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Course Name Category 
Target 

audience 
Duration Topic Outline Learning out comes 

Asses
sment
/Quiz? 

Assertive 
Communication 

Personal 
Development 

All staff 30 minutes 

You will explore what assertiveness is and how 
it differs from other behaviours such as 
aggression or non-assertion and consider the 
possible consequences of these behaviours.  
You will also find out about different 
techniques to use to help your situation. This 
course will help you examine issues around 
assertiveness and work in a more assertive 
way so that you get your point across and find 
compromises more easily. 
 

By the end of this module you will be able to: 

 Understand what assertiveness is 

 Know how to communicate in an assertive way 

 Be aware of the consequences for non-assertive 
behaviour 

 Using different techniques to improve your assertiveness No 

Blackberry Basics ICT Skills All staff 30 minutes 

This course has been designed to teach you 
the essential information you need to know in 
order to competently use your Blackberry 
device. 

By the end of this module you will be able to: 

 Set up your Blackberry 

 Lock and unlock your device 

 Enter, and change the password 

 Make telephone calls 

 Use the address book 

 Send and receive emails 

 Use and synchronise the calendar 

 Use other device features/ applications 

No 

 
Carers Support 
and Information 

 

Equality, Safety 
and Wellbeing 

All staff 40 minutes 

This module shares basic information about 
family / unpaid carers, and is designed to 
explain issues to anybody with an interest, yet 
also inform professionals as to their 
obligations. 

 

This module covers: 

 The language used, identifying who are ‘Carers’, and 
how many people we are talking about 

 The relevant legislation that gives Carers rights, and 
protection from discrimination 

 The assessment process, and potential outcomes 

 Sources of support and further information 

No 

Code of Conduct 
Leadership and 
Management 

Elected 
Members 

30 minutes 

This module provides an introduction to the 
requirements of the Code of Conduct for 
elected members.  It explains what councillors 
need to do to comply with the Code and 
identifies the consequences for councillors and 
their authorities in breaching the Code. 

This module covers: 

 The need to register interests 

 The difference between personal and prejudicial 
interests 

 What action you need to take when interests become 
apparent 

 Identifies the consequences for Councillors and their 
authorities in breaching the Code 

No  

Code of Conduct 
for Council 
Employees 

Equality, Safety 
and Wellbeing 

All staff n/a 

This module will support employees and 
managers to deliver a high quality service to 
the people of Walsall and will provide clarity on 
acceptable standards and expected 
behaviours. 

The Code of Conduct places a responsibility on every 
member of staff to act in the best possible interests of the 
public, to never bring themselves or the council into disrepute 
and provide excellent services to the people of Walsall.  It 
also makes clear how we should work with each other and 

No 
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our partners on a day to day basis. 

Confidence and 
Assertiveness 

Personal 
Development 

All staff 50 minutes 

The aim of this course is to encourage your 
confidence and assertiveness when dealing 
with people and situations both inside and 
outside the workplace. 

By the end of this module you will:  

 Recognise the behaviour of a confident person 

 Identify your own rights and responsibilities 

 See how we work towards living an assertive life 

 Follow simple tips and tricks to boost confidence and self 
esteem 

 Practice the skills required to become a more confident 
and assertive person 

Yes 

Counter Fraud, 
Bribery and 

Corruption for 
Managers 

Leadership and 
Management 

All Managers 1 ½  hours 

It provides you, as a line Manager, with useful 
information and advice to highlight the risks of 
fraud, bribery and corruption, understand your 
responsibility to prevent, detect and report 
fraud and also to know how to create a strong 
anti-fraud culture within your team. 

 
By the end of this module you will be able to: 

 Understand why we need to tackle fraud 

 Know how to spot fraud 

 Understand what bribery and corruptions is  

 Understand what your role and responsibilities are 

Yes 

Counter Fraud, 
Bribery and 
Corruption – 
Introduction 

 

Workplace Skills 
All staff 

All elected 
members 

1 ½  hours 

 
It provides you with useful information and 
advice to make you aware of the Fraud, 
Bribery and Corruption threats facing the 
public sector.  It highlights the important role 
you play in tackling fraud and corruption and 
informs you of how to report these crimes.  It 
also gives you the opportunity to check your 
understanding along the way. 

