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SPECIALIST-LED COURSES & WEBINARS

|
The Institute of Public Administration is pleased to outline our wide range of. online and in-person short
training .courses, 'professionollg accredited p'rogrommes and webinar oi‘ferings scheduled . from
September to December 2022. IPA courses and weblnars are dellvered by subject matter experts with
in-depth experience and knowledge of their specialist areas. .

: "AII our offerings incorporote‘qualitg content professionallg.delivered to enhance learning, knowledge
and understanding. Disseminating good practice coupled with learner centred development are central
to our-service phllosophg and fundomentol to our teochlng and facilitation opproaches So as te ensure
Iearnmg -outcomes,: pcrt|cularlg for tralnmg courses, are achleved class sizes may be limited and
similarly there would be a minimum number emnscged to allow for mterqctgon and peer learning.

We are committed to deliver high quclitg'ond professional events and where relevant for the online
training courses, pcrtmpcnts will be provided with pre- recdmg prepcrctorg material so as to
commence the participant - specnohst engagement in advance of the virtual mteroctlon in the wider
) closs setting. This material will assist with orientation-and group / individual work. ‘This opprooch isa

* _hallmark of our online training opprooch As is the norm for our training courses addltroncl material
"~ owill also be provided at ond durlng the event, as reqmred

Tollored Training
Within mdlvuduol organlsatlons we are ina posmon to deliver customlsed cost effective courses and

programmes, tailored to meet specific needs_ including coaching for individual managers and Ieoder_s, n

and we look forward to developing and collaborating on solutions to meet your organisation’s learning
and development needs. Many of our standard.courses are available online however they can also'be
delivered face-to-face in client premises where public health guidelines allow and where appropriate
safety measures and social distancing arrangements have been put in place. Please get in contact if

i ~you have a specific training need.

' Detoils of all courses are o.v'oildble on our website at the.IPA Training and Development ‘section.

Aidan Horan & Teresa: Cosserlg

Dlrectors Training and Development

Institute of Publi¢c Administration | 57- 61 Lonsdbwne Road Ballsbrldge Dublm D04 TC62
01240 3666 | trqmmg@lpa ie | www.ipa.ie | -

Contact Us

Contact details for the lead Specialists and the various programme areas are as follows:
Audit, Governance & Risk Management | tward@ipa.ie | nmarcoux@ipa.ie

Financial Management and Accounting | dbane@ipa.ie

Human Resource Management | moconnor@ipa.ie | esmyth@ipa.ie | fstephenson@ipa.ie
Local Government and Housing | pbyrne@ipa.ie

Leadership and Management | tcasserly@ipa.ie

GDPR, Data Protection and Social Media | mspeers@ipa.ie

Project Management and Allied | mspeers@ipa.ie

General Course Enquiries and Bookings can be directed to training@ipa.ie

Course dates and times outlined in this prospectus are correct at the time of publication but may be subject to change. Please see our website www.ipa.ie for further information.
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AUDIT, GOVERNANCE & RISK-MANAGEMENT

CERTIFICATE IN AUDIT SKHLS . PR ..
(CIPFA ACCREDITED) .-

The aim of the Certificate in Audit Skills (CAS) is to develop the skills and knowledge of public sector internal auditors in order to carry out
effective audits and make a greotér contribution to the governance of their orgdnisotibns The Certificate is an issues-based course focused on
skills enhancement to meet the ever- changing needs of the auditor in, del|ver|ng an added value and qualltg service. The progrcmme examines
in detail, and'in a very practical manner, the key areas of the work of an internal auditor.

The course programme has been designed for internal c:uditpr's who have some basic knowledge and,practical experience of internal audit. The”
course may not bée suitable for staff who are new to the furiction. It may be beneficial for such staff attend the Institute's Introduction to Internal’
Audit course and then consider undertaking the CAS when they have acquired experience of undertaking audits.

. # # " ® ® *

COURSE CONTENT - E - _DELIVERY, DATES AND COST
The Certificate in Audit Skills progrdmme. covers, in detail, the following topiés‘. . This programme is delivered over faur months with four x
" Module One o .. three day tutorials. o
" Context of Internal Audit . . . .
. Interpersonol Skills . J * Module Dates include:
. Stroteglc Audit Monogement and Planning . . Mc;dule 1. 6-8 September'2022 '
Module Two . ' . Module 2: 4-6 October 2022
e Audit Approach and Technlques Audit Fieldwork & Evidence Module 3: 8-10 November 2022 B
* Value for Money L Module 4: 6-'8‘D_ecember 2022 L
e Fraud . .
Module Thr-eé " - g Times: ' 9:30 am -L5~:00 pm each day
* Audit Reporting . - . Cost: €4,850 per person. .

 Specific Audit Approaches
_*" Audit of European Union Funding

¢ Internal Audit and Audit Commlttees
Module Four* . . - .

e Case Study ) ) ’ ’
* It is intended that Modulé Four will be delivered onsite in the IPA, *

This will be subject tor ongoing COVID restrictions.

ASSESSMENT - - . e e
In order to be awarded the Certificate in Audit Skills, each portlapant must demonstrate: ’
* Satisfactory attendance record on the programme X ) . .

o Satisfactory completion of three prescribed course assignments .

. .Satisfoctorg participation in the Case Stu.dg . .

"« Maintenance of a Portfolio of Evidence which demonstrates the application of learning in the workplace. .

. L ® ®
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AUDIT, GOVERNANCE § RISK MANAGEMENT -

AUDIT (AND RISK) COMMITTEE MEMBER TRAINING -

LEARNING OUTCOMES - .
Upon completion of this course, participants will:
e Understand the role and responsnbllltles of the Audit (and Risk) Commlttee as por't of the governance and assurance sgstems with
" organisations;
*« Review and consider the essential fectures of effective Audit (and Risk) Commlttees
¢ Examine the specific responsibiljties of the Audit (and Risk) Committee;

Con5|der the key elements of the annual Audit (cnd Risk) Committee work progrcmme

e Havea greater understcn.dmg of the legal, regulctorg and professwnol obligations for Aydit (and Risk) Committees.

COURSE CONTENT : = o DELIVERY DATES AND COST
This course will cover-the following areas: = This is a two hour ¢ourse which includes a 10 minute break+
* Role and respopsihilities of Audit (and Risk) Committees, . It will be remotelg delivered through MS Teoms and:

e Audit (and Rlsk) Comm|ttee Charters
« Relationships with senior management, internal audit and Board .
e Audit (ctnd Risk) Committee Work Programme * .

facilitated by subject matter experts.
Dates: | 20 September 2022

e Risk Mcnogement systems and audit oversnght o L 13 December 2022 - :
* Assurance arrangements Times: 10:00 am - 12:00 noon .
., Assessmg audit committee effectiveness ", ., Cost: €160 per person. o
“e Implications of current circumstances & Covid-19 related uncertaintiesand ~ * T

vulnerabilities

CODE OF PRACTICE FOR THE GOVERNANCE OF STATE BODIES

LEARNING" QUTCOMES
ook Noy,

Upon completion of this course, participants will have: -~ ) : : B/’—\
¢ A knowledge of the key areas addressed in the 2016 Code of Practice for the Governance of State Bodies and how
they are interpretéd; LT v T
¢ An appreciation of the principles underlining governance expectcltlons
¢ Anunderstanding of new areas of emphasis within the code.

COURSE CONTENT . . - DELIVERY, DATES AND COST

This‘course will cover the foIIowinc_:.] areas: - ' " This four hour course will be divided into two x two-hour
" . % Role and composition of Boards arid the role of the Chairperson ", " sessions (am and pm) with a oné hour break. It will be

* The roles of the Board and Executive (who is responsible for what?)

e “Assurances - the Audit and Risk Committee, Internal and External Audit,
Controls .

¢ AccoUntability and compliahce requirements * |

¢ Oversight arrangements with parent Deportments I ikl T

« Performance Delivery Agreements ) ) Times: 10:00 am - 12 00 noon and 1:00 pm - 3:00 pm

» Business and Reperting obligations . Cost: €320 per person.

¢ Audit and Risk Committees
Statement on Interncl Control

CORPORATE GOVERNANCE FOR STATE AND
PUBLIC SECTOR BODIES L |

. LEARNING OUTCOMES " - .

Wpon completion of this course, participants will have: .o .

