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he training of workplace representatives is a key function of
the union in order to provide the support that the membership
needs and expects. The Education & Training Department provides

focussed training to ensure that representatives have the required
confidence, attitude and skill set to deal with workplace issues.

Derek Simpson
General Secretary

For Amicus to
be an effective
organisation,
providing the
best possible
service to its
members, it is
essential that
our workplace
representatives
have the correct
information,
knowledge, and
up to date skills.
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Education & training
department objectives

To provide an efficient high quality service to
workplace representatives and the membership by:

e Delivering easily accessible nationally accredited
short training courses for workplace representatives

e Continually assessing and reviewing training
programmes to ensure they meet the needs of
representatives

¢ Delivering sector specific training on request

¢ Providing links and pathways to enable
representatives to access Further and Higher
Education

e Providing bursaries to assist members in their career
development

e Implementing a training needs analysis service to
develop representatives’ skills

e Providing excellent advice and guidance on all
Health & Safety matters.

Mike McCartney
Head of Education
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A choice of

venues

Residential training

ESHER PLACE
30 Esher Place Avenue, Esher, Surrey KT10 8PZ

The full range of courses can be attended residentially
at the union’s flagship education and conference centre
— Esher Place is easy to get to with excellent access by
public transport or by car.

The welcoming atmosphere at Esher Place is conducive
to relaxed learning. Bedrooms are en-suite with digital
TV and tea/coffee making facilities. Telephone, fax and
internet access are available. All accommodation is
non-smoking.

A wide selection of meals is provided catering for
different tastes and cultures. Breakfast and evening
meals are silver service whilst lunch is buffet style.

The training rooms are purpose built — light and
spacious, equipped with the latest educational aids
ensuring the perfect learning environment.

QUORN GRANGE
88 Wood Lane, Quorn, Loughborough LE12 8DB

Set in beautiful gardens near Loughborough, Quorn
Grange, the union’s other premier learning facility, is
the ideal learning environment.

Built in the 18th century with sympathetic
enhancements in the 1990’s, this original country
house is set amidst beautifully manicured gardens and
rolling rural Leicestershire countryside.

All 38 bedrooms are fully en-suite with TV, tea & coffee
making facilities and direct dial telephones. Comfort,
cleanliness and fine views of the magnificent gardens
and the lush Soar Valley countryside, make sure all
bedrooms are a pleasure to stay in.

Training facilities focus on comfort, they are attractive
and well lit, all rooms host an extensive range of audio
visual aids.



A choice of

venues

Residential training

WORTLEY HALL
Wortley, Sheffield, South Yorkshire S35 7DB

Residential training is also delivered at Wortley Hall,
near Sheffield — a stately home renovated and
co-owned by the trade unions, labour party and
co-operative movement.

With its 500 year history Wortley Hall, known as the
Workers' stately home, provides a warm welcome for
Amicus course delegates.

Set in beautiful surroundings the accommodation,
meals and educational facilities are of a high quality.

RUSKIN COLLEGE

Stoke House, Conference Centre, Old Headington,
Oxford OX1 2HE

A further venue has been added for 2007. Our
students can enjoy the newly refurbished Grade Il listed
building, Stoke House.

Located in the delightful village of Old Headington
which is just 3 miles from central Oxford, Stoke House
can accommodate up to 12 delegates in single
occupancy, ensuite study bedrooms.

There are two seminar rooms with up to date audio
visual facilities and 2 break-out rooms. Set in pleasant
gardens this venue is of excellent quality.




A choice of

venues

Access to courses in the Republic of Ireland

and Northern Ireland

Amicus representatives from both the Republic and Northern Ireland are able to access all of the

courses that are offered at our residential venues in Britain.

Amicus Education also understands that there are
different legislation issues in both the Republic and
Northern Ireland and to address these needs we can
provide a wide range of courses including :

* Workplace Representative training
* Health and Safety training

e Employment Rights training

e Equality and Diversity training

e Pensions

These courses can be arranged either in the regional
office, residentially (local hotels) or by Sector.

In the Republic we currently work with partners such as

the Irish Congress of Trade Unions ((ICTU) and skills net.

Non-residential
training at
regional offices

In Northern Ireland we have a partnership with the
North West Institute.

All of these partnerships fall under a joint approach
with Amicus. In the Republic, Amicus is working on a
new project alongside the ICTU and FAS called
Workplace Initiative for Employee Learning and
Development (WIELD). This programme will include
training in areas such as :

o [T skills
e Diversity and Equality
e Cultural Diversity

e Language skills
e Team Work
e Literacy & Numeracy

For further information contact the Belfast Office, or
Dublin office for Republic of Ireland.(See page 47)

REGIONAL OFFICES

A range of courses can be attended non-residentially at Amicus
regional offices throughout the United Kingdom. This allows daily
commuting to a local training centre.

Each regional office has a fully equipped training room.

Refreshments and lunch are provided.

Regional office locations are provided on page 47 of this prospectus.




How Is the training

delivered?

EXPERIENCED AMICUS TUTORS DELIVER THE
COURSES IN A PROFESSIONAL BUT RELAXED
AND FRIENDLY MANNER

COMMENTS FROM DELEGATE FEEDBACK
SURVEYS SAY IT ALL -

"...I felt completely at ease and relaxed’

‘experienced tutors were very helpful and...’

