
UNISON East Midlands Regional Course Programme – Jan-July 2025


	Courses
	Provider
	Date
	Times
	Platform

	Excel Beginners

The course tutor will guide you through the basics of setting up a worksheet, show you how to improve your productivity and enhance the way you manage and present your information. You will be able to make calculations and manipulate data for work and at home. The course covers:
· What is a Spreadsheet?
· Navigating your way around Excel
· Creating a new workbook
· Opening workbooks and worksheets
· Creating Excel charts – Pie, line etc
· Using Autosum to calculate cells
· Using basic formulas to perform calculations
· Copying and paste data

BUT: You should be familiar with the basic functions of a computer operating system such as navigating the environment using a mouse and keyboard, starting applications, copying and pasting, formatting text, creating folders, opening files, saving files, familiarity with accessing the Internet and use of common web browsers. 


	Michael Rogers
	28 & 29 January
	10am-1pm
	MS Teams

	Neurodiversity Understood

This half-day session will provide an introduction to neurodiversity in a workplace context.  It will:
 
· Bust the myths and stereotypes that exist around Neurodiversity
· Understand the value of a neurodiverse workforce
· Recognise the barriers for your neurodivergent colleagues in the workplace
· Learn practical ideas on how to be a good ally in the workplace for your neurodivergent colleagues


	Adjust Services
	4 February
	9.30 - 1pm
	MS Teams

	Deaf Awareness & Intro to BSL

This introductory session will help you support deaf and hard of hearing people by:
· exploring effective ways of communicating 
· providing an awareness of needs 
· looking at some basic sign language

	Notts Deaf Society
	26 February
	9.30 - 12.30
	MS Teams

	Assertiveness

A fun and informative course.  This course will:

· Help you to understand what assertiveness is and how it is fundamental to effective communication
· It will equip you with knowledge and understanding of how to build assertiveness skills into your everyday communications

This, in turn, will help increase confidence in communicating with others and ensure your needs met in a positive way.

You will need to attend both days.

	Lydia Weston
	28 February & 7 March
	10am – 1pm
	Zoom

	Dementia Awareness

This course is designed for those who work in a role where they are or may be in contact with individuals living with dementia. 
· Discuss the impact of dementia on memory and how to support someone experiencing memory impairment. 
· Consider the impact on the individual’s personality and how distressing this can be for family and those supporting them. 
· List ways in which we can offer immediate support to those living with dementia when in distress




	JMG Training
	11 March
	1pm – 4pm
	MS Teams

	
Excel Improvers

[bookmark: _Hlk529298989]This course is intended for people who have a working knowledge of Microsoft Excel. You should also be able to copy/paste, format text, create folders, open and save files, are familiar with accessing the Internet and the popular web browsers.  You SHOULD be able to create, open, save, format and print a worksheet, be able to use simple formulas (A2+A3 e.g.) and the SUM function. 

Upon completion of this course you should be able to:
· Use paste special to copy and move cell contents
· Hide columns, rows and sheets (worksheets)
· Fill data automatically in worksheet cells
· Create dropdown lists 
· Link between worksheets, workbooks, MS Word and PowerPoint
· Use and create complex formulas
· Name ranges – for use in calculations
· Create subtotals
· Use the IF function
· Conditional formatting
· The CountIF and SumIf function
· Understanding common error messages	

	
Michael Rogers
	
12 & 13 March
	
10am – 1pm
	

MS Teams

	[bookmark: _Hlk186804297]Pre-Retirement (In-person Northampton)

Aimed at UNISON members aged 55 or over, this Pre-Retirement workshop will cover the following:
· What makes you you? What do you get and like from work?
· Understand the process of change and how to plan for it
· Pensions, benefits and National Insurance contributions
· Develop a meaningful way to spend your time
· Financial planning
· Future proofing your life – keep on top of the admin and budgets

	Age UK Notts
	20 March
	9.30am – 4pm
	In-person

	Lone Working
· Understand the dual responsibilities of employers and employees for reducing risk
· Understand why you need a clear plan when lone working
· Discuss what lone working is and identify specific risks that lone workers face
· Have a clear understanding of key legislation that relates to lone working
· Risk assess lone working situations
· Interpret body language and be more aware of the signals that you are projecting
· Use practical techniques to manage aggressive situations
· Be confident in reporting and investigating incidents

	2Resolve
	27 March
	10am– 12.30pm
	Zoom

	Excel Advanced

This course is designed for Excel users who want to take their skills to the next level and learn how to analyse, manipulate and automate data using advanced features and functions. 

