
Upskilling Courses  

for Local Authority Staff



About Havering Adult College
Havering Adult College have been offering quality learning programmes for over 50 years. 
Recently, these have included short, bespoke courses for other Borough departments.

We understand that you prefer courses that are fit for purpose, tailored for employees in their 
specific roles, in your business. This would really contribute to enhanced performance in these 
roles wouldn’t it? Well - we agree and offer a bespoke programme development service.

We have worked hard to build our reputation for offering flexible solutions and for working in 
partnership with Havering Council departments. In doing so we have accumulated years of 
experience working collaboratively to design, develop and deliver role-related professional courses. 
Our expertise in educational consultancy, learning and development and coaching means that we 
can help you create fantastic programmes.

Our Courses: 
Leadership & Innovation  1

Effective Supervision  1

Customer Service   2

Safeguarding/Prevent   2

Food Safety (Level 2)   2

IT Skills    3 

Conflict Resolution    4

Resilience Training    4

Effective Interview Preparation  

(Re-deployment)   5

Interview Panel Training  5

British Sign Language (Level 1) 6

Deaf Awareness   6

Counselling Skills (Level 2)  7

Equality & Diversity   7

First Aid    7

Grammar, Set, Go!   8

Write It Right    8

Adult Mental Health   9

How to enrol?
For more information please contact us 
on 01708 434955 or 
enquiries-adultcollege@havering.gov.uk
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Team Price - One off fee for the team to 
attend. Min. and max. numbers apply. 

Individual Price - All Local Authority staff 
are entitled to an additional 10% discount. 



Leadership & Innovation
Duration: 2 full days  |  Team Price: £770
This two day course aims to maximise the leadership potential of staff members, through engaging with 
leadership theory, as well as ensuring all participants engage in immersive tasks that require innovative 
leadership thinking and collaborative working. 

Utilising workshops, discussions and peer group work, we will identify and develop the skills required 
to be effective leaders, as well as exploring ways to innovate professional practice and lead people 
through change.

Effective Supervision
Duration: Half day  (4 hours)  |  Team Price: £220
Many people find themselves in management roles without ever having any management training. 
This course is part of the management development package that Havering Adult College can offer, in 
this instance with a focus upon the art of supervision. 

This includes approaching the use of the Professional Development Review (PDR) process to tackle 
performance as well as develop staff to fulfil both the organisation’s requirements as well as their own 
potential as valued employees, and members of your team.
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Customer Service
Duration: Half day (4 hours)  |  Team Price: £220
Good customer service is vital for all businesses, large or small. It can have a direct impact on customer 
loyalty and where potential customers choose to spend their money. Simply put, the higher quality 
customer service you provide, the higher level of customer satisfaction, and that will translate into repeat 
business and more revenue. Gain thorough knowledge and understanding of customer service practices 
and become confident in handling enquiries, complaints, and communications.

Safeguarding/Prevent
Duration: Half day (4 hours)  |  Team Price: £220
This course has been designed to provide learners with the knowledge required to recognise the signs 
of abuse and respond appropriately to suspected or alleged abuse. In addition, learners will also have 
an increased understanding of the most appropriate ways to reduce the likelihood of abuse as well as 
recognise and report unsafe practices. This course includes information and guidance on the Prevent 
Strategy, our role in prevention and identification of radicalisation, as well as the processes and systems 
adopted by the organisation.

Food Safety (Level 2)
Duration: Full day (7 hours)  |  Team Price: £385
In this Level 2 qualification course learners will learn the importance of food safety to gain knowledge of 
the systems, techniques and procedures involved; understand how to control food safety risks (personal 
hygiene, food storage, cooking and handling) and gain the confidence and expertise to safely deliver 
quality food to customers. 
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IT Skills
These courses require you to attend a pre-course interview with the teacher. 