‘we were involved in the course right from the start...’

'...very well equipped training rooms which...’

'...the pace of the course was just right...’

'...and | particularly liked the many group and syndicate activities’
'back at work the knowledge has proved invaluable...’

'...now | feel part of a team and help is always there.’

'...it was good to be with other reps who had similar issues...’

'...accommodation and meals on residential courses were
superb...really well looked after...’

Accredited courses

NATIONALLY RECOGNISED
Training programmes are accredited by the
Open College Network (OCN). Successful
completion of a course leads to the award
of a certificate of unit credit. These
nationally recognised credits can be used as
a means of entry to gain further and higher
education qualifications.

COURSE CERTIFICATION

In addition the health & safety courses are
accredited and certificated by the Institution
of Occupational Safety and Health (IOSH)
and recognised by the Royal Society for the
Prevention of Accidents (ROSPA). —
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for a course

COURSES ARE FREE OF CHARGE
TO AMICUS REPRESENTATIVES

To be eligible for a course you must be a registered Amicus representative.
If you are in any doubt then you should check with your regional office before
completing your application form.

RESIDENTIAL COURSES AT ESHER PLACE, QUORN
GRANGE, WORTLEY HALL, OR RUSKIN COLLEGE

If you would like to attend a residential course please complete the Education
Course Enrolment Form and send/fax to the Education Department at Amicus the AN
union, Hayes Court, West Common Road, Hayes, Bromley BR2 7AU. B / QUORN
Fax: 020 8315 8524. Alternatively, visit the Education section of the Amicus /
website — www.amicustheunion.org.uk/education — and complete the email
application form. Please note this facility is only available for residential courses.

HALL

" ESHER PLACE

NON-RESIDENTIAL COURSES AT A REGIONAL OFFICE

To attend a non-residential course please complete the Education Course Enrolment Form and send/fax to the
appropriate regional office by referring to the training locations page (P. 47)

WHAT INFORMATION WILL | RECEIVE PRIOR TO ATTENDING THE COURSE?

If your application has been successful we will write and confirm that a course place has been reserved for you.
You then need to confirm your acceptance of this place within 4 weeks. *Seven weeks prior to the course start
date you will be sent joining instructions, a course programme, and directions to the course venue.

WHAT IF THE COURSE IS FULL?

If the course event you have applied for is full you will automatically be given the next available date or placed
on the waiting list.

WILL | GET PAID TIME OFF?

Employment legislation entitles you to payment of wages etc. for training you undertake that is connected with
your trade union ‘duties’ (negotiating, representing people etc). It is up to you to secure your paid release.
However, if your employer has informed you that you won't receive paid release, you must raise the issue with
your regional officer before you attend the course. The Education department is not responsible for
obtaining your paid release.

WHAT ABOUT TRAVEL EXPENSES AND ACCOMMODATION COSTS ON
RESIDENTIAL COURSES?

All education courses are free of charge for Amicus union representatives — this includes course materials, meals,
travel costs and *accommodation. Where applicable, *reasonable childcare costs will also be paid on residential
courses. Delegates will be reimbursed their travel expenses approximately 3 weeks after the course concludes.

(Please attach all receipts)
*Applies to residential courses only



Industrial Relations

Workplace representatives — stage 1

This course is designed to provide newly elected workplace
representatives with an understanding of the role and responsibilities of
an Amicus representative within their place of work. It will provide the
delegates with the necessary skills and information required to perform
their role successfully in that workplace and help them represent
members more effectively.

Participants

The course is specifically aimed at newly elected Amicus representatives
or those who have not previously attended any industrial relations
training programmes within a trade union organisation.

Course presentation

Delivered in a relaxed and informal manner, the course comprises of
brief lectures using various teaching aids and methods, syndicate work,
role-play, group activities, and group report backs given by delegates.

Course objectives
On completion of the course, delegates will be able to
e Describe the organisational structure of Amicus and explain how
they can become involved in the democratic process
e Understand the role and responsibilities of an Amicus
representative within the workplace
e Develop interviewing skills and techniques and prepare case work
e Effectively represent members in disciplinary and grievance
procedures
* Develop an awareness of the key legal issues that affect the
representative in the workplace today
e Organise and retain members within the workplace
e Appreciate the key legal issues regarding diversity and equality
within the workplace.

Course duration
4/5 days (depending on venue)

Course venue
Esher Place, Quorn Grange, Wortley Hall, and Regional offices

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

This course provides participants with the necessary skills and
experience to attend the Workplace Representatives — Stage 2 course
which subsequently provides the necessary skills to access the rest of
the Amicus education programme.

Key details

Course duration
4/5 days (depending on venue)

Course venue

Esher Place, Quorn Grange,
Wortley Hall, and
Regional offices

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Describe the organisational
structure of Amicus and
explain how they can
become involved in the
democratic process

e Understand the role and
responsibilities of an
Amicus representative
within the workplace

e Develop interviewing skills
and techniques and prepare
case work

e Effectively represent
members in disciplinary and
grievance procedures

e Develop an awareness of
the key legal issues that
affect the representative in
the workplace today

e Organise and retain
members within the
workplace

e Appreciate the key legal
issues regarding diversity
and equality within the
workplace.