By the end of this module you will be able to: 

 Understand why we need to tackle fraud 

 Know how to spot fraud 

 Understand what bribery and corruptions is 

 Understand what your role and responsibilities are Yes 

DBS Online 
Disclosure - ID 

Checker 
ICT Skills 

All personnel 
that are 

required to 
ID check 

DBS Online 
Disclosures 

10 minutes 

This module will inform you of how to access 
e-Bulk and will provide you with step by step 
instructions on how to register. 

By the end of this module you will be able to:  

 Know how to access the website 

 Register your details correctly on e-Bulk 

 Log on to the system 

 Know how to verify ID using different routes 

Yes 

DBS Online 
Disclosure - 

Primary Applicant 
Manager 

ICT Skills 

All personnel 
that will be 
required to 
ID check 

DBS Online 
Disclosures 

50 minutes 

This module will inform you of how to access 
e-Bulk and will provide you with step by step 
instructions on how to register and complete ID 
checks. 

By the end of this module you will be able to:  

 Know how to register your detail correctly on e-Bulk 

 Know how to verify ID using different routes 

 Know how to track applications 

 Understand the disclosure results 

Yes 

Deaf Awareness 
Directorate 

Specific 
All staff 30 minutes 

This module is intended to dispel some of the 
common myths surrounding deafness, to 
enable you to feel more confident when 

By the end of this module you will be able to: 

 Dispel the common myths surrounding deafness No 
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serving members of the deaf community..    Identify the different ways in which deaf people 
communicate 

 Recognise the different forms of communication support 
available  

 Work with an interpreter 

Debt 
Management and 

Collection 

Financial 
Systems 

All staff 
involved in 

debt 
management 

and 
collection 

20 minutes 

This module is intended to help participants to 
develop their understanding of Debt 
Management and Collection within Walsall 
Council. 

By the end of this module you will be able to:  

 Demonstrate an understanding of debt management and 
collection 

 Understand roles and responsibilities 

 Know what services are provided by Financial 
Administration and Support Service 

 Understand the expectations of Service Areas 

 Know what customer support is available 

No 

Display Screen 
Equipment (DSE) 

Equality, Safety 
& Wellbeing 

All users of 
personal 

computers 
and laptops 

30 minutes 

This module is designed to give you an 
overview of good DSE health and Safety 
practice at work. 

By the end of this module you will be able to:  

 Explain what DSE is and why it is important 

 Identify the risks of using DSE 

 Set up your workstation and influence your working 
environment to minimise risk 

 Be proactive about monitoring risk 

Yes 

Effective Time 
Management 

Personal 
Development 

All staff 30 minutes 

The aim of this module is to give you some tips 
and tools on how to manage your time more 
effectively which can benefit both your work 
and home life. 

By the end of this module you will be able to:  

 Explain the advantages of managing your time 

 Describe the consequences of bad time management 

 Understand what wastes your time 

 Know what to do to make effective use of your time 

 Deal with interruptions, meetings, work load in an 
effective way 

No 

Email for 
Beginners 

ICT Skills All staff 20 minutes 

This module will introduce you to the email 
package, Microsoft Outlook, and the basics 
around email. 

By the end of this module you will be able to: 

 Compose and respond to an email 

 Know how to attach a file 

 Use the personal address book 

 Work with mail folders in Outlook 

No 

Employee 
Performance 

Review (EPR): 
Guide for 

Employees 

Personal 
Development 

All staff 60 minutes 

This module will give you an overview of the 
EPR process in Walsall, introducing you to the 
skills and approach you should apply in order 
to gain the most from your EPR experience. 

By the end of this module you will be able to:  

 Describe what your Employee Performance Review is 

 Explain why your EPR matters to you, your manager 
and the organisation 

 Describe the process and your role in it 

 Know how to prepare for your EPR 

 Make a full contribution to your Review meeting 

Yes 
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 Recognise and set SMART objectives 

 
Employee 

Performance 
Review (EPR): 

Guide for 
Managers 

Leadership and 
Management 

All managers 75 minutes 

The module will introduce you to the skills and 

approach that will help you prepare for, and 

conduct effective EPRs. The emphasis is on 

getting the conversation right, by preparing 

thoroughly, creating the right environment, and 

sharing information, thoughts and ideas. 