« ‘A familiarity with corporate governance requirements of public bodies and how good governance procedures can ddd to the effectiveness of
organisations; . . . . .

* An understanding of the requirements of the Code of Practice for the Governance of State Bodies and other, relevant governance,
expectations; . . . . .

¢ An understanding of how the governance of an organjsation should and can be assessed; :

* Guidance material:on the assessment of an organisation’s corporate governance.

COURSE CONTENT . DELIVERY, DATES AND COST

femotely delivered through MS Teams gnd facilitated by
subject matter experts.
Dates: 15 September 2022,

This course will provude an overview of key tenets of Corporcte Governance This four hour course. will be divided into two x two-hour
including:  * sessions ‘(am and pm)“with a one hour break. It will be

« The principles of good governance (similarities and differences with the private remotely delivered through MS Teams and facilitated by
sector, Guidelines and documentotlon the ‘hbt topics’ in the Code of Practice for T g
the Governance of State Bodies 2016)

R The role of a Board/Top Management (Effective processes, who is respon5|ble :
. for what?, receiving assurance, the.Audlt Process - Committee, External Audator,
Internal Audit)

. Reportlng and Stakeholder Relatlonshlps (Relotlonshlps between Deportments
and State Bodies, deciding the level of detail réquired, Statement of internal
financial controls, contents of an external assessment)

sut;ject matter experts.
‘Dates: 11 October 2022 .
14 December 2022 e
-Times:  10:00 am - 12:00 noon cmd 1 00- pm 3:00 pm
Cost: €320 per person.
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AUDIT, GOVERNANCE & RISK MANAGEMENT -

CULTURE, ETHICS AND GOVERNANCE FOR
PUBLIC SECTOR. BODIES

. LEARNING OUTCOMES ~ *. .

“Upon completion of this course, participants will have: T o

¢ An understanding of public sector-values-and ethical behaviour; . .

¢ An gwareness of the key steps in embedding a public sector culture in gn organisation; .

e An understcndlng of how to reconcile unovoldeble clashes of volues and address conflict / unethical behawour .

COURSE CONTENT .- o . DELIVERY, DATES. AND COST

This course will caver.the following areas: “i s This is @ two.hour course which includes a 10 minute .
* Role of management and leadership in fostering a sustainable organisational break. It will be remotely delivered through MS Teams |

culture ’ and facilitated by subject matter experts.
* Processes and procedores which collectively represent an orgahisational Date: 8 November 2022

culture. . . . . . . . -
* Practical examples of goverhance areas wheré culture can be analysed and Times: 10:00 am - 12:00 nopn :
improved (risk management, accountability etc.) Cost: €240 per person.

OVERSIGHT OF STATE BODIES: e -
OVERSIGHT AGREEMENTS PERFORMANCE DELIVERY AGREEMENTS R 3 i

AND KEY PERFORMANCE INDICATORS . : . : :
LEARNING OUTCOMES c e e e Lo

Upon completion of this course, participants will have: L ’ L
¢ A solid understanding of the rationale and background to Over5|ght and Performance Dellverg*Agreements with reference to Code of
Practice gnd recent reparts;
¢ A good-understanding of the content required in: the agreements dnd rationale for same;* . .
e A good familiarity with the concept of KPIs, IchIudlng how to identify ond develop relevant indicators given the specnﬂc operotlonol context
of state bodies; . .
o, A greater understanding of opproprlate monitoring processes and performqnce. impact assessment.

COURSE CONTENT S ~+ + DELIVERY, DATES AND COST
This-course will cover the foIIowmg areas: - . This is a two hour course which |nc|udes a 10 minute
o Oversight Agreements: context/rationale, key elements, sample assessment break. It will be remotely.delivered through MS Teams

e Key Performance Indlcctors Accounting for performance developmg KPls,
challenges.and pitfalls

e Performance Dellvery Agreements: context/rotloncle key elements sample
assessment

and facilitated by subject matter experts.
Date: 17'°November:2022

Times: 10:OD am - I2:00 noon

Cost: €160 per person.

PERIODIC CRITICAL REVIEWS (PCRS) FOR .-~ -
NON-COMMERCIAL STATE BODIES

: LEARNING OUTCOMES K K ' ;

Upon completion of this course, pcrtic‘ipaﬁts will : .
¢ Understand the principles, rationale and purpose underpinning PCRs;

. Apprecncte the role of State. Bodles/Agenaes and their interaction with parent and central Departments in the conduct of PCRs

* Be familiar with approaches, guiding principles dnd methodologiesfor PCRs; ) o .

« Consider how to prepare and contribute to PCRs;

* Have an undérstanding of key documentation/reports requnréd and intensity of engcgement of a State- Bodg Board and Executive in PCRs

B

COURSE CONTENT_ . DELIVERY, DATES AND COST

This course will cover the following areas: $ 5 This is a two hour course which includes a 10 mlnute
* Context of PCRs - Performance Focus ’ ’ break..It will be remotely delivered through MS Teams
* Lessons learned/take- -aways from mternotlonol experience and pract|ce on and facilitated by subject matter experts.

similar reviews
¢ ‘Requirements as per Code of Proctlce for the Governance of State Bodles 2016
" . and Department of Public Expenditure and Reform Guidelines for PCRs
¢ Practical conduct of PCRs including establishment of working group, key -
“elements of review (external context, organisational capacity and ’
perfqrmcnce), timing and cpnsultative approqches L " o " Page 5
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Date: 18 October 2022
Times: 10:00 am - 12:00 noon “

. .

Cost: €160 per person. B


https://www.ipa.ie/audit-and-governance/periodic-critical-reviews-pcrs-for-non-commercial-state-bodies.4982.html
https://www.ipa.ie/audit-and-governance/periodic-critical-reviews-pcrs-for-non-commercial-state-bodies.4982.html
https://www.ipa.ie/audit-and-governance/periodic-critical-reviews-pcrs-for-non-commercial-state-bodies.4982.html
https://www.ipa.ie/audit-and-governance/periodic-critical-reviews-pcrs-for-non-commercial-state-bodies.4982.html
https://www.ipa.ie/audit-and-governance/periodic-critical-reviews-pcrs-for-non-commercial-state-bodies.4982.html
https://www.ipa.ie/audit-and-governance/periodic-critical-reviews-pcrs-for-non-commercial-state-bodies.4982.html
https://www.ipa.ie/audit-and-governance/periodic-critical-reviews-pcrs-for-non-commercial-state-bodies.4982.html
https://www.ipa.ie/audit-and-governance/periodic-critical-reviews-pcrs-for-non-commercial-state-bodies.4982.html
https://www.ipa.ie/audit-and-governance/oversight-of-state-bodies.4140.html
https://www.ipa.ie/audit-and-governance/oversight-of-state-bodies.4140.html
https://www.ipa.ie/audit-and-governance/oversight-of-state-bodies.4140.html
https://www.ipa.ie/audit-and-governance/oversight-of-state-bodies.4140.html
https://www.ipa.ie/audit-and-governance/oversight-of-state-bodies.4140.html
https://www.ipa.ie/audit-and-governance/oversight-of-state-bodies.4140.html
https://www.ipa.ie/audit-and-governance/oversight-of-state-bodies.4140.html
https://www.ipa.ie/audit-and-governance/oversight-of-state-bodies.4140.html
https://www.ipa.ie/audit-and-governance/culture-ethics-and-governance-for-public-sector-bodies.4272.html
https://www.ipa.ie/audit-and-governance/culture-ethics-and-governance-for-public-sector-bodies.4272.html
https://www.ipa.ie/audit-and-governance/culture-ethics-and-governance-for-public-sector-bodies.4272.html
https://www.ipa.ie/audit-and-governance/culture-ethics-and-governance-for-public-sector-bodies.4272.html
https://www.ipa.ie/audit-and-governance/culture-ethics-and-governance-for-public-sector-bodies.4272.html
https://www.ipa.ie/audit-and-governance/culture-ethics-and-governance-for-public-sector-bodies.4272.html
https://www.ipa.ie/audit-and-governance/culture-ethics-and-governance-for-public-sector-bodies.4272.html
https://www.ipa.ie/audit-and-governance/culture-ethics-and-governance-for-public-sector-bodies.4272.html

AUDIT, GOVERNANCE & RISK-MANAGEMENT -~

RISK MANAGEMENT FOR PUBLIC SERVICE .~ - 500k Now
ORGANISATIONS AND STATE AGENCIES | |

LEARNING OUTCOMES . . i :
_Upon completion of this course, participarits will: :
e Understand the principles, frameweork and process of risk management;
* ‘Appreciate the role of risk management in the governance and management of organisations;
¢ Be familiar with risk terminology and what it-means in practical terms;-
* Consider how to commence’and embed the process in organisations;
e Have revrewed risk mcnagement policy obligations and risk regls-ters

COURSE CONTENT : ‘ DELIVERY DATES AND COST

& e ®

This course will cover '_che following areas: T This four hour tourse will be divided into two x two houf‘-
¢ Role of Risk Management in modern organisations . . sessions (am and pm) with a one hour break. It will be

° Complionee*Requiremen‘Es . . remotely delivered tHrough MS Teams and facilitated by
¢ 1SO 31000 - Risk Management Standard . . .