Industrial Relations

Key details

Course duration
4/5 days (depending on venue)

Course venue
Esher Place, Quorn Grange,

Wortley Hall and
Regional offices

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Fvaluate the strengths and
weaknesses of the union in
a negotiating environment

e Gather and effectively
prepare information for use
at the negotiating table

e Understand the long term
implications of differing
strategies chosen and used
by the course participants

e Plan a negotiating strategy
as part of a team

* Look at how to finalise and
close the deal

e Fvaluate policies seeking to
reduce proposed
redundancies in the
workplace

e Look briefly at the effects
of the law covering
redundancies and industrial
action

Workplace representatives - stage 2

This course is designed to provide workplace representatives with an
understanding of the methods used when preparing for and taking part
in negotiating. The course will also bestow the necessary skills to enable
all delegates to participate fully in any negotiating forum within the
workplace.

Participants
The course is aimed at all Amicus representatives who have attended
the Workplace Representatives Stage 1 course.

Course presentation

The training is delivered in a relaxed and informal manner comprising of
brief lectures using various teaching aids and methods. It also involves
syndicate work with a strong emphasis on a series of negotiating case
studies and analysis.

Course objectives
On completion of the course, delegates will be able to
e Evaluate the strengths and weaknesses of the union in a
negotiating environment
e Gather and effectively prepare information for use at the
negotiating table
e Understand the long term implications of differing strategies
chosen and used by the course participants
e Plan a negotiating strategy as part of a team
e | ook at how to finalise and close the deal
e EFvaluate policies seeking to reduce proposed redundancies in the
workplace
e Look briefly at the effects of the law covering redundancies and
industrial action.

Course duration
4/5 days (depending on venue)

Course venue
Esher Place, Quorn Grange, Wortley Hall and Regional offices

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

On completion of this course delegates can begin to access the rest of
the Amicus education programme with an initial emphasis on improving
skills and gaining a greater understanding of employment law issues
and their implications on the workplace.




Industrial Relations

Workplace representatives - stage 3

This course looks to develop the Amicus representative’s skills by
developing negotiating techniques and looking in more depth at issues
that affect the delegates in the workplace. These topics include Europe
and the changes in legislation, diversity and equality issues including
equal pay, organising and managing campaigns and a view on current
Amicus campaigns.

Participants
This course is aimed at experienced Amicus representatives who have
attended the Workplace Representatives Stage Two and Employment
Law Stage 1.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
lectures delivered by both Amicus education officers and external
specialists using various teaching aids and methods. It will also involve
individual and syndicate work with a strong emphasis on case studies
and group analysis.

Course objectives
On completion of the course, delegates will be able to
e (Critically evaluate the strengths and weaknesses of arguments
developed in the negotiating forum
e Understand the role that Europe plays on the union’s negotiating
strategies
e Understand the issues relating to equal pay and its implications on
the workforce in general
e Evaluate the process of identifying, planning and managing
campaigns both locally and nationally.

Course duration
5 days

Course venue
Esher Place and Quorn Grange

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

On completion of this course delegates can access Workplace
Representatives Stage Four and other industrial relations courses that
specialise in areas of individual interest.

Key details

Course duration
5 days

Course venue

Esher Place and Quorn
Grange

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Critically evaluate the
strengths and weaknesses
of arguments developed in
the negotiating forum

e Understand the role that
Europe plays on the union’s
negotiating strategies

e Understand the issues
relating to equal pay and its
implications on the
workforce in general

e Evaluate the process of
identifying, planning and
managing campaigns both
locally and nationally.




Industrial Relations

Key details

Course duration
5 days

Course venue
Esher Place and Quorn

Grange

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Understand the strengths
and weaknesses of
arguments developed in the
negotiating forum when
campaigning on European
and global issues

e Critically evaluate the role
of the European bargaining
agenda on the UK
workforce and the unions
campaign strategies across
the European Union

e Gain a greater
understanding on Amicus
policy issues

e Understand the issues
around International
campaigning

e Critically evaluate the
process of identifying,
planning, managing and
completing international
campaigns.

Workplace representatives - stage 4

This course looks to develop the Amicus representative’s skills further by
developing the delegate’s expertise on the European bargaining agenda
and its effects on the workplace. It will also look closely at Amicus
policy issues and the union’s involvement in campaigns of both UK and
International importance. The representatives will also further develop
their own investigatory and negotiating skills through involvement in
case studies on current Amicus campaigns running in the UK and
internationally.

Participants

This course is aimed at experienced Amicus representatives who have
attended the Workplace Representatives Stage Three, Employment Law
Stages 1, 2 and 3 and Human Resource Management Stage 1 courses.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
lectures delivered by both Amicus education officers and external
specialists using various teaching aids and methods. It will also involve
individual and syndicate work with a strong emphasis on case studies,
group analysis and strategy planning.