 

By the end of this module you will be able to:  

 Identify the role of performance reviews within the 
council 

 State the benefits of holding effective performance 
reviews for the organisation, the staff member and 
yourself 

 Know the steps to take to prepare for an EPR with a 
staff member 

 Be aware of the range of skills you require to carry out 
an effective EPR 

 Be confident in setting SMART objectives 

 Manage the outcomes of the performance review 

Yes 

 
Equality and 
Diversity for 
Managers 

 
Equality, Safety 

& Wellbeing 

 

All managers 

2 ½ hours 

This module will consider equality and 
diversity skills and knowledge that will help 
you carry out your role as a manager. 

 

By the end of this module you will be able to:  

 Know what equality and diversity is 

 Understand our behaviour and how the influence of 
culture and environment effect our perceptions 

 Describe the consequences of equality and inequality 

 State the protected characteristics 

 Understand your responsibilities as a manager 

 Understand reasonable adjustments for disabled people 

 Know how to meet the aims of the Public Sector Equality 
Duty  

Yes 

Equality and 
Diversity 

Foundation 
course 

Equality, Safety 
& Wellbeing 

 

1. Frontline 
staff - 

manual 
support - act 
in ways that 

support 
equality and 

value 
diversity 

2. Officers - 
Support 

equality and 

1 ½ hours 

This course supports level 1 and 2 of the 
equality and diversity competencies.  It is also 
a good introduction for all staff and managers 
working towards levels 3 and 4.  
 

By the end of this module you will be able to:  

 Know the differences between equality and diversity 

 View the world in a different way 

 Describe unfair treatment 

 Understand what happens to us when there is inequality 

 Have a basic understanding about legislation and what 
is covered 

Yes 
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value 
diversity 

 
Equality and 

Diversity Health 
Check for 

Employees (v4) 

 
Equality, Safety 

& Wellbeing 

 
All staff 

 
15 – 20  
minutes 

 
This module has been designed to check your 
level of understanding around Equality and 
Diversity and to identify if you require further 
development in this subject. 

 

By the end of this module you will be able to:  

 Know what equality and diversity is 

 Describe the consequences of equality and inequality 

 Know which laws are in force today 

 Have basic knowledge of the protected characteristics 

Yes 

 
Equality and 

Diversity 
Induction 

 
Equality, Safety 

& Wellbeing 

 
All staff 

 
15 – 20 
minutes 

 
This module is a health check to show if your 
Equality and Diversity knowledge is up to date.  
It will guide you through some of the issues we 
need to appreciate when working for Walsall 
Council. 

By the end of this module you will be able to:  

 Know what equality and diversity is 

 Describe the consequences of equality and inequality 

 Know which laws are in force today 

 Have basic knowledge of the protected characteristics 

Yes 

 
Equality and 

Diversity 
Legislation 

 
Equality, Safety 

& Wellbeing 

 
All staff 

 
30 minutes 

 
This module addresses equality and diversity 
issues for employers, employees and service 
users within the public sector. It will look at 
what each of us can do to ensure people are 
treated fairly, enjoy life and perform at their 
best. 

By the end of this module you will be able to:  

 Know what equality and diversity is 

 Understand how equality and diversity legislation affects 
us 

 Identify different types of discrimination 

 Understand your responsibilities under the law 

 Understand the public sector equality duty 

No 

 
Excel 

 
ICT Skills 

 
All staff 

 
n/a 

 
This course provides links to different versions 
of Excel to suit your work station. 

Once you have selected the correct version for your work 
station you will have access to bite size, useful information 
about how you use the following: 

 Entering data 

 Formulas 

 Charts and graphs 

 Rows and Columns 

 Cells 

 Worksheets 

 Importing data 

 Worksheets 

 Pivot tables etc 

No 

 
Facilitation Skills 

 
Leadership and 
Management 

 
Staff who 

are required 
to facilitate 

group 

 
30 minutes 

 
This module is intended to help the user 
discover the appropriate occasions to use 
facilitation and look at the key skills required to 
be an effective facilitator. 

