients

*  Supporting self-efficacy

* The pivotal role of diagnosis

Who will benefit:

This course can help enhance existing tools that advisers and guidance
practitioners already use to help clients move forward.

Stress Management

Duration: 1 day
Dates: 21 May and 26 September 2008
Overview:

Stress is recognised as a significant factor in reducing effectiveness at work. It
can damage health and impair judgement. This one-day course will help to
identify factors which contribute to stress and develop strategies to manage stress
more successfully.

Key areas:

* What is stress?

e Stress indicators

* |dentifying stress symptoms

* Managing and minimising the effects of stress
* Relaxation techniques

* Developing a stress management action plan

Who will benefit:

This course is beneficial to both individuals and organisations alike. It applies to
those who wish to examine the causes and effects of stress and would like to
manage stress for themselves and others more successfully. A pre-course task
will be sent to delegates prior to attending this course for self-reflection and use on
the day.
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Time Management

Duration: 1 day
Dates: 29 February and 14 November 2008
Overview:

Good time management is an essential business skill. This one-day course aims
to increase delegates’ ability to control and organise their working day more
effectively.

Keys areas:

. What do we mean by time management?

. Barriers to time management

. Defining key areas of work

. Analysing current time usage

. Identifying time wasters

. Establishing priorities

. Setting ‘SMART’ objectives

. Personal organisation — listing, scheduling, diary management

. Improving time usage in: meetings, fire fighting, interruptions, telephone,
paperwork, co-ordinating activities/tasks

Who will benefit:

Time is a constant pressure, therefore this course is aimed at utilising techniques
and tools to make the working day more productive. This can be beneficial to
individuals and/or organisations who want their employees to manage time more
effectively.
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TRAINING CHARGES

_day course £55 per person (CVS and nextstep
subcontractors £45)*
1 day course £95 per person (CVS and nextstep

subcontractors £75)*

Group Courses (6 - 10 candidates) £375 for _ day courses
£750 for full day courses

NOCN level 2 £1,150*
NOCN level 3 £1,350 *

* Discounts for groups and in-house training may be available.

NVQ 2 £1,500
NVQ 3 £1,600
NVQ 4 £2,500

Embedding IAG for Tutors
1day course £750
3 day course £1,950

Costs to buy the package are available on request.

Personal Development Course
Delivery by CAST: £2,300 10-week course
£1,200 5-week course

Costs to buy the packages are available on request.

Community Ambassador Training £1,350
Costs to buy the package are available on request.

All prices are subject to VAT and exclude travel or room hire.

CAST reserves the right to revise all costs at any time. Bookings made prior to
any revision will be charged at the published price.

24



HOW TO BOOK YOUR PLACE

Please complete and return one booking form per person and
complete the needs assessment questionnaire. For advice
regarding the most appropriate course or any other assistance you
may need, please contact:

Bhupendra Narsey Training Manager

Training Tutors:

Sandra Parkinson

Rachel Shuttleworth

Christine Johnson

Gemma Smith On 0116 251 6357

or

Bhupendra Narsey, Training Manager, for bespoke packages
on 0116 251 6357.

Where applicable, please enclose a cheque with your booking form
or provide invoicing details, including a purchase order number.
Please make cheques payable to: Connexions LeicesterShire
Trading Ltd.

To obtain additional booking forms please contact:

Jan Harvey, Training Administrator, on
Tel: 0116 251 6357
Email: info@cast-leics.org.uk

Or visit: www.cast-leics.org.uk to book on line
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CAST Terms and Conditions

1. Application procedure

Requests for places on all CAST training provision should initially be made using one of the
standard booking forms for each applicant.

CAST will consider requests received and where possible offer the place requested. It may
be necessary to contact you and discuss the request further to ensure the course is
appropriate.

These terms and conditions must be agreed in advance of the booking.

Confirmations of bookings will be sent to the delegate within 7 days of receiving the
completed booking form.

Payment must be received before the start of the activity.

2. Client Conditions

Candidates are expected to attend every training day and each tutorial appointment.

In the event of non-completion, non-attendance or cancellation, CAST reserves the right to
pass on the costs incurred. In all cases, CAST will make every effort to mitigate these costs
and will consider any extenuating circumstances before passing on costs.

NOCN and NVQ programmes:
1. Cancellation before the programme commences:
The full cost will be passed on, unless a replacement participant can be found.
In the latter case, an administration charge of £50 will apply.
2. Cancellation after the programme has commenced:
The full cost will normally be passed on. The induction session is the
commencement of the programme.
One-to-one sessions and short courses/workshops:
1. Cancellation within one week of the course or session date will incur the full
cost.
2. If a replacement participant can be found, an administration charge of £25 will
apply.
Consultancy and training which are to be delivered at an organisation’s premises:
1. Cancellation one month prior to the commencement of the
course/workshop:
A charge of £50 administration fee will be charged
2. Cancellation within 1 month of the commencement of the course/workshop:
The full cost will be passed on.
3. If the dates are rearranged, a £50 administration fee will be charged
4. Bespoke training courses
Cancellation of the courses will incur full development and administration
costs.
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3. CAST Responsibilities

The training, coaching and assessment provided by CAST will be delivered by people with
appropriate levels of qualification, training, and/or experience. The training and associated
materials will be in English.

CAST will endeavour to use locations and venues which are conveniently located and have

suitable facilities. We will make all reasonable efforts to meet individual needs of
participants, when informed in advance.

For those undertaking the NOCN and NVQ qualifications, individual progress support is
offered. This includes a one-to-one review during the course, and access to the course
tutors either in person or via telephone and e-mail.

Individual support will be available to participants who are unable to attend a training day,
so that they catch up with the coursework and are able to complete the linked piece of
assessed work, at an additional cost.

CAST reserves the right to cancel dates and amend costs. Every endeavour will be made
to rearrange bookings and provide advance notice of a change in charges. All bookings
already received will be charged at the costs published at the time the booking was made.
For cancelled dates, refunds or a rearranged date will be provided.
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BOOKING FORM

Individual Booking

CAST

Careers Advice Services and Training

Candidate Name:

Job Title:

Address:

Postcode:

Email:

Tel:

Company Booking:

Company Name:

Address:

Tel:

Email:

Candidate Name:

Training Requested:

Training Course

Dates:

Please advise us of any special requirements (dyslexia, hearing, etc.)
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Are you a Community Voluntary Organisation? (you may be eligible for a discount)
Yes/No (please delete as appropriate)

Payment method:

Cheque enclosed for:

Please invoice us. Purchase Order No.

Training needs questionnaire - help us to identify your training needs

Please give details of your job title and duties:

How do you hope to benefit from your chosen course(s)?

Have you previously attended any similar or related courses?

Is there any relevant information you would like to add?

Upon receipt of your booking form and subject to the availability of a space on your chosen
course, we will confirm to you in writing together with details of course venues, terms and
conditions and course times.

Please note that lunches are not provided unless stated

PLEASE NOTE: A charge will be made for late cancellations or non attendance
(see Terms and Conditions)

Signature:

Please return completed booking forms to:
Jan Harvey
CAST, 5th Floor, 60 Charles Street, Leicester, LE1 1FB
T: (0116) 251 6357 F: (0116) 242 2626
E: info@cast-leics.org.co.uk
W: www.cast-leics.org.uk
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