Course objectives
On completion of the course, delegates will be able to
e Understand the strengths and weaknesses of arguments developed
in the negotiating forum when campaigning on European and
global issues
e Critically evaluate the role of the European bargaining agenda on
the UK workforce and the unions campaign strategies across the
European Union
e Gain a greater understanding on Amicus policy issues
e Understand the issues around international campaigning
e Critically evaluate the process of identifying, planning, managing
and completing international campaigns.

Course duration
5 days

Course venue
Esher Place and Quorn Grange

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

This course prepares delegates to attend further industrial relations
courses or attend higher or further education courses delivered by our
partners.

10




Industrial Relations

Advocacy skills

This course is designed to provide Amicus workplace representative’s
with an understanding of advocacy and the representational skills
needed in today’s modern workplace.

Participants

This course is aimed at experienced Amicus representatives who have
attended the Workplace Representatives Stage 2 and Employment Law
courses Stage 1 and 2.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
brief lectures delivered by both Amicus education officers and external
specialists using various teaching aids and methods. It will also involve
syndicate work, role-play, group activities and presentations given by
delegates. The course also includes a visit to a local Crown Court to see
advocacy in action.

Course objectives
On completion of the course, delegates will be able to
e Understand and deliver on the complexities of advocacy in the
workplace
e Explain how the court and tribunal systems work
e Look at the union’s approach to campaigning
e Understand how to use the media to promote both local and
national campaigns
* Recognise the difference between lobbying and campaigning.

Course duration
5 days

Course venue
Esher Place

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

This course prepares delegates to attend further industrial relations
courses through the Amicus education department or attend higher
and further education courses delivered by our partners.

Key details

Course duration
5 days

Course venue

Esher Place

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Understand and deliver on
the complexities of
advocacy in the workplace

e Explain how the court and
tribunal systems work

* Look at the union’s
approach to campaigning

e Understand how to use the
media to promote both
local national campaigns

* Recognise the difference
between lobbying and
campaigning.

1



Industrial Relations

Course duration
5 days

Course venue
Esher Place and Quorn
Grange.

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Explain the differences
between Personnel
Management and Human
Resource Management

e Understand and describe
how HRM techniques effect
members in the workplace

e |dentify strategy and
relationships used in HRM

e Understand the issues
around International
campaigning

e Critically evaluate the
process of identifying,
planning, managing and
completing international
campaigns.

Human resource management - stage 1

This course has been redesigned to provide workplace Representatives
with the initial skills and knowledge to enable participants to
understand modern employment history and the changing nature of
human resources in the modern workplace. It will explore labour market
and management trends.

Participants

This training programme is aimed at representatives who have
completed workplace representative’s stages 1 and 2 and those reps
that have extended experience of negotiating in a changing work
environment.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
lectures delivered by both Amicus education officers and external
specialists using various teaching aids and methods. It will also involve
individual and syndicate work with a strong emphasis on case studies,
group analysis and strategy planning

Course objectives
On completion of the course, delegates will be able to
e Explain the differences between Personnel Management
and Human Resource Management
e Understand and describe how HRM techniques effect members
in the workplace
e |dentify strategy and relationships used in HRM
e Understand the issues around international campaigning
e Critically evaluate the process of identifying, planning, managing
and completing international campaigns

Course duration
5 days

Course venue
Esher Place and Quorn Grange

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

This course prepares delegates to attend the Human Resource
Management Stage 2 and further industrial relations courses or attend
higher or further education courses delivered by our partners.

12
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Human resource management - stage 2

This course builds on the skills and knowledge form the workplace reps
Stages 1, 2 and 3. It will enable delegates to understand the strategy of
HRM and to participate fully in the integration of initiatives or new
programmes that are introduced into workplaces by modern human
resource management.

Participants

This course is aimed at workplace representatives who have successfully
completed up to a Workplace reps Stage 3 and Human resource Stage
1 course.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
lectures delivered by Amicus education officers using various teaching
aids and methods. It will also involve syndicate work, role play, group
activities and presentations given by delegates.

Course objectives
At the end of the course students will be able to:
e Understand and describe the Investors in People initiative
e Explain the role of Human resource management in strategic
business planning
e |dentify the opportunities and practise skills in negotiating with
human resource practitioners
e Represent members effectively within a HRM culture
e |dentify how flexible work practices relate to union members needs

Course duration
5 days

Course venue
Esher Place and Quorn Grange

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

This course prepares delegates to attend further industrial relations
courses or attend higher or further education courses delivered by our
partners.

Key details

Course duration
5 days

Course venue

Esher Place and Quorn
Grange

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Understand and describe
the Investors in People
initiative

e Explain the role of Human
resource management in
strategic business planning

e |dentify the opportunities
and practise skills in
negotiating with human
resource practitioners

* Represent members
effectively within a HRM
culture

e |dentify how flexible work
practices relate to union
members needs.

13
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Key details

Course duration
5 days

Course venue

Ruskin College and Regional
Offices

Maximum number
of delegates
12 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Develop a framework to
deliver awareness of the
benefits of learning

e |dentify members' learning
and training needs

e Demonstrate knowledge
and awareness of available
learning opportunities

e Provide a relevant advice
and signposting service to
members

e |dentify appropriate sources
of information and advice

e Advocate the learning
aspirations of the members

e |dentify sources from other
union representatives to
create wider access for
learning opportunities.