By the end of this module you will be able to:  

 Define what facilitating is and identify what personal 
values and skills are necessary to facilitate effectively 

 Know the tips and techniques for a successful facilitator 

 Understand the process for holding a facilitation group 

No 
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discussions session 

 Know how to encourage discussion 

 Understand group dynamics 

 Analyse options for way forward 

 Provide feedback and constructive criticism  

 
Falls Prevention 

Equality, Safety 
& Wellbeing 

All staff 60 minutes 

This module will provide you with the 
knowledge of how to prevent falls and help to 
keep people safe and independent for as long 
as possible.    

After completing this module you will be able to: 

 Understand why falls prevention is such an important 
topic 

 Recognise the risk factors that can contribute to a fall 

 Recognise the effects of having a fall on a person's 
physical, psychological and social well-being 

 Understand what to do if a fall occurs 

No 

Fire Safety 
Awareness - All 
other buildings 

Equality, Safety 
& Wellbeing 

Staff who 
are NOT 
located at 
either The 

Civic Centre 
or Council 

House 

30 minutes This module is designed to give you an 
overview of good fire practice at work. 

By the end of this module you will be able to:  

 Identify potential fire risks to yourself and colleagues 

 Describe how fire starts and behaves 

 Explain what to do on discovering a fire 

 Explain what to do on hearing a fire alarm 

 Describe types of fire-fighting equipment and how to use 
them 

Yes 

Fire Safety 
Awareness - Civic 

Centre 

Equality, Safety 
& Wellbeing 

Staff who 
are located 
at the Civic 

Centre 

30 minutes This module is designed to give you an 
overview of good fire practice at work. It is 
specific to working in the Civic Centre. 

By the end of this module you will be able to:  

 Identify potential fire risks to yourself and colleagues 

 Describe how fire starts and behaves 

 Explain what to do on discovering a fire 

 Explain what to do on hearing a fire alarm 

 Describe types of fire-fighting equipment and how to use 
them 

Yes 

Fire Safety 
Awareness - The 
Council House 

Equality, Safety 
& Wellbeing 

Staff who 
are located 

at the 
Council 
House 

30 minutes This module is designed to give you an 
overview of good fire practice at work. It is 
specific to working in the Council House. 

By the end of this module you will be able to:  

 Identify potential fire risks to yourself and colleagues 

 Describe how fire starts and behaves 

 Explain what to do on discovering a fire 

 Explain what to do on hearing a fire alarm 

 Describe types of fire-fighting equipment and how to use 
them 

Yes 

Fire Safety 
Overview 

Equality, Safety 
and Wellbeing 

All staff 10 minutes An overview of the basic fire safety knowledge 
that you should receive as an employee of 
Walsall Council. 
 

By the end of this module you will be able to:  

 Explain what fire safety training you need to complete 

 Know about fire safety briefing and routes 

 Describe what the Personnel Emergency Evacuation 

No 
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Plane (PEEP) is? 

Fraedom 
Approver E-

Learning 

Financial 
Systems 

All approvers 
of purchase 

cards 

30 minutes This module comprises of important 
information on Fraedom. 

At the end of the module learners will be able to: 

 Understand the role and responsibilities of an approver 

 Know the importance of complying with the relevant 
procedures, the Council’s financial regulations and 
contract rules 

 Understand the purchase cardholder responsibilities 

No 

Get that Job! 
CV’s & 

Application Forms 

Personal 
Development 

All staff 20 minutes This module will guide you through current 
best practice as regards writing CV’s and 
application forms, including structure, 
presentation and how to tailor your details for 
each specific job role. 

By the end of this module you will be able to:  

 Create a structured CV using current best practice 

 Deal with any gaps in your CV 

 Present your CV in a professional manner 

 Tailor your CV for different roles 

 Complete an application form effectively 

 Write a relevant covering letter 

No 

Get that Job! 
Interview skills 

Personal 
Development 

All staff 15 minutes This module is designed to help prepare you 
for that all important job interview.  It will guide 
you through the preparation process, the 
interview itself and what happens afterwards. 

By completing this module you will be able to increase your 
chances of interview success by:  

 Knowing what to do to prepare for an interview 

 Understanding potential areas of questioning and a 
structure for answering effectively 

 Reflecting on your interview performance and moving 
forward 

No 

Introduction to 
agile working - 

Generic 

Workplace Skills All staff 45 minutes This module will reduce you to agile working 
and the benefits it can bring.  Much of the 
content is generic to local government, 
although we have used some specific 
examples in order to bring the material to life. 