Entry Level  |  Duration: 7 sessions (2.5 hours each)  |  Individual Price: £100
New to IT? Is working with a computer a scary thought? With this Entry Level Award you can build your 
skills and gain the confidence you need to work effectively with computers. You will develop practical 
skills in using common software applications and the ability to operate ICT equipment correctly and 
safely. Units included: Email, Internet, Working with Files and Folders and Word Processing. 

Level 1  |  Duration: 11 sessions (2.5 hours each)  |  Individual Price: £150
Short Award which expands your IT knowledge and specifically covers: Word, PowerPoint and Excel. 
This qualification is aimed at learners wanting to develop pre-existing ICT skills. It is recommended that 
learners have already completed an Entry Level qualification or hold equivalent skills. 

Level 2  |  Duration: 14 sessions (2.5 hours each)  |  Individual Price: £200
Full Level 2 Certificate which is all about making you a confident user of today’s most popular IT 
software packages. Designed in consultation with employers and the skills they look for, it will give 
you the knowledge to help you work more efficiently and apply IT effectively in your job. Units include: 
Word, Excel, PowerPoint and Access. 

Level 3  |  Duration: 18 sessions (2.5 hours each)  |  Individual Price: £310 (Loans available)
This full Level 3 certificate equips you with advanced skills in applications such as Excel, Access and 
Desktop Publishing as well as creating your own website.

Excel Workshops  |  Please email Alex: alexander.dunitz@havering.gov.uk for more details
Totally bespoke programmes both for teams and individuals wishing to increase their confidence with 
Excel. Our teachers can tailor the learning to individual needs. The price will be negotiable at the 
booking stage. 
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Conflict Resolution
Duration: 1 full day (7 hours)  |  Team Price: £385
One of the courses from our management development package, this one-day workshop is designed to 
support managers in handling conflict and challenging conversations. Using a combination of interactive 
situations linked with conflict resolution theory, your experienced trainers will explore a range of 
approaches to best manage difficult situations. 

Resilience Training
Duration: Half day (4 hours)  |  Team Price: £220
Personal resilience is the capacity to maintain wellbeing and work performance under pressure, 
including being able to bounce-back from setbacks effectively. Our natural resilience is a combination 
of personal characteristics and learned skills - but most importantly the quality can always be developed 
whatever an individual’s starting point; and in times of change and growth it’s becoming increasingly 
important for individual and business performance.

Our training approach in this area recognises this reality and integrates both of these core influences 
on resilience. Resilience training is relevant for leaders and non-managers and is designed to help 
delegates understand, build and develop their resilience in order to respond effectively to the 
challenges of their roles.
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Effective Interview Preparation (Re-deployment)
Duration: Half day (4 hours)  |  Team Price: £220
This course is aimed at employees in the redeployment pool. Excellent communication and presentation 
skills are very often cited as key differentiators when it comes to choosing the right person for the job. 

Of course, there are other things that you need to get across in an interview situation - like how well you 
are suited for the job, your technical competencies, your ability to grow in the job and how well you’re 
going to fit in with the rest of the team. Ultimately however, it will be how well you express yourself in 
the interview and how well you answer the relevant questions that will decide the outcome.

Interview Panel Training
Duration: Half day (4 hours)  |  Team Price: £220
Part of the management development package, this session explores the various aspects of the 
interview panel role, from constructing the initial advert to ensure you are attracting the best applicants, 
to building the best interview questions to test competencies and collate practical examples.
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British Sign Language (Level 1)
Duration: 30 sessions (2 hours each)  |  Individual Price: £360
This course includes a mandatory 5 week introduction and 25 week continuation. You will learn how 
to communicate with Deaf people in British Sign Language on a range of everyday topics, including 
animals, colours, hobbies, people, numbers and jobs. There will be three exams at the end of each unit. 
Enrolment on the Introduction is mandatory.