Lifelong learning - stage 1

Scoping Lifelong Learning in the workplace

This course is designed to provide initial workplace learning
representatives with skills to enable them to raise the profile of learning
and create access for members to learning opportunities.

Participants
The course is aimed at newly elected learning representatives.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
brief lectures, syndicate work, role-play, group activities and
presentations given by delegates.

Course objectives
On completion of the course, delegates will be able to
e Develop a framework to deliver awareness of the benefits of
learning
e |dentify members' learning and training needs
e Demonstrate knowledge and awareness of available learning
opportunities
e Provide a relevant advice and signposting service to members
e |dentify appropriate sources of information and advice
¢ Advocate the learning aspirations of the members
e |dentify sources from other union representatives to create wider
access for learning opportunities.

Course duration
5 days

Course venue
Nationally at Ruskin College; in Regional offices when arranged by
Regional Learning Organisers

Maximum number of delegates
12 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training
This course prepares participants to attend Lifelong learning stage 2 -
Developing Lifelong Learning.

14
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Lifelong learning - stage 2

Developing Lifelong Learning

This course will provide experienced workplace learning representatives
with skills to raise the profile of the learning agenda, create access for
the union membership to learning opportunities and work with partners
to plan, organise and deliver learning.

Participants
The course is aimed at experienced learning representatives who wish
to extend their knowledge of the wider learning agenda.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
brief lectures, syndicate work, role-play, group activities and
presentations given by delegates.

Course objectives
On completion of the course, delegates will be able to:
e Develop partnerships to plan, organise and deliver learning
opportunities
® Represent members on learning issues with their employers
e Support Amicus Officers to negotiate learning agreements
e |dentify, record and evaluate learning information
e \Work with employers to establish the learning agenda in the
workplace
¢ Negotiate with employers on learning and skills as part of the
bargaining process

Course duration
5 days

Course venue
Nationally at Ruskin College; in Regional offices when arranged by
Regional Learning Organisers

Maximum number of delegates
12 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training
This course provides a suitable platform for learning representatives to
study in further and higher education.

Key details

Course duration
5 days

Course venue

Ruskin College and Regional
Offices

Maximum number
of delegates
12 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Develop partnerships to
plan, organise and deliver
learning opportunities

® Represent members on
learning issues with their
employers

e Develop learning
agreements

e Support Amicus Officers to
negotiate Learning
Agreements with the
company

e |dentify, record and
evaluate learning
information

e Work with employers to
establish the learning
agenda in the workplace

e Negotiate with employers
on learning and skills as
part of the bargaining
process.

15
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Key details

Course duration
3 days

Course venue
Esher Place and Quorn

Grange.

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Motivate individuals to
create a recruitment and
organising culture in the
workplace and union
branch

e Help to identify organising
issues in the workplace,
which can be used to
recruit new members and
activists

e Update and develop skills
and knowledge required to
organise potential members

¢ Develop a team approach
to organising and to plan
their organising and
recruitment work.

Organising the workplace

This course offers delegates the opportunity to gain an understanding
of Amicus organising structures within the regions. It also provides an
in depth knowledge of the organising tools available to become an
effective organiser within their own workplace.

Participants
The course is aimed at representatives who have completed Workplace
representatives — stage 1 & 2 courses.

Course presentation

Delivered in a relaxed and informal manner, the course comprises of
brief lectures, syndicate work, role-play, group activities, and
presentations given by delegates.

Course objectives
On completion of the course, delegates will be able to
e Motivate individuals to create a recruitment and organising culture
in the workplace and union branch
¢ Help to identify organising issues in the workplace, which can be
used to recruit new members and activists
e Update and develop skills and knowledge required to organise
potential members
¢ Develop a team approach to organising and to plan their
organising and recruitment work.

Course duration
3 days

Course venue
Esher Place and Quorn Grange

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

This course prepares delegates to attend further Amicus industrial
relations/developmental courses or to attend higher or further
education courses.
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Working safely/Risk assessment

This course is designed for union safety representatives and is in three
parts: the rights and roles of a rep and union approaches, basic health
& safety practice, and thirdly an understanding is gained about a range
of risk assessments, accident investigation and workplace inspections.

Participants

Newly appointed safety representatives, and those who have had no

formal comparable technical health & safety training should definitely
attend this course. The training is designed to advance the technical

health & safety knowledge of delegates considerably.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
brief lectures using PowerPoint. Group exercises are undertaken using
relevant forms for risk assessment and workplace inspections.

Course objectives
On completion of the course, delegates will be able to
e Carry out safety rep functions effectively with a knowledge of their
roles
e Describe their rights as a safety rep under legislation
e Understand and use union inspection notices
e Examine their organisation’s risk assessments and evaluate them
e Understand the different types of, and laws regarding, risk
assessment
e Carry out an accident investigation using standard techniques
e Carry out workplace inspections
e Understand Amicus affiliations to the TUC, Hazards etc.

Course duration
5 days

Course venue
Esher Place, Quorn Grange, Wortley Hall and Regional offices

Maximum number of delegates
16 Delegates

Accreditation

Working safely is accredited by IOSH and RoSPA accredits Risk
assessment. Both these components of the course are also accredited
by the Open College Network (OCN), as is the Rights and roles of a
safety rep module.