By the end of this module you will be able to:  

 Know what agile working is and the reasons for its 
growth 

 Know who is suitable for agile working 

 Understand how to manage agile workers 

 Understand how agile working will impact on everyone 

No 

Introduction to 
changes in office 
2010 

 

ICT Skills All staff 30 minutes This module is designed to give you an 
overview of the changes that you will find 
across all of the applications in Office 2010. 
 

You will learn about: 

 Tabs and Ribbons 

 The Backstage view 

 Quick access toolbar 

 The status bar 

 Zoom slider 

No 

(IT) Information 
Technology for 
beginners 

ICT Skills All staff 30 minutes This module will help get you started with (IT) 
Information Technology  

 

By the end of this module you will be able to:  

 Log on to a computer 

 Lock your computer to keep your information secure 

 Use the Windows XP desktop 

 Use the Help facilities 

No  
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 Use the taskbar 

 Use the control panel 

 Manage your files and folders 

Introduction to 
Walsall Council’s  
Contract Rules 

Financial 
Systems 

Staff with the 
responsibility 
of spending 

public 
money 

30 minutes This course aims to give officers an 
understanding of the Council’s Contract Rules 
and the constitutional requirements to be 
followed when spending public money.   
 

The course will cover: 

 The  Council, the law and its constitution 

 Contract Rules 

 Contract values 

 EU threshold 

 Framework Agreements 

 Quotes and Tenders 

Yes 

Introduction to e-
Learning 

ICT Skills All staff 15 minutes This short module is intended as a quick 
introduction to the world of e-learning. 

As you work through each section you will: 

 Become familiar with what e-learning is 

 Experience the types of activities used 

 See the benefits of using e-learning 

No 

Introduction to 
finance within 

Walsall (v3) 2016 
 
 
 
 
 
 
 
 
 

Financial 
Systems 

Staff with 
budget 
holder 

responsibiliti
es 

30 minutes This module is intended to help participants to 
develop their understanding of finance within 
Walsall council. 

By the end of this module learners will be able to: 

 Demonstrate an understanding of local government 
finance 

 Understand key responsibilities 

 Understand basic requirements of the contract rules 

 Understand governance 

No 
 

Introduction to 
Health and Safety 
at Walsall Council 

Equality, Safety 
and Wellbeing 

All staff 70 minutes This module is designed to give you an 
overview of good health and safety practice at 
work.  

By the end of this module learners will be able to: 

 Explain why we have a health and safety 
standards/laws and what it covers  

 Identify common risks to health and safety in the 
workplace  

 Describe how working safely at work will prevent 
workstation related problems e.g. DSE  

 Describe the top tips for comfort and safety at your 
work station  

 Know how to prevent accidents and injuries in the 
workplace and how to report them  

 Know how to work safely around electricity  

No 
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 Identify hazardous substances and know how to handle 
them safely  

 Understand what to do if you are a lone worker 

Introduction to the 
role of an 

Appropriate Adult 

Directorate 
Specific 

The course 
is aimed at 
any staff 

who may be 
involved in a 

personal 
capacity.  

10 minutes This module is designed to help you gain a 
basic understanding of the role of an 
Appropriate Adult.   

This module aims to provide you with a basic understanding 
of: 

 What an Appropriate Adult is and what they do 

 Who decides who needs an Appropriate Adult? 

 Who can and cannot act as an Appropriate Adult? 

No 

Introduction to 
Local 

Government 

Workplace Skills All staff 20 minutes This module will introduce you to local 
government, looking at how it operates, who it 
involves and how it came about. 

By the end of this module learners will be able to: 

 Understand local government and identify the services it 
provides 

 Know how the council is made up, and understand the 
role of those involved with council business 

 Know how government has evolved and understand the 
relationship between local and central government 

 Identify current issues in local government 

 Understand the different ways councils are funded and 
the principles of council spending 

Yes 

Introduction to 
Sustainability and 

Carbon 
Management at 
Walsall Council 

 
 
 
 
 

 

Workplace Skills All staff 20 minutes This module is intended as a simple 
introduction to sustainability and carbon 
management. 

