THE ROYAL BOROUGH OF KENSINGTON AND CHELSEA

PROVISION OF EXPERIENTIAL TRAINING COURSES

SERVICE SPECIFICATION

Introduction
1.1 The Royal Borough of Kensington and Chelsea (RBKC) and the London Boroughs of Hammersmith and Fulham (LBHF) operates a shared service for Human Resources that delivers learning and development for both. Some services are also shared with Westminster City Council (WCC) whose employees have access to certain courses.  

1.2 There are 4,900 employees across RBKC and LBHF and WCC employs 2,780 bringing the total potential training cohort to 7,600. 

1.3 The Councils’ offer a wide range of services that include adult, children, environment and planning services. Services can be delivered independently or in Bi-Borough or Tri- Borough partnerships. The three boroughs work closely together to provide high quality services to local residents
1.4 RBKC wishes to commission a number of Experiential Training Courses supported by on – line learning materials on the topics below. The courses need to be designed to develop skills and/ behavioural change. This is not an exhaustive list and other topics may be added during the course of the contract.
· Personal effectiveness and resilience (1 day)
· Train the trainer (1 day)
· Influencing and negotiation skills (1 day)
· Grammar and plain English (3.5 hours)
· Report writing (3.5 hours)
· Giving briefings and presentations (1 day)
· Interview skills (1 day)
· Having difficult conversation for managers (3.5 hours 
1.5 Each course will be followed up 3 weeks later with 3 pieces of on-line materials. These can be a mix of video, audio or written articles and should take no more than 5 minutes to complete. The cost of providing these additional pieces of learning needs to be built into the day rate for delivering the face to face courses. RBKC will be responsible for distributing the follow-up material to delegates.
1.6 Each face to face training course will either be run as a half day or full day. Where the course is a half day two courses will run on the same day, these are likely to be on different topics. We expect to run 3 courses on each topic 3 times a year.  This equates to a maximum of 60 days over 36 months with an anticipated value of £60,000 for this contract. There is also an option to extend the contract for a further 12 months, subject to agreement on both sides.

2. Scope and method of the training
2.1 Experiential training needs to be highly interactive and engaging. To develop the theory and knowledge on the subject other learning will be provided that is not part of this contract such as ‘bite size’ training and e-learning. 
2.2 To provide the opportunity to work with live examples from participants own experience 
2.3 The chosen provider will be use a variety of training methods and techniques to engage the particular audience of each course taking into consideration learning styles and current experience.
2.4 Learning should be reinforced across the courses to develop a preferred and accepted approach of working across the Councils. This will include ‘models’ used, language and values.

2.5 A briefing will take place where the content of the training and the shape of the programme will be agreed between RBKC and the provider at the beginning at the contract. Quarterly review meetings will take place to ensure that the programme is up-to-date and relevant. There may also on occasions be a need to design courses for specific service groups.

2.6 The booking of events will be co-ordinated by the BBL team.
3. Programme Frequency 

3.1 All programmes will run based on demand and subject to financial constraints. An indication of the number of events required is given in paragraph 1.6.
3.2  The programmes will run over a period of 36 months with an option to extend the contract for each Lot for a further 12 months with initial dates being scheduled for September 2016. 
3.3 We expect there to be a maximum of 15 attendees per workshop and we would work with the chosen provider to ensure the schedule allows the subject matter covered to be delivered by one trainer.
4. Programme requirements

The successful provider will:
· Be responsible for promoting the online evaluation process following each event 

· Produce all materials including certificates for attendees

· Use training methods that are proven to support and convey theory and practice
· Allow for applied and reflective learning during the training period
· The provider must ensure all learning materials can be adapted to ensure those with visual and or hearing impairments can gain benefit of the programmes
· The training will be delivered within the premises of RBKC, H&F or WCC 

· We would ask providers to promote our other training courses and additional learning material at the end of the course 
· Providers are asked to provide follow up material for each participant to reinforce the learning. This can take the form of 3 x 5 minute pieces of learning such as video, article, audio or interactive e-learning module.  BBL Team will be responsible for distributing the follow-up material; and

· Providers will need to bring their own equipment such as laptop, projector and connection leads. 

5. Contract Performance Monitoring

	Activity
	Timescale
	Who will be responsible 

	Agree course titles and outlines and delivery schedule
	At the initial planning meeting following the contract being awarded
	The provider



	On-line learning material /E- learning 
	Agree the additional learning material such as video, audio and e learning and how it will be accessed by the learner.
	Both the provider and BBL team

	Attendance lists
	On conclusion of each training day 


	The provider to send to the BBL team ( if not able to hand to a member of staff on the day)

	Evaluation online 
	Promote at the end of the course 
	The provider and BBL team

	Follow up material and related courses
	Promote at the end of the course 
	The provider and BBL team

	Review meetings


	Quarterly
	The provider and BBL team 


Specifications

Personal Effectiveness and Resilience
The Councils’ working environment is focused on continuous improvement and how to become more efficient. This requires employees to build a strong sense of personal accountability and responsibility to make local decisions based on a variety of factors. Employees need to be confident, assertive and resilient to meet these challenges.