Further training

Successful completion of this course entitles delegates to attend
Managing safely. Also all other courses in the Amicus portfolio relevant
to safety representatives are applicable.

Health & Safety

Key details

Course duration
5 days

Course venue
Esher Place, Quorn Grange,

Wortley Hall and Regional
offices

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Carry out safety rep
functions effectively with a
knowledge of their roles

e Describe their rights as a
safety rep under legislation

e Understand and use union
inspection notices

e Examine their organisation’s
risk assessments and
evaluate them

e Understand the different
types of, and laws
regarding, risk assessment

e Carry out an accident
investigation using standard
techniques

e Carry out workplace
inspections

e Understand Amicus
affiliations to the TUC,
Hazards etc.
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Health & Safety

Key details

Course duration
5 days

Course venue

Esher Place, Quorn Grange,
Wortley Hall and Belfast

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Understand the principles
of accident prevention and
carry out an investigation

e Appreciate the legal system
relating to health and
safety, including criminal
and civil law

e Understand the legal
requirement of risk
assessment and the
hierarchy of controls

e Understand reactive and
active monitoring, and have
the tools to evaluate this

e Understand the legal
requirement and best
practice for common
hazards such as fire,
chemicals, noise, electricity
etc.

e Carry out health monitoring
such as body mapping

e Locate and research health
& safety material

e Relate union policy to
health and safety
management.

Managing safely

This course is designed to provide safety representatives with advanced
technical knowledge of health and safety practices. The training programme
also includes the views of the union on health and safety issues.

Participants

The course is aimed at safety representatives who have previously attended
the Working safely/Risk assessment course. Other senior workplace
representatives may wish to attend, providing they fulfil this prerequisite.

Course presentation

Managing safely is delivered to reps in a traditional trade union fraternal
style. The course is presented in modules and includes group exercises for
delegates to encourage inclusive learning. These exercises, also provide
delegates with the opportunity to present researched material in an
informal atmosphere.

Course objectives
On completion of the course, delegates will be able to
e Understand the principles of accident prevention and carry out an
investigation
* Appreciate the legal system relating to health and safety, including
criminal and civil law
e Understand the legal requirement of risk assessment and the
hierarchy of controls
e Understand reactive and active monitoring, and have the tools to
evaluate this
e Understand the legal requirement and best practice for common
hazards such as fire, chemicals, noise, electricity etc.
e Carry out health monitoring such as body mapping
e | ocate and research health & safety material
e Relate union policy to health and safety management.

Course duration
5 days

Course venue
Esher Place, Quorn Grange, Wortley Hall and Belfast

Maximum number of delegates
16 Delegates

Accreditation

Successful completion of the course leads to the award of the IOSH
Managing safely certificate, subject to completing an assessment. This
includes a project completed in the workplace. In addition the course is
accredited by the Open College Network (OCN).

Further training

Managing safely is a prestigious course, and following on from this, reps
can attend the TUC level 3 course in occupational health & safety. Other
suitable Amicus courses are Organising for health and safety and Stress,
harassment and bullying.
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Organising for health and safety

This training programme allows delegates to gain an understanding of
Amicus structures as well as an in depth knowledge of the role and
rights of a union safety representative. The course also provides a sound
understanding of relevant European directives, and how to organise the
workplace to improve standards and communicate effectively with
employers.

Participants

This course is aimed at safety representatives who have attended Working
safely/Risk assessment and wish to enhance their knowledge relating to
negotiation and communication skills together with their rights and roles.

Course presentation

Delivered in a relaxed and informal manner the course comprises brief
lectures, syndicate work, role-play, group activities and presentations
given by delegates.

Course objectives
On completion of the course, delegates will be able to
® Review health & safety organisation and consider how it can be
improved
e Learn about the structure of Amicus
e Communicate with employers effectively
e Understand the consultation directive
* Find out more about their rights and functions as a health and
safety representative and look at how the law interprets their rights
e Understand employers’ legal and moral responsibilities
e Develop a local plan of action around improved health & safety at
work and how to set up committee structures
e Develop and practise a number of key trade union skills
e Feel more confident about their role as a health and safety rep,
and be able to handle health and safety issues with members and
local management.

Course duration
5 days

Course venue
Quorn Grange and Belfast

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

All courses in the Amicus portfolio, which are relevant to safety
representatives giving them the ability to carry out their role confidently
and effectively.

Health & Safety

Key details

Course duration
5 days

Course venue

Quorn Grange and Belfast

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Review health & safety
organisation and consider
how it can be improved

e | earn about the structure
of Amicus

e Communicate with
employers effectively

e Understand the
consultation directive

e Find out more about their
rights and functions as a
health and safety
representative and look at
how the law interprets their
rights

e Understand employers’
legal and moral
responsibilities

e Develop a local plan of
action around improved
health & safety at work and
how to set up committee
structures

e Develop and practise a
number of key trade union
skills

e Feel more confident about
their role as a health and
safety rep, and be able to
handle health and safety
issues with members and
local management.
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Health & Safety

Key details

Course duration
5 days

Course venue

Esher Place and Belfast

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Comprehend the value of
conducting investigations

e Conduct a meaningful
investigation

e Understand the employers
legal obligations

e Develop a local framework
of workplace investigative
procedures

e Feel more confident when
dealing with HSE
inspectors, police and
solicitors.

e Communicate more
effectively with employers
and members

e Recommend meaningful
interventions to prevent a
recurrence

¢ Understand the benefits of

a no-blame culture.

