                CEMP Lead Body for ASP West Sussex                



Dear BME Community Organisation Members,

As part of the Additional Support Programme which aims to support BME organisations develop we are pleased to offer the following FREE training on:

· Managing a Community Organisation

· Roles and Responsibilities of Trustees and Committee Members

· How to Fundraise

· Team Building

· Confidence and Assertiveness

· Effective Meetings

· Time Keeping

· Presentation Skills

· Communication Skills

· Trouble Shooting Session  

This training is only for members/volunteers of BME community groups.

In order to ensure full attendance at these training sessions we will require a £15 FULLY REFUNDABLE DEPOSIT. Failure to attend sessions will result in the loss of your deposit. Please enclose £15 deposit (cheque/cash) with the registration form. You will receive the deposit back once you have completed the sessions you’ve chosen. Please note that this training costs our organisation £500 per session. It is therefore important that full attendance is achieved in order to justify our expenditure.   

If there is sufficient demand, a crèche (for children over 2 years) will be available. Please indicate if you require crèche facilities on the registration form. 

If you would like to attend any of the Training Sessions please:

· Fill in the Registration Form and either e-mail/post or hand in your form

· Tick all the sessions you would like to attend

· Attach or bring in your £15 deposit

If you require any further assistance please contact Regina or Richard on: 01293 657030 Mobile: 07928317563.

Many Thanks

Regina Choudhury
        CEMP Lead Body for ASP West Sussex                



 





 






























































TRAINING REGISTRATION FORM

Please complete using black ink and capital letters

1. Your Name in full: ………………………………Mr/Mrs/Miss)       Your Age: ……………
2.   Full Home Address: …………………………………………………………………

3.  Occupation: …………………………………..Home Tel: …………………………..
4.  Mobile No: ………………………Fax................Email: ....................…………….. 

5. Your ethnic origin: …………….. Organisation/Group Name: ……………………………..

6.  Your Nationality: …………..  7.  Any Special Needs Yes / No, If yes: ………………………. 
8.  Do you use wheelchair?  Yes / No     9. Will you travel - By Car / Public Transport / Walk: ………….

10.  Do you require crèche facilities?       Yes / No       If Yes, Children Age       Male  ( Female    (       

11. Briefly summarise what you would like to achieve from this: ………………………..
……………………………………………………………………………………..

……………………………………………………………………………………..
12. Do you wish to enter for accreditation             Yes / No  

13. What previous development training have you received? …………………………………….

……………………………………………………………………………………..
14. Do you have any particular dietary requirements? ………………………………………….
PLEASE RETURN COMPLETED FORM WITH TRAINING PROGRAMME TO THE ABOVE ADDRESS. IF YOU HAVE ANY QUESTIONS, PLEASE ALSO CONTACT THE CEMP OFFICE 

THANK YOU FOR YOUR PARTICIPATION

Print Your Full Name: …………………………  Signature: ………….  Date: ………

	 For Official Use Only
	Ref No: 
	
	


Please tick the courses you will be attending?
	Training Module
	Date
	Venue
	Trainer


	TICK
(

	Managing a Community Organisation

	1
	Level 1

How to Begin
	Saturday 19th January 2008
	Longley Room- The Orchard 9.45am – 2.00pm
	Victoria Dickinson
	

	2
	Level 2 

Legal Requirements

	Saturday 26th January 2008
	Longley Room- The Orchard
9.45am – 2.00pm
	Victoria Dickinson
	

	Roles and Responsibilities of Trustees and Committee Members

	3
	Level 1 
Who and What are Trustees
	Saturday 2nd February 2008
	Longley Room- The Orchard
9.45am – 2.00pm
	Victoria Dickinson
	

	4
	Level 2 
How to comply with Charities Commission


	Saturday 9th February 2008
	Longley Room- The Orchard
9.45am – 2.00pm
	Victoria Dickinson
	

	How to Fundraise

	5
	Level 1
Getting ready for community fundraising
	Saturday 16th  February 2008
	The Tree Annexe
9.45am – 2.00pm
	Victoria Dickinson
	

	6
	Level 2 
Fit for bidding for grants

	Saturday 23rd February 2008
	Longley Room- The Orchard
9.45am – 2.00pm
	Victoria Dickinson
	

	Self Development 

	7
	Confidence and Assertiveness
Team Building
	Saturday 1st March 2008
	Longley Room- The Orchard
9.45am – 2.00pm

	Victoria Dickinson
	

	8
	Effective Meeting/Time Keeping
	Saturday 8th March 2008
	Longley Room- The Orchard
9.45am – 2.00pm
	Victoria Dickinson
	

	9
	Presentation Skills/Communication Skills
	Saturday 15th March 2008
	The Tree Annexe
9.45am – 2.00pm
	Victoria Dickinson
	

	10
	Trouble Shooting
Discussion on issues raised by groups


	Saturday 29th March 2008
	Longley Room- The Orchard
9.45am – 2.00pm

	Victoria Dickinson
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The Orchard, 1-2 Gleneagles Court, Brighton Road, Crawley, West Sussex RH10 6AD


Tel: 01293 657030/657031 Mob: 07928317563


E-mail: � HYPERLINK "mailto:regina@info.org.uk" ��regina@info.org.uk�  Website: www.cemp.org.uk











  