Some prerequisites for this course are:
This Microsoft Excel training course assumes you have a good working knowledge of the basics such as creating and formatting worksheets, entering and editing data, using basic formulas and functions and printing/saving workbooks.
AND: You are familiar with the Ribbon interface and the basic features and tools of Excel and you are comfortable with using keyboard shortcuts and mouse actions to navigate and perform tasks in Excel.

Course Topics: On completion of this course, the delegate will be able to: 
· Use data validation to control what data users can insert into cells
· Find and fix inconsistencies in raw data
· Evaluate and error check formulas
· Apply conditional formatting - using formulas within conditional formatting and customise cell formatting
· Work with named ranges
· Create and edit pivot tables,  pivot charts and tables
· Use built in functions such as: IFERROR, INDEX & MATCH, XLOOKUP, COUNTIF, SUMIF, COUNTIFS, SUMIFS,  FILTER, CLEAN, SORT & SORTBY, UNIQUE, IF and IFS plus others
· Introduction to basic Macro recording and editing


	Michael Rogers
	3 & 4 April
	10am – 1pm
	MS Teams

	Dyslexia Awareness NEW

Delivered by Adjust, who also deliver our Neurodiversity courses, this session focuses solely on Dyslexia. It will look at how Dyslexia affects people but also raise awareness of the ways people with Dyslexia can be extremely imaginative, creative and talented. It will also look at ways that we can support colleagues with Dyslexia

	Adjust
	28 April
	9.30am – 1pm
	MS Teams

	Loss and Bereavement in Children and Young People

This workshop is for UNISON members who work with children and young people who want to build greater awareness of the impact of bereavement and grief. This course can inform how they respond to bereaved children and young people, whether they are pupils, students, or friends and family. Learn about use of appropriate language and dealing with anger and distress. 

Consider this: 
· A parent of children under 18 dies every 22 minutes in the UK; around 23,600 a year. This equates to around 111 children being bereaved of a parent every day. 
· 1 in 29 5–16-year-olds has been bereaved of a parent or sibling – that’s a child in every average class. 

By the end of this 2½ hour workshop, the participants will: 
· Have a greater understanding of grief 
· Have been introduced to some modern models which help explain how people react to grief and loss 
· Be able identify common grief responses
· Be able to assess an individual’s needs and start to provide effective support 
· Be aware of complicated grief · Understand the importance and value of self-care

	Cruse Bereavement Care
	30 April
	10.15am - 12.45pm
	Zoom

	
ADHD Awareness (schools)

This course is aimed at UNISON members who work in schools.  It will:
· provide a better understanding of what ADHD is
· identify some of the main barriers and impacts of ADHD
· offer a better understanding of ADHD assessment, diagnosis and possible treatments
· identify strategies and practical ways of adapting your practice when working with young people with ADHD
· provide a range of strategies for working with young people who have ADHD 
· help you feel more confident working with young people with ADHD


	2Resolve
	6 May
	10am - 12.30pm
	Zoom

	Living Well with Anxiety

This course will help you to:
· Understand anxiety and why we experience it.
· Recognise anxiety in others.
· Provide you with the knowledge, tools and understanding which will help you live with your anxiety in a more positive way, and help others manage theirs

You will need to attend both days.

	Lydia Weston
	9 & 16 May
	10am – 1pm
	Zoom




	Excel Beginners

The course tutor will guide you through the basics of setting up a worksheet, show you how to improve your productivity and enhance the way you manage and present your information. You will be able to make calculations and manipulate data for work and at home. The course covers:
· What is a Spreadsheet?
· Navigating your way around Excel
· Creating a new workbook
· Opening workbooks and worksheets
· Creating Excel charts – Pie, line etc
· Using Autosum to calculate cells
· Using basic formulas to perform calculations
· Copying and paste data

BUT: You should be familiar with the basic functions of a computer operating system such as navigating the environment using a mouse and keyboard, starting applications, copying and pasting, formatting text, creating folders, opening files, saving files, familiarity with accessing the Internet and use of common web browsers. 