Incident management and investigation

This challenging course is intended to equip experienced safety
representatives with specific skills in the field of incident management and
investigation. The programme is also designed to deliver a comprehensive
understanding of the benefit of investigations.

Participants

The course is aimed at active and experienced safety representatives who
have achieved the Managing safely standard and who have a desire to
become involved in investigation.

Course presentation

The course is separated into linked modules based around the
investigation of a factual incident. It also includes syndicate studies and
projects, again related to actual investigations.

Course objectives
On completion of the course, delegates will be able to
e Comprehend the value of conducting investigations
e Conduct a full and meaningful investigation
e Understand the employers legal obligations
* Develop a local framework of workplace investigative procedures
e Feel more confident when dealing with HSE inspectors, police and
solicitors
e Communicate more effectively with employers
e Recommend meaningful interventions to prevent a recurrence
e Understand the benefits of a no-blame culture.

Course duration
5 days

Course venue
Esher Place and Belfast

Maximum number of delegates
16 Delegates

Accreditation

The course is accredited by the Open College Network (OCN). Successful
completion of the course leads to the award of a certificate of unit credit
by the OCN.

Further training
Any of the suite of Amicus health & safety courses and also Stress,
harassment and bullying would be applicable.
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Health & Safety

Stress management

This course has been developed for experienced safety representatives
to further develop their skills and knowledge of stress management
systems in the workplace. It will enable delegates to develop and
influence effective workplace policies.

Participants

This programme is aimed at experienced safety representatives and
workplace representatives who have successfully completed Working and
Managing safely programmes. Completion of the Stress, harassment and
bullying course would also be an advantage.

Course presentation

The course is delivered in a relaxed informal manner using PowerPoint
presentations, brief lectures, group discussions, group and individual
exercises, case studies and best practise models.

Course objectives
On completion of the course, delegates will be able to
e |dentify and understand the impacts of stress in the workplace
e |dentify and describe preventative measures for stress reduction
e |dentify legal implications relating to health & safety and common
law
e Understand risk assessments and associated controls in relation to
stress
e Understand and compile an organisational plan and toolkit
e |dentify and describe the benefits of an integrated support
network, (including helpline, consultancy, one to one sessions,
and awareness training)
e Describe the practical application of using advanced
communication techniques when dealing with stress
® Recognise ‘critical’ points of incidents in the workplace
e |dentify and understand personal stressors and symptoms
e Create a personal action plan for dealing with stress.

Course duration
3 days

Course venue
Esher Place

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate of
unit credit by the OCN and also a RoSPA certificate.

Further training
This course supports the health & safety training provided by the
Amicus education department.

Key details

Course duration
3 days

Course venue

Esher Place

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e |dentify and understand the
impacts of stress in the
workplace

e |dentify and describe
preventative measures for
stress reduction

e |dentify legal implications
relating to health & safety
and common law

e Understand risk assessments
and associated controls in
relation to stress

e Understand and compile an
organisational plan and
toolkit

e |dentify and describe the
benefits of an integrated
support network, (including
helpline, consultancy, one to
one sessions, and awareness
training)

e Describe the practical
application of using advanced
communication techniques
when dealing with stress

e Recognise ‘critical” points of
incidents in the workplace

e |dentify and understand
personal stressors and
symptoms

e Create a personal action plan
for dealing with stress.
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Health & Safety

Key details

Course duration
3 days

Course venue

Esher Place and Quorn
Grange

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Carry out safety
representative functions
effectively with a good
knowledge of their role

e Understand the problems
with existing legislation and
practices in relation to
gender sensitivity

e Understand the need for
policies and procedures
relevant to women's health
& safety

e Examine their organisation’s
approach to health & safety
— in particular to women'’s
issues

e Deal with members queries
with confidence

® Know where to access
information and resources

e Understand Amicus
affiliations to the TUC,
Hazards etc.
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Women'’s health and safety

This course is designed for women safety representatives. It addresses the
rights and roles of a safety representative, and union approaches for gender
sensitivity covering topics which are specific to the health and safety of
women in the workplace and in society.

Participants

The course is open to experienced and newly appointed women
representatives. The training is designed to advance knowledge and
awareness in a specific area.

Course presentation

The course is delivered in a relaxed and informal manner comprising of
brief lectures using PowerPoint presentations. Group activities are
undertaken using questionnaires and case studies.

Course objectives
On completion of the course, delegates will be able to
e Carry out safety representative functions effectively with a good
knowledge of their role
e Understand the problems with existing legislation and practices in
relation to gender sensitivity
e Understand the need for policies and procedures relevant to women'’s
health & safety
e Examine their organisation’s approach to health & safety - in
particular to women'’s issues
e Deal with members queries with confidence
e Know where to access information and resources
e Understand Amicus affiliations to the TUC, Hazards etc.