* Risk Management Principles and Process
J Imphcotlons for Governance and Controls .

subject matter experts.
Dates: 4 October 2022

* Risk Categorisations, Inherent and Residual . 24 November 2022
" .« Identification of Risk L ", Times: 10:00 am - 12:00 noon and 1; 00 pm - 3:00 pm

* " Risk Ranking and Scoring T .7 7 Cost: €320 per person.

. Monltorlng and Reporting .

* Implications for the Audit and Governance Arrcngements . .

¢ Implications of current arcumstances & Covid-19 related uncertamtles and . . .
vulnerabilities )

MANAGING RELATIONS WITH CHARITIES l':.:' ,
REGULATION, FUNDING AND OVERSIGHT

LEARNING OUTCOMES ° . . : : .

Upon completion of this course, partlcnponts W|I1 B
« Fully appreciate the current legal.and socio-economic environment of Charities and Not for Profits (NPOs) in Ireland;
* Understand the rationale that unde'rpms relationships between funders/reaplen'ts and its historical evolution;
"o, Learn more about good practices and live experiences which can be mtroduced to improve funder/recipient reldtlons.hlps both from the IPA
Trainers and fellow participants. * o . .

COURSE CONTENT " - DELIVERY. DATES AND 'COST
This coursé WI|| cover the follbwmg areas: : : This four hour course will be divided into two X two hour-
. Regulatory, legal and economic context of Irish Charities and NPOs and their sessions (um and pm) with a one hour break. It wnII be -

growing roles in public policy and public services delivéry
* What are the main models of relationships between recipients and funders
and key elements of funder/recipient relationships (oversight, service level
Dates: 9 December 2022
agreements, pay, performcnce management, risk munagement monltorlng
evolucmoh) Times: 10 00 am - 12 00 noon and 1:00 pm - 3: 00 pm
« How to establish bespoke relationships based on mutual confidence and Cost; * €320 per person. , ;
provision of support/assistance, . o o ' ’
¢ Financial Reporting - SORP . . . B

-BOARD SECRETARY: DUTIES & PRIORITIES -

= X
LEARNING OUTCOMES
Upon completion of this course, participants wnII &
e Fully appreciate the formal basis for the Board Secretcrg role in terms of Board governcnce .
* Understand the key roles, responsibilities and expectations that' come with the position; )
e Appreciate the proractive role a Secretary can play in promoting good governance;
* Learn more about good practice which can be introducedto improve Board and Committee processes, both from the IPA and ICSA: The
Chartered Governance Institute Facilitators and from fellow Secretarles DELIVERV, DATES AND COST

remotely delivered through MS Teams and facilitated bg
subject matter experts.

COURSE CONTENT Y - " Delivered in conjunction with the ICSA: The.Chartered

This course will cover the following areas: U o Goveérnance Institute, this four hour couirse will be

¢ What Governance Codes tell us about the Board Secretary . divided into two x two hour sessions (ant and pm) with a

+. The Role and Key Responsibilities: Legal and Practical (incl. Ethics in Public” . . " one hour break. It will be remotely delivered through MS
_*, Office, Freedom of Information etc) - " . Teams and facilitated by subject motter experts.

. Zhe Sdecretlcryt and the r;rontwotion ofdGoold Govte‘rnonce (itncl i;forcn;noftiton fl?ws, ‘Date: 12 October 2022
oard evaluation, member training, dealing with resignation / end of term
9. 9 9 Tlmes 10:00 am - 12:00 noon ond 1:00 pm 3 00 pm

e Good Practlces (e.g. agendo setting, minutes, |nduct|on etc) a : P
. Cost: . €320 per person . age 6
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AUDIT, GOVERNANCE & RISK MANAGEMENT -~

STRATEGY DEVELOPMENT.AND REVIEW FOR . . 500k Now
STATE BODIES & PUBLIC SECTOR ORGANISATIONS

LEARNING OUTCOMES " . : ;

" _Upon completion of this course, participgnts will:

Have an understanding of strategy in a-public sector context; + e .

Have an improved understanding ‘of what ‘good’ strategy looks like; . ’

Have an appreciation of how to best ensure thct strategy is sufflaentlg- forward Iookmg and yet allows progress to be measured olong the
way;

Be aware-of key developments happening at not|onol level in respect of performance reportmg and their |mpI|cat|ons for state & pUb|IC bodies;
Consider how,a governmg body/Board can ensure that it affords appropriate time and attentian to strategg and strategic issues as part of its ,

business. = = : o
COURSE CON.TENT i . DELIVERY.,. DATES AND COST
This course will cover the following areas: L . This is @ two hour course which includes a 10 ‘minute
¢ Key roles and responsibilities of Board and Senior Teams in shaping and bredk 1t will be remotely dehvered through MS Teams and

, Development of busmess/corporo‘te plans and alignment with orgomsatlon‘ol

" Effective reporting on strategy impleméntation + » Cost: €160 per person.

INTRODUCTION TO INTERNAL AUDIT 200k Now

influericing strategies includihg identification of tangible deliverables *

facllltcted by subject matter experts.
A typical strategy development process or cycle

.Date: 9 November 2022
strategic framework . Times: 10:00 am -12:00 noon t

How to embed performance management, reporting and accountability for
strofegy delivery in an orgonlsonon and ensure stroteglc performcnce culture

LEARNING OUTCOMES R oo . S

Upon complet|on of this course, participants will:

* Have abetter understanding of audit principles and procedures . ) )
e Gain a greater appreciation of the role of the Internal Auditor; . . . .

* Bé able to carry out audits ih a more efficiént and effective manner.* ’ ' '

". COURSE CONTENT . @ ". . DELIVERY, DATES AND COST. -
" .This course will cover the following areas: L. This four day course will be delivered over two x two-day

** Corporate Governance o ** Audit Reporting o * modules. Each day is divided into two sessions (am and
* Assurance and Accountability Frameworks ¢ Audit Committees pm) with a one hour break between sessions. It will be

* Role o_f Internal Audit . * * Interpersonal S!(llls_ rer'notelg delivered throdgh MS Teams and facilitated by

e Audit Charter . e IT Systems Audit , )

« Professional Standards and Norms « Delivering an Effective Internal subject matter experts. ;

e Audit Manoi;ement'cnd Planning Audit Service * Dates: Module * 13-14 Sept | Module 2: 27-28 Sept 2022-

« Internal Controls « Risk Management and Internal Module 1: 16-17 Nov | Module 2: 29-30 Nov 2022

e The Audit Process . Audit , © 7, Times: 10:00 dm - 12:30 pm and 1:30 pm - 3:30 pm,

e Audit Evidence . ¢ Audit Relationships Cost: - €1,440 per person.

e Controliing and Reviewing an Audit » Emerging Issues for, Internal Audit ’

. - . . .

— X

“ESSENTIALS OF INTERNAL AUDIT . . -

This web.inor will cover a r‘cng.e of key topics including the roles and DELiVERY. DATES ANb COST . )

responsibilities of the Internal Auditor, key stakeholder engagements
including with external audit and the audit and risk committee, the

This is a one hour webinar. It will be remotely delivered
and facilitated by subject matter experts.

audit process and the relationship with management, key 7 September 2022 T

Dates:

performance indicators and issues to consider in rewewmg the quahtg 9 Novembér 2022

of internal audit.