Aims 

To learn a range of skills based on self-awareness that enables an employee to become more confident, resilient and personally effective in the workplace

Pre course

Complete a self-awareness pre course questionnaire on current beliefs and behaviours 

Objectives 

By the end of the course participants will be able to;

· explain their strengths and weaknesses and how they impact on relationships at work 

· consider a range of tools and techniques to build effectiveness in the workplace e.g. assertiveness, positive mind set, appreciative enquiry, communication

· reflect on practiced techniques and have received constructive feedback based on scenarios 

· identify techniques to improve outcomes based on sharing ‘live’ examples 
· learnt basic ‘mindfulness’ techniques to be ‘present’ and manage well being 

Duration 

1 day

Number 

3

Train the Trainer 

Employees increasingly prefer on the job training to keep up to date with new legislation, policy and procedures. The trainer needs the ability engage the groups in the learning and ensure core messages are heard.  

Aims

To apply the ‘Kolb’s learning cycle’ and how to apply it to a group training sessions to engage all learning styles. 

Objectives 

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

· understand how people learn and how to apply this to the structuring of a course 

· structure a lesson plan for a set of learning objectives using a range engaging activities 

· use the coaching ‘Grow’ model to stretch the learning and test understanding 

· practiced setting up and running a learning activity and have received constructive feedback
· considered how learning could be embedded and applied in the workplace 

Duration 

1 day 

Number of days 
2

Influencing and Negotiation skills 
Working in a Tri Borough environment and with a range of external partners there will always be differences of opinion on how to delivery effective yet efficient services. Staff need to develop the skills and confidence to influence and negotiate in a variety of situations to provide the best outcome for the customer and the organisation. 

Aim 

To build skills in Influencing and negotiation to enable confident and productive outcomes for the organisation and the customer 

Objectives 

By the end of course participants will be able to

· complete a questionnaire to understand your own influencing style 

· consider the various methods to influence and negotiate with others and understand your own personal preferences 

· have practiced influencing and negotiation and identified the impact of techniques on various scenarios

· learn the importance of authentic and respectful influence and what is manipulation 
· consider the concept of ‘win win’ and why this is beneficial to long term relationships, personal and organisational reputation 

· explain the use of networking and social spheres in influence and negotiation 

Duration 

1 day

Number 

3 

Grammar and Plain English 

The Council requires employees to produce a variety of documents for both public and internal colleagues. Professional presentation, grammar and ensuring documents are accessible to a wide audience is required from all staff.
Aims 

To develop skills and knowledge in basic grammar, presentation and plain English to enable accessible documents for both internal and external audiences 

Objectives

Be the of the course participants will be able to 
· explain the impact of accessible and professional documents.

· practice and improve the basic grammar mistakes such as the use of capitals, apostrophes, past and present tense.

· identify the correct use of common and similar words such as ‘their’ and ‘there’  

· have considered the use and examples of plain English in writing 

· have received feedback on areas for development and where to access additional information 

Duration 

3.5 hours 

Number 

3 

Report writing 
The Councils write a number of reports for information, consolation and decision making. These need to be structured for the audience and fit for purchase. In a constantly changing environment a concise and clear report will improve efficiency and decision making.
Aims 

To develop the skills and knowledge to write a clear and concise report that is targeting to the audience and report purpose 

Objectives 

By the end of the course delegates will be able to:

· differentiate the various report purposes and identify the key headings required for each 

· use of language to engage, consult, inform and persuade

· understand the basic Council protocols and when and who to gain comments from
· consider ways to keep your reports concise and clear e.g. use of bullet points, apprentices, plain English 

· critic a report 
Duration 

3.5 hours 

Number 

3 

Briefings and Presentation – skills practise 
The local authority is governed by statutory regulation and requires various departments and boards to agree new actions, processes and procedures. As such there is a need to ‘brief’ and ‘present’ information in a clear and concise way to ensure all stakeholders are informed, engaged and can make appropriate decisions.

Aim 

To enable staff and managers to deliver briefings and presentations to group in a well-structured, concise, informative and accurate way. 

Objectives 

By the end of the course participants will be able to;

· Develop the contents of a briefing or presentation that meets your objective and the needs of the audience 
· Structure a presentation and receive feedback on content – support and challenge
· Use a range of techniques to engage the audience such as story telling techniques, Q&A,
· Deliver an ‘elevator’ presentation and story on a subject of choice and have received feedback 

Duration 

1 day 
Number 

3 

Interview skills 
The Councils’ is constantly changing and for those employees wishing to apply for new roles within the Council or where staff are being displaced due to restructure interview skills training is offered to support staff during this process 
Aim 

To develop interview skills to be able to promote an individuals’ full potential and successfully gain new roles 

Objectives 
At the end of the course participants will be able to
· consider transferable skills that can be brought to the role 

· explain the types of questions that can be used at interview 
· develop a personal brand and deliver information in an engaging story telling way
· understand and practice the STAR process to answer competency questions 
· gain feedback on a mini mock interview 
Duration 

1 day

Number 

4

Having Difficult conversations (managers) 
The manager’s role is to support and provide guidance and direction. On occasions it will be to address poor performance, behaviour or general attitude. There is a need to set out and clearly explain the issue, expectation and support that will be provided. This course requires a framework of good practise to confidently manage a difficult conversation

Aim 
To confidently and successfully have difficult employee conversations 
Objectives 
By the end of the course managers will be able to; 

· to understand your role and responsibility in having difficult conversations 

· explore the types of issues that occur and what causes conversations to be difficult 

· work to a framework to enable a confident conversation to take place that addresses all the issues 

· practise using live examples on how to conduct a difficult conversation 

· receive feedback on the conversation, approach and language used 
Duration 

3.5 hours 

Number 

3

1