Course duration
3 days

Course venue
Esher Place and Quorn Grange

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate of
unit credit by the Open College Network (OCN).

Further training

Various other courses such as Working safely, Managing safely,
Communication and development skills and Women's Week, which are
available in this portfolio for safety representatives.




Health & Safety

Foundation in Environmental Management

This course offers delegates the opportunity to gain an appreciation of environmental
issues and how integration affords improvements in workplace health and safety,
energy conservation, resources efficiency, waste minimisation and sustainability.

Participants

The course is aimed at safety representatives who have attended the Managing
Safely course and workplace reps who have completed up to Stage 3 Workplace
reps course and have had no formal comparable technical environmental training.

Course presentation

Delivered in a relaxed and informal manner; the course comprises of brief lectures
using various teaching aids and methods; syndicate work and group activities
encouraging inclusive learning and the development of investigative skills.

Course objectives
On completion of the course, delegates will be able to
¢ |dentify the principal environmental issues and their relevance to business
and the wider community
e Appreciate the principles and benefits of waste minimisation, energy
conservation and resource efficiency
e Understand the role of Environmental regulators and other principal
stakeholders
e Recognise key pieces of UK environmental legislation and their potential
impact on business and the community
e Appreciate the role and function of Amicus representatives in
environmental issues in the workplace, union and society
e Explain the evolving workplace environmental strategies, management
systems and economic instruments that influence environmental behaviour
e Understand how environmental behaviour influences improvements in
workplace health and safety
e Distinguish tools used for assessment and interpretation of environmental
performance.

Course duration
5 days

Course venue
Esher Place

Maximum number of delegates
16 Delegates

Accreditation

At the beginning of 2007 accreditation of this new course is being sought
through the [EMA (Institute of Environmental Management & Assessment) and
the Open College Network (OCN). Once accreditation is granted, successful
completion of the course is proposed to lead towards the [IEMA Foundation
Certificate in Environmental Management and OCN Credits.

Further training

This course supports the H&S training provided by the Amicus education
department. This course prepares delegates to attend courses in further and
higher education.

Key details

Course duration
5 Days

Course venue
Esher Place

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,
delegates will be able to
e Basic H&S law applicable
to working at height
e Appreciate the principles and
benefits of waste
minimisation, energy
conservation and resource
efficiency
e Understand the role of
Environmental regulators
and other principal
stakeholders
® Recognise key pieces of UK
environmental legislation
and their potential impact
on business and the
community.
Appreciate the role and
function of Amicus represent-
atives in environmental
issues in the workplace,
union and society
Explain the evolving
workplace environmental
strategies, management
systems and economic
instruments that influence
environmental behaviour
Understand how
environmental behaviour
influences improvements in
workplace H&S and
industrial relations
Distinguish tools used for
assessment and
interpretation of
environmental performance
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Key details

Course duration
2 days

Course venue
Quorn Grange

Maximum number
of delegates
16 Delegates

Key objectives

On completion of the course,

delegates will be able to

e Basic health & safety law
applicable to working at
height

e Basic risk assessment
principles and
implementation of risk
control systems, involving
written procedures

e The safe use of scaffold -
when to use it and other
risk control systems to work
at height

* How to use ladders safely.

Working at height

This course is designed to develop safety representatives’ knowledge of
working safely at height and the implementation of risk control
systems. This will enable them to effectively represent members
required to work at height.

Participants

This course is aimed at all safety representatives who have previously
attended the Working safely/Risk assessment course who need the
knowledge to deal with this issue in the workplace.

Course presentation
The course is presented in a relaxed and informal manner comprising of
brief lectures, group activities, and case studies.

Course objectives
On completion of the course, delegates will gain an understanding of
* Basic health & safety law applicable to working at height
e Basic risk assessment principles and implementation of risk control
systems, involving written procedures
e The safe use of scaffold - when to use it and other risk control
systems to work at height
e How to use ladders safely.

Course duration
2 days

Course venue
Quorn Grange

Maximum number of delegates
16 Delegates

Accreditation
Successful completion of the course leads to the award of a certificate
of unit credit by the Open College Network (OCN).

Further training

All courses in the Amicus portfolio, which are relevant to safety
representatives, Managing safely would be an ideal technical course to
attend.
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Equality & Diversity

Equality & diversity at work

This course is designed to provide a comprehensive overview of issues
and information relating to equality in the workplace. The course
content includes current discrimination legislation, collective bargaining
issues, identifying and combating discrimination and case handling
skills. The course will help representatives gain the confidence and
knowledge needed to effectively address equality issues in their
workplace.

Participants

The course is specifically aimed at experienced Amicus representatives
who have completed their Workplace Representatives Stage One and
Two.

Course presentation

Delivered in a relaxed and informal manner, the course comprises of
brief lectures using various teaching aids and methods, syndicate work,
role-play, group activities, and discussions led by the tutor and group.

Course objectives
On completion of the course, delegates will be able to
e Recognise equality issues within the workplace
e |dentify discrimination, harassment and bullying
e Challenge their own perceptions of equality and diversity
e Apply discrimination law
e Deal with equality issues individually
e