Times: “10:00 am - 11:00 am

5 B e 5 ' s ®

. . Cost: €70 per person.
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AUDIT, GOVERNANCE & RISK MANAGEMENT

INTRODUCTION TO FRAUD AND
CONTROL IN ORGANISATIONS

This webinar will provide an introduction to the concept of fraud and key
controls in organisations. The session will consider the concept of the fraud
triangle, the characteristics of fraud and the opportunities that may exist in
organisations as well as key elements of an anti fraud policy. The nature
and extent of the control environment and control procedures and the role
internal control plays in prevention and detection of fraudulent behaviour.

FRAUD AWARENESS

gook Noy,

= X

DELIVERY, DATES AND COST

This is a one and a half hour webinar. It will be remotely
delivered and facilitated by subject matter experts.
Dates: 18 October 2022

14 December 2022
Times: 10:00 am - 11:30 am
Cost: €99 per person.

gook Noy,

—

Fraud affects the whole organisation. Boards and Senior Management have an important role to play in developing a fraud culture.

With the level of scrutiny and accountability that is required from organisations, fraud is a significant risk and Internal Audit plays a significant

role when auditing internal controls.

LEARNING OUTCOMES

Upon completion of this workshop, participants will:
¢ have a better understanding of the Fraud Triangle;

e gain a greater appreciation of the role of the Internal Auditor in the fight against fraud;

¢ understand the importance of carrying out fraud risk assessments.

COURSE CONTENT

This course will cover the following areas:

¢ Defining fraud

e Examining the Fraud Triangle and the role it plays in identifying the potential
risk of fraud

e Conducting a fraud risk assessment

¢ Importance of internal controls and the reporting of fraud

¢ The level of fraud awareness within an organisation

DELIVERY, DATES AND COST

This is a two and a half hour workshop which includes a 10
minute break. It will be remotely delivered through MS
Teams and facilitated by subject matter experts.

Date: 23 November 2022

Times: 10:00 am - 12:30 pm

Cost: €200 per person.
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FINANCIAL MANAGEMENT AND ACCOUNTING

ACCOUNTING FUNDAMENTALS - B0k Now

* L] /\

This Accounting Fundamentals course is designed for those who need a-working knowledge of the principles of the double-entry bookkeeping

system.' The course will examine, in detail, the whole bookkeeping process from the beginning of a transaction through to the préparation of a

trialsbalance and will consider journa’:s and corrections. It will also consider how the bookkeeping process sits within en occrual accounting or
" cash reporting framework.

"LEARNING OUTCOMES

Upon completlon of this course, po‘rtlapcnts will:

« Be able to define income, expenditure, asset, liability and capital; . ' . .

* Have an understanding of‘the structure and role*of the accounting ‘and the financial reportmg function;

« Understand the process of recording transactions - ledger accaounts, debits and credits and be oble to prepare ledger accounts,
adjustments and closing balances;

« Understand the difference between balance sheet and income and expenditure accounts; L "

* Have an appretiation of the bookkeeping system in an IT framework; o

e Be able to prepare a trial balance.

COURSE CONTENT . . . DELIVERY, DATES AND COST -
This course will cover the follow'in.g areas: . o This four and a half hour course will be divided into two
* Framework of Accounting ' : " . " sessions (am and pm) with breaks. It will be remotely

o, Definitions - Income, Expenditure, Copltul Assets and Liability
"¢ Ledger Accounts

. 5 = . matter experts.
e Double Entry Bookkeeping . : . *  Dates: 15 September 2022 .
e Trial Balance : . . . ’ P

e Accrual Framework - ) ’ . 24 November 2022
. Bookke‘eping inan IT Frqmework . . Times 10:00 am - 12:30 pm and 1:30 pm - 3 30 pm
Cost: . €360 per person

ACCOUNTING FOR CIVIL SERVICE AND L
VOTE FUNDED BODIES .~ . .

Financial management arrdngements, financial reporting and accounting are three key and evolving areas for managers and stoff within
Government Departments & Vote Funded Bodies. The main objectives of Financial ‘Management include; (i) ensuring sound financial
administration and the stewardship, of public funds, (i) ensuring compliance with legal and regulatory obligations and internal control systems,
and-(iii) providing clarity of financial-accountability and responsibility throughout the organisation. For existing and-new staff within the Civil
" Service and Vote Funded Bodies, this interactive course will provide a greater ynderstanding of and familiarity with the various elements of
+ Central Government Accounting and its‘role wnthln the financial management sgstems .

LEARNING OUTCOMES

Upon completlon of this course, portlapcnts will: .

 Understand the structures’and functions of public sector finance, pcrtlculorlg the estimates and budgetary ‘process

e Have greoter awareness of the role of key stckeholders including - Department of Finance, Deportment .of Public Expenditure and Reform
Comptroller & Auditor General, Public Accounts Committee;

¢ Have a greater femlllorltg and knowledge of accounting and finance in a Vote Funded enwronment

* Have examined reléevant sectoral financial reports and finaricial statements. ' ST

delivered through MS Teams and facilitated by subject

COURSE CONTENT ~. . T DELIVERY. DATES AND COST
This course will cover the following areas: L . This four and a half hour course will be divided into
* The Estimates Process - . . two sessions (am and pm) with breaks. It will be

 Fihancial Management arrangements
.. Prnnaples and framework of Accountlng
‘e Cash and Accrual Accountin

; N = L Dates: 5 October 2022 .
e Government Accounting systems- . . . .
 Appropriation Accounts and Anfual Financial Statements o ] 15 December 2022¢ )
e Public Financial Procedures - i " Times: 10:00 am - 12:30 pm and 1:30 pm - 3:30 pm
¢ Role of'the key stakeholdérs in the process o o Cost: €360 per person. T

. remotely delivered through- MS Teams and facilitated
by subject matter experts.

B - . . . Page 9
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FINANCIAL MANAGEMENT AND ACCOUNTING

BUDGET MANAGEMENT AND COSTING ook Noy,

* /—\

In many, orgcnlsotlons the gccountobllltg and respon5|b|||tg for budget management dnd control has been’ cascaded down to individual
department, budget centres, and to individual budget-holders. This creates a need for those with the responsibility for these areas to understand
.the financial arrangements, the process of budgetary preparation, costing systems and budgetary control reports and documents available to
assist in managing the budgets. This intensive course is designed to provide key |nsnghts and understanding for occountabbe budget holders and
"those who support them in fulfilling this key'rgle .

LEARNING OUTCOMES - " - " -DELIVERY, DATES ANI5 CoST

Upon completion of this course, participants will have: . This course is divided into two sessions (dm and pm)
e A better awareness of thé annual budget process in grganisations;

e A better appreciation of costing systems and their contrlbutlon to the
budget preparation process;

e A better understondlng of the principles underpmnlng budgetcrg
control reports and varjance analysis;

Teams and facilitated by subject matter experts. . .
Dates: 29 September 2022
12 December 2022

* A greater appreciation of accountability within a devolved budgetorg Times:  9:30 am --12:30 pm and 1:00 pm - 2 30 pm
process. . . . Gost: €360 per per,son
COURSE CONTENT '
Budget Management and Costing will cover'the following areas: v .

. » .The annual corporate budgetary process = .
e Costing systems and cost classifications - . - .
. Thé detailed preparation of budgets and the role of key assumptions . ’
Budgetary control reports arnd variance analysis = g g =

BUDGET MANAGEMENT AND CONTROL FOR pook Noy, |
LOCAL GOVERNMENT .

The responsibility for budget management and control is bemg cascaded down to individual Deportments and Centres within Irish Locol
Government. This creates a need for those with the responsnbllltg for.these areas and Elect.ed Members to understcnd the financial processes,
reports dnd documents that théy are being asked'to comment upon.  * :

-

This half day Budget Management'and Control for Local Government course js designed to provide the support needed by detailing the system
+ of preparing budgets, the process by which actual expenditure is calculated and the control system used whereby actual and budgetary figures
. ‘are compared to produce ‘variances’. The.process of analysing variances, for the purpose of explaining under or over spendlng is a key aspect
of thls course, in the same way thot is the main means of effecting budgetorg controhn Local Government.

LEARNING OUTCOMES .- o

Upon completion of this course, participants will understand: )

e the process.of budget prepordtlon and prepare a budget . .

¢ the local govérnment budgetary process; :

¢ the basis on which actual expenditure is calculated and then compared against the budget to create a variance, to effect control cnclgse
and interpret the variances on a budgetary control statément.