Deaf Awareness
Duration: Half day (4 hours)  |  Team Price: £220 
Do you or your staff regularly work with or come into contact with people who are disabled, deaf or have 
a hearing loss? Our Deaf and Disability Awareness training course raises awareness of the barriers faced 
by disabled people and helps to develop an understanding of how to overcome these.

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

• Identify and provide solutions to situations in your organisation where people who are disabled, 
deaf or have a hearing loss may face accessibility and communication barriers;

• Recognise and respond to the different ways people who are deaf or hard of hearing communicate; 
• Understand and demonstrate different ways you can communicate with people who are deaf or 

have a hearing loss.
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Counselling Skills (Level 2)
Duration: 32 sessions (2.5 hours each)  |  Individual Price: £380
This course includes a mandatory 4 week introduction and 26 week continuation. This course is for 
anyone wishing to understand what counselling is about. It will introduce you to some counselling 
theories, enable you to practise and develop listening skills and give you an understanding of the 
different training routes into counselling work. You will build a portfolio of evidence. Enrolment on 
the Introduction is mandatory.

Equality & Diversity
Duration: Half day (4 hours)  |  Team Price: £220
With the inception of the Equality Act (2010), all Local Authorities must deliver on the Equality Duty, and 
ensure that they are operating with all due care and attention. Similarly, the celebration and promotion 
of diversity, both in the workplace and as an ethos within the organisation is core to responding to 
the changing nature of our communities - and any local authority needs to reflect and respect its local 
community. This workshop will explore the implications and demands of equality and diversity in the 
public sector.

First Aid
Duration: Full day (7 hours)  |  Team Price: £385
This course gives learners the skills to help someone who is unresponsive and breathing or not breathing, 
having a seizure, choking, bleeding heavily, suffering from shock, or burnt. It also includes information on 
dealing with an emergency, assessing a casualty, accident recording and reporting and COSHH.
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Grammar, Set, Go!
Duration: Half day (4 hours)  |  Team Price: £220  |  Individual Price: £20 (min. numbers apply)
This intensive one-session course is designed to provide you with an appreciation and better 
understanding of English grammar, so that you can increase your own accuracy - and confidence - 
in written English. This will help you avoid common mistakes. 

The areas of the language explored include parts of speech, punctuation and spelling. You will also have 
the opportunity to complete practical activities to consolidate your knowledge without ever feeling 
exposed. You will have to complete a short initial assessment before joining.

Write It Right
Duration: Half day (4 hours)  |  Team Price: £220  |  Individual Price: £20 (min. numbers apply)
This  course offers a comprehensive review of English grammar and is ideal for those already fluent 
in English who want to improve their writing skills, and, in turn, their spoken English. It examines 
spelling, grammar and punctuation including commas, colons, apostrophes, and common spelling 
pitfalls, meaning you will be able to write English more confidently – enhancing both your personal and 
professional skills.
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Adult Mental Health
These accredited courses are internationally recognised. Prices indicated below are per person. To 
receive a discount, all Mental Health courses are to be purchased in cohorts of 8 people or more. 

Adult Mental Health Lite Course  |  Individual Price: £70
This Adult MHFA Lite course is an introductory three hour mental health awareness course. You will learn 
how to define mental health and some common mental health issues; identify stigma and discrimination 
surrounding mental health issues; relate to people’s experiences and support people in distress; look 
after your own mental health. Learners will received accredited certification and a Lite manual for 
support.

Adult Mental Health Standard Course  |  Individual Price: £300
This Adult MHFA Standard course which can be delivered over 2 full days or 4 half days sessions is an 
internationally recognised course. It will enable you to: recognise the symptoms of mental health issues 
and spot the early signs; provide initial help and guide a person towards appropriate professional help. 
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Havering Adult College
Bower Park Centre
472 Havering Road
Romford RM1 4HR

www.haveringadultcollege.co.uk
For more information please contact us 
on 01708 434955 or 
enquiries-adultcollege@havering.gov.uk