By the end of this module learners will be able to: 

 Identify how sustainability can contribute to the delivery 
of an effective and efficient service and support us all 
working smarter 

 Understand why carbon management is important – not 
simply a nice to have 

 Know how you can contribute in your day to day 
activities at work 

 Know the council direction 

No 

Learning to Learn Personal 
Development 

All staff 30 minutes The aim of this module is to increase your 
awareness of time management and 
organisation techniques. It will also give you 
practical advice for writing assignments, 
making notes, referencing, researching and 
other study skills.  

The module will give you practical advice for writing 
assignments, making notes, referencing, researching and 
other study skills.  

No 

Literacy and 
numeracy (Skills 

Personal 
Development 

All staff 30 - 45 
minutes 

Skills Matters is for all employees and has 
been designed to support the assessment of 

Learners will complete short sets of English and Maths 
questions, designed at Key Skills Level 1 (Section 1) and 

Yes 
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matters) literacy and numeracy in the workplace.   Level 2 (Section 2). 

Making 
Safeguarding 

Personal 

Directorate 
Specific 

All staff 40 minutes This module will provide you with a greater 
understanding of a person centred approach to 
making safeguarding personal.    

By the end of the this module you will be able to support the 
organisation to: 

 Ensure that safeguarding practice at all levels has the 
adult at risk at the centre 

 Increase your understanding from evidence and 
experience of what people want from safeguarding and 
of what supports good safeguarding practice 

 Develop skills in identifying individual outcomes in 
safeguarding 

 Develop skills in increasing choice and control in 
safeguarding 

 Support the organisation to embed and evaluate person-
centred safeguarding 

No 

Managing Your 
Priorities 

Personal 
Development 

All staff 15 minutes This module will introduce you to the ‘priority 
grid’ tool. 

This tool will help you organise your priorities, therefore helps 
you to use your time and energy more effectively.  

No 

Meeting Skills 
 
 
 
 

Personal 
Development 

All staff 40 minutes This module will guide you through when it is 
appropriate to organise a meeting, who should 
be invited, preparation for the attendees, 
controlling a meeting and determining the 
outcomes of a successful meeting. 

By the end of this module learners will be able to: 

 Plan meetings effectively 

 Inform and prepare attendees 

 Structure and control meetings 

 Record the outcome of meetings 

No 

Norovirus  Equality, Safety 
and Wellbeing 

All staff 30 minutes This module intends to inform you about 
Norovirus and how you can manage it.   

By the end of this module learners will: 

 Understand what Norovirus is 

 Know what symptoms to look out for 

 Know what to do to prevent infection 

No 

Optimising Team 
Performance - 

Delegation 

Leadership & 
Management 

For 
managers or 

those 
interested in 
management 

practice 

10 minutes This introduction gives a brief overview of what 
delegation is and how to delegate effectively. 

By the end of the module the learner will be aware of the 
principles of effective delegation.  

No 

Optimising Team 
Performance – 

Giving and 
Receiving 
Feedback 

Leadership & 
Management 

For 
managers or 

those 
interested in 
management 

practice 

10 minutes An overview of how to give effective 
feedback, presenting the directive-
collaborative feedback model. 

By the end of the module the learner will be aware of the 
tools and techniques you can use to enhance your people 
management skills. 

No 

Optimising Team Leadership & For 10 minutes An overview of coaching.  By the end of the module the learner will be aware of the No 
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Performance – 
Introduction to 

Coaching 

Management managers or 
those 

interested in 
management 

practice 

skills and techniques used in coaching. 

Optimising Team 
Performance – 
Motivate and 

Engage 

Leadership & 
Management 

For 
managers or 

those 
interested in 
management 

practice 

10 minutes An overview to raise awareness of the tools 
and techniques you can use to enhance your 
people-management skills.  

By the end of the module the learner will be aware of the role 
of emotions in motivation, Adair's Rules of Motivation and 12 
Questions for Engagement. 

No 

Optimising Team 
Performance – 
Performance 

Matrix 

Leadership & 
Management 

For 
managers or 

those 
interested in 
management 

practice 

10 minutes An overview of a performance matrix model.  By the end of the module the learner will be aware of a 
simple tool to help you consider your own and your 
colleagues’ performance.  