COURSE CONTENT . - DELlVERY. DATES AND COST
The Budget Management and Control for Local Government course will cover the This half-day course, will be remotely delivered
following areas: * “through MS Teams and facilitated by $ubject matter
e .Budget preparation e . . . experts. " .

" .« Budget control CLT ". "  Dater  4October2022 .~
». Understanding and analysing variances .. Times: 10:00 am - 12:30 pm *

= Cost: €200 per person.*

with breaks. It will be remotely delivered through MS -
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FINANCIAL MANAGEMENT AND ACCOUNTING

FINANCE FOR NON FINANCE MANAGERS -~ - OOk Now,
WITHIN THE PUBLIC SECTOR | | |

Finance for Non-Finance Managers within the Public Sector is a two-day online course that is intended to provide an overview of the main
" aspects of finance confronting an increasing number of individuals in public’ service organisations. Devolved financial management
* responsibilities have led to a redefinition of many roles and the establishment of many budget holders. This has led to an-increased need for
people with an understanding of financial reparting, management accounting and control and audit. This is a speaanst led onllne course which
is aimed at providing an overwew ‘of these areas* of finance. N

LEARNING -QUTCOME_S

Upon completion-of this course, participants will have: . . .

e An awareness of the role of the finance function in the organisation; S o
* An understanding of financial reporting practices and techniques;

¢ An understanding of the principles and concepts of cgsting and budget preparation;

=

¢ An understanding of budgetary control and how tointerpret a budgetary control report; - -
 An overview of control and ‘aydit issues and the roles of external, internal and value for money audit. " ’
_ COURSE CONTENT S - -DELIVERY, DATES AND-COST _
. This course will cover the following areas: . . e This course is delivered over two days and divided into
. * Financial Management roles and respénsibilities ", two sessions per day (am and pm).with breaks. It will
¢ FRinancial Reporting - concepts, prmaples plus the cash and accruals b05|s of * _be remotely delivered thréough MS Teams and

préparation facilitated by subject matter experts.
¢ Interpreting the Financial Statements and evoluotmg the entities performonce . . .

« Costing and Budget Preparation ) Dates:- 8-9 September 2022
e Budgetary Gontrol - comparing actual expenditure to budgets . . 21-22 November 2022
» Appraising Capital Investment L Times: 10: OO am - 12:30 pm and 1:30 pm - 3:30 pm

¢ Audit and Control . Cost: €720 per person. .

FINANCIAL MANAGEMENT MATURITY FRAMEWORK ook Noy,

A good Financial Management Maturity Model will link practice ond awareness of financial management to stroteglc outcomes of an
organisation. In 2018, the Comptroller and Auditor General published a good practice guide (Special Report 101) to assist public sector bodies.
*This half day course presents key fmoncnol management principles underpinning good practice and reviews this guide for oppllcotlon in the real
world. The course will be of particular interest to Executives and Boards within Public Sectors entities.

LEARNING OUTCOMES

Upon canpIetion of this coursé participants will: ’

* Apprecidte the basic principles of financial manadgement;

e Understand the key.financial management practices and outcomes by maturity level; .
* Recognise the'themes and questions to support the mapping of financial management practices within your organisation.

COURSE CONTENT. e DELIVERY, DATES AND COST ’
The progromr'ne will introduce participants to the five moturity' levels of This half d-qg course wiI-I be remotely delivered threu.gh
financial management characteristics of organisation practice (Ieodlng- MS Teams and facilitated bg subject matter experts

edge, professmnol adequate, basm and modequote) which are opphed to
the following key themes:
- 1.Financial Governance and Leodershlp

Dates: 7 September 2022
- 7 November 2022

,2.Financial Planning L 5 December 2022 e
"3.Financial Information for Decision Making : Times:  9:30 am to 1:30 pm
4.Financial Monitoring and Forecasting t L Cost: €360 per person.

5.Financial and Performance:Reporting .

& . . . . Page 1
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FINANCIAL MANAGEMENT AND ACCOUNTING

PUBLIC. SPENDING CODE: INTRODUCTION TO ook Noy
CAPITAL PROJECTS - |

This.course is intended to introduce.the Public Spending Code (PSC) for éopitol Projects The programme will address the commitments to
" complete the framework for capital projects by identifying the roles and responsibilities of the stakeholders and taking tne pdrtlaponts through
* the requirements of delivery of each stage 'of the framework. =

LEARNING OUTCOMES - ' o DELIVERY, DATES AND_COST
On completion of this course, participants will be able to: T This*half day course will be remotely delivered through
¢ Identify the roles and responsibilities of stokeholders MS Teams and facilitated bg subject matter experts
* Consider the requirements for delivery of projects within each s‘toge of the Dates: 14 September 2022
Public Spendmg Code for Capital Projects. i 14 Novémber 2022
COURSE CONT-ENT . 7 December 2022
This introductionto the Public Spending Code for Capital Projects course provides Times:  9:30 am to 1:30 pm
context to the purpose and commltments required under the follownng deliverables: 4. . " €360 per person. .
1.The Stroteglc Assessment” | . . .
2.Preliminary Business Case
3. Pro;ect Design, Planning and Procurement Strotegg . . i
4 Final Business Case L *

& B . 0

5.Implementation Stage 5 & & 5 .

6.Review Stage . . . -

7.Ex-Post Evaluation ) ' . T
The course will also deliver a brref overview of the‘dlfferent forms of flndnaol . : .
analysis (basnc cost- beneflt onolgsns multi-criteria onall_45|s cost- effectlveness ’ ’ ’
analysis).

PUBLIC SPENDING CODE: CARRYING OUT A -
FINANCIAL ANALYSIS (NOVEMBER 2021 UPDATE)

A critical component of the Public Spending Code is the financial onolgsmowhlch supports your projects / progrommes The Deportment of Public
Expendlture and Reform has prowded two excel files to guide the financial onolgsus for proposols / projects / progrommes under €1 million and

*  over €1 million. This training delivers ‘a workshop to help participants navigate and populate the financial analysis témplates. In addition, the

course aims to develop the skills and knowledge of the participants in investment cppraisol tools and techniques to support a financial analysis.
Th|s.progromme Public Spending Code: Corrylng out a Financial Analysis, bunlds on our generol Public Spending Code course ond attendance is
recommended at that course prior, to taking this programme.

LEARNING OUTCOMES -

DELIVERY, DATES AND COST

On complet|on of this course participants will be able to. ' This course will be -d;vided into two sessions (om and
1.Navigate an introduction to financial mathematics togéther wrth practical pm) with breaks. ‘It will be remotely delivered through ,
Investment Appraisal methodologies - MS Teams and facilitated by subject matter experts. *

2.ldentify and measure cashflows, calculate the net financlal impact and incorporate Dates: -24 October 2022
bias, risk, and uncertomtg :

3.Identify acashflows and counterfactual case of a pro;ect / progrémme

4.Discuss common mistakes in: fmoncnol opprolsol .

COURSE CONTENT .

" During this course, participants will be gwded through the critical understondlng of the time value of money, which subpo'rts financial
. analysis projections (compoundlng).ond the present value of projects / programmes (discounted cashflows). .
¢ Cashflow will be analysed through differént methodologies, such as payback / discounted payback method, net présent vdlue, benefit /
cost ratio, internal rate of return, and modified internal rate of return. - .
» Discussion on sensitivity andlysis and scenario analysis will also be reviewed in this session.

" 14 December 2022
Times:  9:30 am - 12:30 pm and 1:00 pm and 2 30 pm
. Cost: €360 per person:

. . ' , . Page 12
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FINANCIAL MANAGEMENT AND ACCOUNTING -~ -~

PUBLIC. SPENDING CODE: THE PROGRAMME LOGIC ook Noy
FRAMEWORK MODEL .-

A programme logic model is a road’map of yolr programme, highlighting how itis expected to work, what activities n'eed to comie before others,

* and how desired outcomes are achieved (Kellogg, 1998). This model is used e>cten5|velg in the public sector to help evndence value for money
throughout the lifecycle of a prOJect/progromme This course is intended as an |ntroduct|on to navigating the progrdmme Ioglc model, which
supparts delivery of your capital and’current expenditure project.