	Michael Rogers
	20 & 21 May
	10am – 1pm
	MS Teams

	Neurodiversity For Managers

This half-day session is aimed at UNISON members who are managers or team leaders and wish to improve their understanding of neurodiversity and how they can support their team.  The session will:
· Develop a clear understanding of neurodiversity within a workplace context
· Recognise and appreciate the unique strengths that neurodivergent employees bring to a team
· Gain insight into the challenges that neurodivergent employees may face 
· Build confidence in effectively managing and supporting neurodivergent employees
· Learn practical management strategies, including raising awareness and fostering inclusivity


	Adjust Services
	12 June
	9.30am – 1pm
	MS Teams

	Deaf Awareness & Intro to BSL

This introductory session will help you support deaf and hard of hearing people by:
· exploring effective ways of communicating 
· providing an awareness of needs. And 
· looking at some basic sign language

	Notts Deaf Society
	24 June
	9.30am - 12.30pm
	MS Teams

	Excel Improvers

This course is intended for people who have a working knowledge of Microsoft Excel. You should also be able to copy/paste, format text, create folders, open and save files, are familiar with accessing the Internet and the popular web browsers.  You SHOULD be able to create, open, save, format and print a worksheet, be able to use simple formulas (A2+A3 e.g.) and the SUM function. 

Upon completion of this course you should be able to:
· Use paste special to copy and move cell contents
· Hide columns, rows and sheets (worksheets)
· Fill data automatically in worksheet cells
· Create dropdown lists 
· Link between worksheets, workbooks, MS Word and PowerPoint
· Use and create complex formulas
· Name ranges – for use in calculations
· Create subtotals
· Use the IF function
· Conditional formatting
· The CountIF and SumIf function




	Michael Rogers
	1 & 2 July
	10am – 1pm
	MS Teams

	Pre-Retirement (In-person Leicester)

Aimed at UNISON members aged 55 or over, this Pre-Retirement workshop will cover the following:
· What makes you you? What do you get and like from work?
· Understand the process of change and how to plan for it
· Pensions, benefits and National Insurance contributions
· Develop a meaningful way to spend your time
· Financial planning
· Future proofing your life – keep on top of the admin and budgets

	Age UK Notts
	16 July
	9.30am – 4pm
	In-person







About our providers

2Resolve – Founded by Jez Brigham, 2Resolve specialise in conflict, aggression, and violence in the workplace.  Jez spent many years working in mainstream schools and SEN schools with residential provision.  2Resolve has gained the Institute of Conflict Management Quality Award Centre status and provides training as part of UNISON College

Adjust Services – Adjust are a national organisation specialising in Neurodiversity Awareness.  Their training is offered through UNISON College and looks at providing an understanding of Neurodiversity and how the workplace can be improved.

Age UK Nottingham and Nottinghamshire – Age UK are the UK’s leading charity supporting older people. Our partnership with them as a training provider began in 2024 with the development of an extremely well-received Pre-Retirement workshop

Cruse Bereavement Care – Cruse is the UK’s largest bereavement charity.  Alongside supporting 100,000 people each year they provide training to organisations who wish provide better support to staff and service users experiencing bereavement

JMG Training and Consultancy – Based in Wales, JMG Training and Consultancy deliver as part of the national UNISON College offer.  They specialise in adult care. 

Lydia Weston – Lydia is an independent tutor who specialises in mental health and wellbeing. Lydia has, for many years, worked with Nottingham Recovery College and Nottingham College and delivers our regional programme which aims to support members to cope with challenges at work and at home.

Michael Rogers – Michael is an independent tutor who has delivered IT training for UNISON East Midlands for over 10 years.  Formerly of the WEA and with extensive experience of IT project we value Michael’s provision a great deal.  His training style is relaxed and ensures that all leaners are able to participate.

Nottinghamshire Deaf Society is a registered charity formed in 1890 and deliver a number of different British Sign Language and Deaf Awareness courses.  All their trainers are profoundly deaf and are first language BSL users.  They believe that training should be led by people with a lived experience of deafness; training others about their own culture and language.  
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