No 

Optimising Team 
Performance – 
The Outcome 

Cycle 

Leadership & 
Management 

For 
managers or 

those 
interested in 
management 

practice 

10 minutes We'll look at how our thinking and behaviour 
have a direct influence upon our workplace 
performance. 

By the end of the module the learner will be aware of the 
Outcome Cycle model and how to apply it in the workplace.   

No 

Optimising Team 
Performance – 
Transactional 

Analysis 

Leadership & 
Management 

For 
managers or 

those 
interested in 
management 

practice 

10 minutes This module provides an overview of Eric 
Berne's Ego States. 

By the end of the module the learner will be aware of the 
Transactional Analysis Ego States.  

No 

Our Council Workplace Skills All staff 45 minutes This module introduces you to local 
government and looks at how it operates. The 
module shows how local government came 
about and who it involves. 
 

By the end of this module learners will be able to: 

 Understand the local government structure 

 Identify what the council's constitution is 

 Explain how decisions are made in Walsall 

 Understand how scrutiny works in Walsall 

 Identify the different roles and responsibilities within the 
council 

Yes 

Our Partners Workplace Skills Staff who 
work with 
partner 

n/a This is a document which provides you with an 
awareness and understanding of the council’s 
partnership framework and toolkit. 

By reading the document, learners will be able to: 

 Understand the council’s partnership framework 

 Use the toolkit 

No 
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organisation  Know what to do to ensure strong and effective 
partnerships 

 Avoid putting the council at risk 

Passport to 
Procurement 

Financial 
Systems 

Staff who 
buy products 

and  
services 

outside the 
council 

90 minutes This module provides an overview of the 
procurement process. 

By reading the document, learners will be able to: 

 Know what procurement is 

 Understand the different stages of the procurement 
cycle 

 Aware of the Council’s contract rules 

 Understand how EU legislation impacts on public sector 
procurement 

 Understand how effective contract management 
benefits procurement 

Yes 

People Gateway 
– Absence 

Management 

Leadership & 
Management 

Staff who 
manage 
sickness 
absence 

50 minutes This module provides you with video content 
which will show you how to log sickness 
absence on People Gateway.   

By reading the document, learners will be able to: 

 Create a new absence 

 Close an absence 

 Record return to work documentation 

 Record certification documentation 

 Update absence process stages 

 Run a Bradford Factor Score report  

 View maternity details 

No 

Personal 
Resilience 

 
 
 
 
 
 

 
 

Equality, Safety 
& Wellbeing 

All staff 15 minutes This module provides participants with an 
understanding of personal resilience and how 
it plays a key role in how we manage stressful 
and difficult situations.  It will help individuals to 
improve their performance in the workplace as 
well as having an impact on their health and 
well-being. 

By the end of this module learners will be able to: 

 Describe what personal resilience is and why it is 
important in the workplace 

 Understand the factors that contribute to resilience 

 Determine how resilient you are 

 Use the tips and techniques to help build personal 
resilience 

No 

Presentation 
Skills 

Personal 
Development 

All staff 40 minutes This module tells you everything you need to 
know in order to get it right – from recognising 
the type of presentation you need to deliver 
through to combating last minute nerves and 
dealing with unexpected hitches.   

After completing this module you will be able to:- 

 Describe the four main types of presentations 

 Use the PALES mnemonic when preparing your next 
presentation 

 Write a clear, well-structured presentation 

 Deliver your presentation confidently and effectively 
 

No 
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Prevent – Level 1 Equality, Safety 
& Wellbeing 

All staff 1 hour This is an introductory level module to educate 
and inform all Council staff about the 
Government’s Preventing Violent Extremism 
programme (PREVENT). 

Completing this module will help you: 

 Identify the signs of radicalisation 

 Understand when and how to report concerns 
appropriately 

No 

Purchase Card 
Holder E-
Learning 

Financial 
Systems 

All purchase 
card holders 

30 minutes This course comprises of important information 
for Purchase Card Holders using Fraedom. 

At the end of the module learners will be able to:  

 Know about the key roles and responsibilities of being a 
purchase card holder 

 Understand the importance of complying with the 
relevant procedures, the council’s financial regulations 
and contract rules 

Yes 

Records and 
Information 

Management 

Workplace Skills Office based 
staff  

30 minutes This course is aimed at office based staff who 
handle information and records daily.  