LEARNING OUTCOMES - K o . o -

On completion of this course, portlcuponts will be oble to:
1.Identify and use the programme logic model framework;

2.Apply the programme logic model to business cases supportmg the project lifecycle from stroteg1c ossessment through to ex-post e
evaluation. .. )
COURSE CONTENT . . . DELIVERY, DATES AND COST
This course-is intended as an introduction to navigotin‘g the progrdmI’ne logic model, This two hour course will be remotely delivered through
which SUp'pOI“tS delivery of yOUFICOpItOI and curren‘t expenditure project. * MS '.|'eqm5 and facilitated bg subject matter éxpertsl
A logic model can greatly enhance the evaluation of projects specifically W|th|n Dates: 28 September 2022°
. plarined work. The course, covers in detail the following: .. 29 November 2022 .

- 1.Resources/Inputs (e.g. human, flnonccol organisational, and community
" resources, etc.)
2.Programme Activities - the proc-esses tools events, technology, and octlons
that are an intentional part of the programme implementation. . . . .
3.0utputs - the direct products of programme activities . : . .
4.0utcomes - the specific changes observed as a result of the : ’

Times:  10:00 am - 12:00 noon .
° Cost: €160 per person.

project/programme: -
5.Impact - the fundamental intended or unintended change.as a result of the L LT
project/programme. . . R
PUBLIC SPENDING CODE: DATA FOR EVALUATION " 800k Noy,

e X

Under the Public Spending Code (2019), project evoluotion is critical in providing evidence of efficiency, effectivenes.s-ond impact of a project as
" . per the Value for Money Review (VFMRs) and Focused Policy Assessment guidelings (FPAs). This one-day course, Public Spending Code: Data
. For Evaluation, introduces users to the"analytical elements involved in undertdking a VFMR or a FPA, supporting prdject evaluation from
conception to completion (ex-post evaluation). . . . .
Portiéip.onts will be introduced to.data evaluation techniques from primorg' to secondorg sources. The session will also include an overview of
statistical methods such as descriptive statistics, correlation and regression analysis recommended by the VFMR." ’

LEARNING OQUTCOMES . - DELIVERY DATES AND COST

On completion of this course, participants will be able to:  *  * This course ‘will-be divided into two sessions (am and -

o Identify data from .publicly available databases. . pm) with breaks. It will be remotely delivered through .

e Conduct a literature review, develop and implement sorvey /'focus group MS Teams and facilitated by subject matter experts.
instruments. Descrlptlve statistics. . . Dates: 12 October 2022

- e Times:  9:30 am - 12: 30tpm and 1:00 pm cmd 2:30 pm
. Cost: €360 per person.

e Correlation and regression analysis.

PUBLIC SPENDING CODE: QUALITY ASSURANCE B ¢ ook Noy,
This Publi.c Spending Code: QuoIitg Assurance CouIse is intended as on»irItroduction to the éteps involved in thequclity assurance of both capital
and current expend|ture pro;ects The two hour workshop will sup.port a review of the mventorg process and checklists on certain checklists to

help build awarehess of ‘obligations.

LEARNING OU'FCOMES .o DELIVERY DATES AND COST

On complet|on'of this course, participants will be able to: . This two hour course will be remotely delrvered
1.ldentify,and draw up inventories of projects/programmes; . through MS Teams and focmtoted by subject matter
2.Evidence summary information for relevant projects. N experts.
3.Exposure and engagement with.quality assurance checklists, including scoring.. ‘Dates: 10 October 2022
4 Appreciate requirements of an in- depth check of projects/programmes. * Lo 18 November 2022 t

COURSE CONTENT L . Times:  10:00am - 12:00 noon .

This Public Spending Code: Quality Assuronce Course is intended to support the *  Cost: €160 per person.

quality assurance process for both capital and current expenditure projects. . . i
. . . . . Page 13


https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-the-programme-logic-framework-model.5984.html
https://www.ipa.ie/financial-management/public-spending-code-data-for-evaluation.5993.html
https://www.ipa.ie/financial-management/public-spending-code-data-for-evaluation.5993.html
https://www.ipa.ie/financial-management/public-spending-code-data-for-evaluation.5993.html
https://www.ipa.ie/financial-management/public-spending-code-data-for-evaluation.5993.html
https://www.ipa.ie/financial-management/public-spending-code-data-for-evaluation.5993.html
https://www.ipa.ie/financial-management/public-spending-code-data-for-evaluation.5993.html
https://www.ipa.ie/financial-management/public-spending-code-data-for-evaluation.5993.html
https://www.ipa.ie/financial-management/public-spending-code-data-for-evaluation.5993.html
https://www.ipa.ie/financial-management/public-spending-code-quality-assurance.5986.html
https://www.ipa.ie/financial-management/public-spending-code-quality-assurance.5986.html
https://www.ipa.ie/financial-management/public-spending-code-quality-assurance.5986.html
https://www.ipa.ie/financial-management/public-spending-code-quality-assurance.5986.html
https://www.ipa.ie/financial-management/public-spending-code-quality-assurance.5986.html
https://www.ipa.ie/financial-management/public-spending-code-quality-assurance.5986.html
https://www.ipa.ie/financial-management/public-spending-code-quality-assurance.5986.html
https://www.ipa.ie/financial-management/public-spending-code-quality-assurance.5986.html

FINANCIAL MANAGEMENT AND ACCOUNTING

UNDERSTANDING THE FINANCIAL REPORTS OF - ook Noy,
PUBLIC BODIES: . . |

Published accounts are the backbone of the accountability and reportin'g system. used in the public, semi-state and privote sectors. The
information contained in these reports is tritical for those charged with the responsibility of monitoring agency performance. However, this
. mformotlon is only useful where it can be mterpreted accurately and in the correct context .

Understondmg the Financial Reports of Pubhc Bodies is designed for those who need a basic knowledge of the pr|nC|pIes of the financial
reportlng system, from the nature of the information that goes into publlshed accounts,.to understanding what it is the statements actually
report. This® course will take _participants through the structure of the financial reporting protess and, in oddltlon will provide the tools that are
necessary to assess and mterpret what it is the publlshed occounts are saying about the orgomsonons performance

LEARNING OUTCOMES N L e
Upon completion of this course, participants will: o e o
. Apprecnote the role of information communicated by publlshed accounts;

e Develop an understanding,of the structure and role of the accounting and the financial reportlng function; ,

e Understand the context andenvironment of accounting; N

e Understand the language of finance and occountmg, ’

e Wnderstand the format and content of Income and Expenditure Accounts Bolonce'Sheets and Cash Flow Stotements mcludmg the rules and
" regulations, which underpin the financial reporting system; . .

o Apprecuote the significance of the onolg5|s and interpretation of accounts;

J Develop an understanding of Rcmo Anolg5|s ond interpretation of results of the onolysns

0 ®

COURSE CONTENT : : . DELIVERY DATES AND COST

This course WIII ‘cover the foIIowmg areas: . . This one- dog course will be divided into two sessions

¢ Framework of Accqunting Lo (am and pm) with breaks. It will be remotely delivered .
* Accrual Accounting Principles o through MS Teams and facilitated by subject matter |

« Annual Financial Statements:
o Balance'Sheet; Income & Expenditure Account; ond Cash Flow Statement

e Assessing ‘the reliability of information in publlshed financial statements

¢ Analysing published statements " "

. Interreting the analysis ' )

experts. *

Dates: 12 October 2022

o o 2 December 2022 .
Times: 10:00 am - 12:30 pm and 1:30-pm to 3:30pm
Cost: €360 per person. L7

UNDERSTANDING LOCAL GOVERNMENT FINANCE -~

*

This course is designed to provide participants with a basic understanding of how an Irish Local Authority Sources their income to fund day to day *
expenditure and capital expenditure. The course will also provide participants with an appreciation of how the budget process works in a Local
Authority and an understanding of the Income and Expenditure Account and Balance Sheet of a Local Authorlty Finally, the course will examine ,
the role of mternol and externol audit in a local government context . :

Understanding Local Government Finance will be of interest to any Local Authority Official’ ond/or Elected Member who wants to gain a basic
understanding of the financing of Irish Local Authormes It may also be-of benefit to kocal Authority staff members who currentlg work in a
finance related area but who may wnsh to expond their knowledge of the full operation of local authority financing.

" COURSE CONTENT - ~- DELIVERY, DATES AND COST- _

The'course will cover the following key areas: ’ “ This is a one day course. It will be remotelg delivered

¢ Understanding the key soureces of funding the Revenue Accounts - of Local through MS Teams and focmtoted by subJect matter
Authorities (including Service Charges; specific'State Grants; Commercial Rates; experts .
the Local Property Tax; Pension Related Deductions; the Equalisation Fund); .

e Understanding the key sources of funding the Cagpital Accounts of Local Dates: 13 October 2022

s

Authorities (including Exchequer Funding; EU Funding; Development Levies; 15 December 2022

Borrowing; Sale of Assets); ) Times:  10:00 am - 3:30 pm
¢ Understanding how the Revenue budget process operotes in a Local Authority  cost: €360 per person.

context; ’ :

e Understanding the Annuol Financial Stotements (AFS) of Loccl Authorities . . .
(inclyding the Income and Expenditure Accoynt - Statement of Comprehensive ' ’ ’
Income; Balance Sheet); + .

", o .Understanding the role of audit in the local government system (including.the )
* understanding the role of the Local Government Audit Service; the role of Audlt .

" "Committee and the role of internal audit)., ’

. . . . . Page 14
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GDPR AND DATA PROTECTION

CERTIFICATE IN GDPR AND DATA PROTECTION -

Data ‘protection compliance is a key duty,of all organisations, public and, private, ‘which handle personal data. As well as the legal and
* régulatory impact of a serious data protéction incident, the harm to trust, brand and reputation can be literally incdlculable. This examined
* Certificate will give you a clear understanding of your organisation’s data protection obligations under current legislationand the GDPR, and

how to ensure your compliance. -

LEARNING OUTCOMES -

Upon completion of this course, participants will be equipped to:, *

Demonstrate practical knowledge and understanding of current data protection requirements;

B . 8 ®

Develop and |mp|ement effective data protection poIlcnes and procedures for their orgonlsctlons-
3 Understond the key changes in the General Data Protectlon Regulotlon (GDPR) and how theg opply in thelr working environments.

# # "

COURSE CONTENT : g :

This course will cover the foIIowmg areas:

&

L

.

History and context of privacy rlghts

Data Protection and related Ieglslotlon including full coverage of the provnsmn .

of the GDPR and Data Protection Act 2018 .

Definitions . .
The Seven Principles of Data Protection :
Rights of the Data Subject

Data Protection Com-mission

Offences and Lidbilitg .
Overseas Data Transfer ’ ’

The role 6f the Data Protection Officer

DELIVERY DATES AND COST '
'Thls is a three day course, whlch will bef dellvered online
over three non-consecutive dates or‘in person over three
consecutive dates. The online ‘programme will  be
remotely delivered through MS Teams. Programmes are
facilitated by subject matter experts. t
Dates: 1, 8 and 15 September 2022

"6, 13 and 20 October 2022

9.-11 Novémber 2022 (In Person) L
Times:  9:30 am - 5:00 pm each day ..
Cost: _ £€1,395 per. person. ’ ’
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GDPR AND DATA PROTECTION .~ -

INTRODUCTION TO DATA PROTECTION & GDPR : 800k Noy,

. This' one day course will give you o cjear ungerstanding of your orgcnisction:s mainvdutc protection obligations, thé §DPR, qnd how to ensure
. your organisation’s compliance. It is-aimed at staff who have responsibility for managing data and have a critical role in ensuring the

5 orgcnlsotlon is compliant in its obllgatlons under the GDPR but who do not necesscrjly work in the role of Data Protectlon Offlcer (DPO).

LEARNING OUTCOMES

Upon complenon of this course, pcrtlapcnts wnII be equipped to: . . . .
¢ Demonstrate practical knowledge and understandjng of current data protection requirements under the GDPR; ’
¢ Develop and implement effective data protection pohcnes cmd procedures for their orgomsotlon encompassung GDPR;

¢ Project GDPR Gap and Compliance Analysis. i PR "5 &
COURSE CONTENT- . . DELIVERY, DATES AND COST

This course Wwill cover the féllowing areas: , . This is @ one day course, that is being delivered onIlne and

» Context of Data Protection - . . in person. The online course will be remotely delivered

* Scope of application of GDPR™ | ' ] through MS Teams. All courses are fccmtoted by subject

e The Seven Data Protection Principles . . .

matter experts.

¢ The Key People and Roles i
o Risk based approach to GDPR |mp|ementot|on v e .
 Sanctions and Compensation, Offences and Liability L - Dates: 2 September 2022
¢ GDPR Gap and Compliance Analysis . . . 14 October 2022 (In Person)
’ ’ : : Times:  9:30 am - 5:00 pm
Cost: + €395 per person.

GDPR AWARENESS BRIEFING -~ .

. . = X

This half dag brleflng is 5|m|It:r in content to the Introduct|on to Doto Protection and GDPR. Itis clmed as people who are not dlrectlg mvolved in
the processmg of personal data- but who should hcwe a high-level workmg knowledge of GDPR . .

" LEARNING OUTCOMES - -

‘Upon completion of this briefing, partlcnpcnts will: L Lo
¢ Understand the why of data protection; . .
» Démonstrate some understanding of data protection requirements undef the GDPR;
. Apprecmte their indirect role in data protection;

* Project GDPR Gap and Compliance Analysis.

8 * B

COURSE CONTENT - T DELIVERY, DATES AND COST

This briefing will cqver, the following areas: .. This is a half aqg briefing. It will be remotely delivered,
* GDPR contextr . L T through MS Teams and facilitated by subject matter *
¢ Scope of GDPR i . . experts: - :

e The Seven Data Protection Prmcnples o

* Key People and Roles 5 : % ' ' '

Date: 7 October 2022
* Times:  9:30 am - 1:00 pm
Cost: €190 per person. .

. Scnctlons and Compensation, Offences cmd' Llabllltg
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HUMAN RESOURCE MANAGEMENT

CERTIFIED MEDIATION TRAINING PROGRAMME" ook Noy

The overoll aim of the Certlfled Mediation Training Programme is to prcrwde students withra comprehensnve understondlng of Medrot|on as well
as expertlse in mediation skills for the monogement of workplace and orgonlsotlonol conflicts and disputes. For those W|sh|ng to practice as
professmnal mediators, this 60 hour programme is accredited by the Mediators’ Institute of Ireland (MIl) and leads to ‘Member status of the
Mil. On successful completion of this trcunmg programme and a further seporote ‘Assessment Day’, successful ccmdldotes are eligible to

reglster at ‘Member’ level of the Medlotors’ Instltute of Ireland.

LEARNING OUTCOMES .~ i . |

*

At the conglusion of the progromme participants wnII

* have developed appropriate mediation related skills through proctlce
reflection and feedback;

¢ be prepared t6 progress towards Mll Assessment.

COURSE C'ONTENT'

This course will cover the following areas: . .
e Mediation as a mechanism for dispute resotution and its appropriate use
e, The five step framework for mediation and how to manage the mediation
process o
", The role of the Mediator :
o The types and causes of COI"IfIICI.‘
. Po.rt|cnponts own personol skills development needs in relation to worklng as
a Mediator s g
e Why medlotlon asa process is rapidly developlng in various focets of Irish
society arid business®

MEDIATION SKILLS FOR MANAGERS

PDELIVERY, DATES AND.COST

The Certified Mediation Troining progrommeris a 60 hour
programme that is delivered in three x two day modules

over a two to threé month period. It is intended that this

programme quI be delivered in person at the IPA ond
facilitated by subject matter experts.
Dates: .
Progromme Three 2022 - *
Module 1: 27-28 September 2022 '
‘Module 2: 11-12 October 2022 *
Module 3: 8-9 November 2022 *
Programme Four 2022

" Module 1: 16-17 November 2022
Médule 2: 6-7 December 2022
Module 3: 10-11 January 2023
Times: 9:30 am - 5'00‘pm each day
Cost:  €2,020 per person.
Please note that following the Programme there will be a
separate ‘Assessment Day’ with a cost of €250 per
person. . ’ ’

.

This Med|ot|on Skills for Manogers training progromme is designed to g|ve participants an understondmg of confllct and different approaches
to monogmg conflict, awareness of their own style, where mediation sits within the range of alternative dispute resolution opprooches an
* introduction to the theory and practice*of mediation as well as an understanding of‘the mediation model and relevant skills. *

LEARNING OUTCOMES L

The'aim of the Mediation Skills for Monogers programme is to give portnqponts

w

e An understondmg of mediation as a mechanism for dispute resolut|on and how it differs from other dlspute resolutlons methods

e An understondmg of the five step framework for mediation;

8 * B

* Anunderstanding of the benefits of using a mediation approach in resolving conflict locally within their own organisations;

e Agreater understondmg of conflict and conflict monog.ement

e Asetof skllls/to'ols to make them personally more effective when managing conflict/disputes and/or difficult conversations within the

workplace.