The module will cover the following:- 

 Why information is important 

 The nature of records management 

 The information needs that you may have 

 A simple framework for analysing information needs 

 The records management life cycle 

 Relationships between information and people 

No 

Safeguarding 
Awareness: 
Children and 

Vulnerable Adults 

Induction All staff and 
volunteers 
who have 

contact with 
children and 
or vulnerable 

adults, 
whether this 
be direct or 

indirect 
contact 

1 ½ hours This module is part of the corporate induction 
programme for Walsall Council.  It provides a 
general awareness of safeguarding. 

At the end of the module learners will be able to: 

 Describe how safeguarding issues impact upon your job 
role 

 Understand who children and vulnerable adults are 

 Understand what is meant by abuse and safeguarding 

 Understand what is meant by sexual exploitation 

 Identify the signs and indicators of abuse 

 Know what to do if you have a concern 

Yes 

Sexual 
Exploitation 

Introduction All staff and 
volunteers  

50 minutes This module is part of the corporate induction 
programme for Walsall Council.  It provides a 
general awareness of sexual exploitation. 

The module will cover the following:- 

 What Sexual Exploitation is 

 Recognising the warning sign 

 Where to go for support 
 

No 

Self Development Personal 
Development 

All staff 30 minutes This module is aimed at helping you take 
responsibility for planning and implementing 
your own development. The contents of this 
course can also be used to help you prepare 
for your EPR or supervision meetings. 

After completing this module, you'll be able to explain what 
self-development is. You'll also have the skills to assess, 
formulate, execute and review your own career development 
plan.  

No 
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Spelling and 
Grammar 

Personal 
Development 

All staff 30 minutes This module covers common mistakes in 
written English – from puzzling punctuation to 
sneaky spellings.  This refresher should help 
you to ensure your written work (from emails to 
reports) is of the highest possible standard. 

At the end of the module learners will be able to: 

 Use punctuation correctly, such as the use of; 
apostrophes, colon/semi-colon, parentheses and 
quotation marks 

 Remember tricky spellings and commonly confused 
words which trip people up 

 Know how to check your spellings by using an online 
dictionary or spellchecker 

 Know how to communicate the key points in your 
message clearly, effectively and professionally 

No  

Stress Awareness Equality, Safety 
& Wellbeing 

All staff 30 minutes This module is designed to give you an 
overview of stress awareness at work. 

At the end of the module learners will be able to: 

 Explain what stress is and how it is expressed physically 
and psychologically 

 Identify potential causes of stress to yourself and to 
colleagues  

 Explain how to minimise feelings of stress before it 
becomes a serious problem 

 Describe how not to deal with stress 

 List some short-term coping strategies for dealing with 
stress, as well as longer term solutions 

Yes 

Word Processing 
for Beginners 

ICT Skills All staff with 
little or no 

experience 
of word 

processing 
on a 

computer 

30 minutes In this module you will be introduced to some 
essential word processing skills.  

At the end of the module learners will be able to: 

 Launch word 

 Open a document 

 Create a new document 

 Open an existing document 

 Close a document 

 Close the Word program 

No 

Young Carer 
Aware (Children’s 

Services 2015) 

Directorate 
Specific 

All staff 60 minutes This module will cover a variety of topics: 

 Young but not care free 

 Legislation and children's rights  

 Meeting the needs of young carers 

At the end of the module learners will be able to: 

 Know the key facts and figures about young carers and 
the work they do 

 Understand the rights of children and the laws that are in 
place to protect young carers 

 Understand the problems young carers can face and the 
support that’s available to them 

Yes 

Your role as a 
councillor 

Leadership and 
Management 

Elected 
Members 

40 minutes This module will challenge you to think about 
what you hope to achieve as a councillor and 
to identify any potential difficulties that you 

At the end of the module learners will be able to: 

 Know what skills and attributes are required for a 
councillor 

Yes 
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might face.  Understand the role and responsibilities of a councillor 
and how to uphold rules and regulations 

 Describe what activities a councillor will carry out 

 Know how a council works with other tiers of local 
government 

 Understand how members of the council work together 

 Consider the importance of representing the views of the 
whole community  

 Know what important documents you will have access to 
and where to get additional support and information 

 