COURSE CONTENT

Among the issues covered in the Mediation Skills.for Managers progromme will be:

¢ Understanding the structure tind principles 6f Mediation

. A'nolysis of conflict, why it hoppens and how to deal with it
Personal responses to conflict
Benefits of adopting a mediation opprooch to conflict resolution

" Effective listening, questioning, rnegotiating and communication skills
Opportumtg to practice the skills required in.dealing with workplace issues
adopting a mediation approach !

L ] L

e .

" . Times: To be confirmed.

DELIVERY, DATES.AND COST

This is a two day course- that is focilitoted-og subject
matter experts. It is designed to be delivered in person.

Dates: Dates to be confirmed. -

Cost: €900 per person. | *

Please contact training@ipa.ie for further information.
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HUMAN RESOURCE MANAGEMENT

CIPD FOUNDATION CERTIFICATE.IN PEOPLE PRACTICE |l

The prlmary purpose of this quohflcotlon is to develop participants’ knowledge and Skl“S ond to build their expertlse confldence ‘and credibility
to deliver value in their orgonlsotlons and to.the people served by Human Resources(.HR) and Learning and Development (L&D) professwnols

: Q_UALIFICATION OBJECTIVES

This Level 5 NFQ qualification introduces the participants to a wide range of *
relevant knowledge and expertlse in people proctlce It is suited to those -
participants who: *

o Are studgin‘gz aspiring’to, or embarking on, a career’in people practice;

e Are working in-a people practice support role and wish to develop their
knowledge and deliver immediate and short-term value for their organisation;

* Wish to develop thespecialist knowledge, skills and understondlng required to
be a people professional; .

e Line Manogers with people mcmogement respon5|b|I|t|es .

ClPD-quaIifications set the internotloncll stcmdard for people professionals.-When
participants complete the qualification, they will be awarded CIPD Foundation
‘Membership, and the designation “Foundation CIPD” after their name. This starts
to build their credibility in the people profession, shows that they are serjous
about their development and that they have a strong base of knowledge to build
on.

COURSE CONTENT

Over the course of the four units participants will studg a ronge of areas as set
out below.

0

®

Business, Culture and Change in Context
e The Business Environment.
. Orgamsotlon Culture and Workplace Behaviour. ' .
* Supporting Organisation Chcnge o o

Prmqples of Analytics
* o Understanding the Needs of CustOmers &Stakeholders of the People
" . Profession. .
¢ Evidence-based Practice & Decision Making.
. Ad-ding Value through insights based on the Analysis of Data.

Core Behaviours for People Professionals
e The CIPD Profession Map - the Standards for the People Professmn
* Ethics and Professional Practice. L.
e The Values of the People Management Profession. .
e Continuing Personal/Professional Development. ’

The Emplogee Lifecycle ' .
* Contributing to Effective’Selection and Appointment. .

Employee Relations & Engagement. . .
Employment Law & Best Practice in relation to Organisation of Working .
Time/Work Life Balance, Employment Equality & Diversity and Dismissal.
", ¢ Performance Management. ’
Reward Management. .
e Learning and Development. .

.,

DELIVERY, DATES AND COST )

We offer a blended learning approach to the delivery of

120 hours of guided learning over the period-of September
2022 to April 2023 (Cohort.O‘ne) or November 2022 to June
2023 (Cohort Two) in addition to the 120 hours of guided
learning partlaponts can expect to devote another 120
hours to self- studg and the completion of assessments
between September 2022 and April 2023 (Cohort One) “or’
Novembe[ 2022 and June 2023 (Cohort Two). .

In this blended learning approach, we give participants a
series of 11 days of Online Live Workshops. Pal:ticipunts will
be’required to have good interriet access and are advised

*to be able connect to the online liveworkshops using a
. laptop/PC with video and audio enabled.

The Live Online Workshops will bé delivered by a team of
HR professioncls with extensive experience of designing
and delwermg learning and development mterventlons for
HR and L&D, Practitioners and Line Managers.

Dates: oL L
The following is the schedule for the programme
September 2022 - April 2023 (Cohort One). e
Please see the IPA website for Cohort Two dates.

Induction / Orientation

28 September 2022 (P.M. Onlg)

Unit 1: Business, Culture and Change in Context

* 29 September & 13 October 2022 .
« First Facilitated Learning Set Meetings*

One Meeting on either 17 or 18 October 2022
Unit"2: Principles of Analytics * '
3 & 17 November 2022
Unit 3: Core.Behaviours for People Professionals '
1 December 2022 & 10 January 2023
Unit 4: Essentials*of People Practice:
. Emplogee-Llfechle & Recruitment & Selection
26 January and 9 February 2023
* Legislation & Organisation Practices
2 March 2023
¢ " Performance & Reward
23 March 2023

+ e Supporting Skills & Knowledge Development

. 25 April 2023
Times; 9:30 am - 5:00 pm eqach day .
Cost:  "€2,830 per person: ©
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HUMAN RESOURCE MANAGEMENT

COMPETENCY BASED INTERVIEWER PREPARATION

This online workshop is desugned to provide portlcnponts with a clear understondmg of the theory of best pract|ce in recruitment and selection
. as well as providing them with an understanding of their responsibilities as Intérview Board Members.

' LE'AR_NING OUTCOMES

At the conclusion of the online workshop, participants will have developed:
¢ A clear understanding of best practice for the recruitment and selection process; . . .
* A clear understanding of best practice in competency based recruitment and selection interviewing - the LGMA Recruitment and Selection
Procedure 2016, the Commission for Public Service Appomtments (CPSA) and the Public Appomtments Service (PAS) Codes and Best Proctlce
Guidelines; ) i o
¢ An appreciation-of the importance of identifying and agreeing competency selection criteria;
¢ An understanding of how to operate effectively as an Interview Board Member - i.e. roles and responsibilities etc;
¢ Knowledge of relevant interview techniques which make for effective evidence based |nterV|ewmg .
A basis for enhanced mterpersonol skills in the conduct of interviews; ,
¢ An awareness and understanding of current employment legislation (irr partlculor Emplogment Equality, Freedom of Informotlon and Data
Protection) and its practical application in recruitment and selection mtervLewmg to ensure they are aware of what questlons can and what
* questions cannot be asked and why;  * .
L eLA practical appreciation of the opprooch to evaluating and marking cond|dotes
. Gu1de|mes on notetaking and condldcte feedbcck . T

®

® *

COURSE CONTENT - " - DELIVERY DATES AND cosT .

During the onlme workshop there will be a focus on: . This is a one-day WOFkShOp, delivered over two x )
e The bcckground and context of competency based mterwewmg two and a.half hour sessions (am and pm). It will be .

* The aims and objéctives of competency based interviewing remotely . delivered through MS Teams and’

¢ The design and development of the job specification (JOb descnp‘non & person facilitated by subject matter experts.

specificatiori)
e How competencies and behavioural indicators are developed _ 25 October 7022 B
* Identifying what the role requires and analysing the criteria and compgetencies
required for successful performance in jObS . 25 November 2022 '
" _Effective questioning techniques ° ' ‘ 16 December 2022 -
» Knowing what should be addressed in-Pre-Interview Board Preparation - the roleof  Times: 10:00 am - 12:30 pm and 2:00 pm - 4:30 pm
“the Chair and the individual board member’s respon5|bll|t|es and what questions we Cost: €375 per person. :
can/cannot ask .
¢ Candidate assessment, evaluation and feedback

COMPETENCY BASED SHORTLISTING IN RECRUITMENT |
AND SELECTION R R -

With ever increasing number of applicants applying for positions jn the Civil and Public Service, to stay as employer of choice we have to
demonstrate that our Recruitment and Selection process including Desk Shortlisting is Tronsparent Consistent, Fair and based on both best
practice ‘and merit. This half dag online workshop was built to dellver: a fair and consistent mechanism for ossessmg opphconts written
excmples .

Dates: 23 September 2022

" LEARNING OUTCOMES :
on. completion of this online workshop, participants will have an understundmg of: .
* The best practice in Recruitmerit and Selection as defined by the Office ‘of the Conimission for Public Service Appountments "(CPSA) code of

prcctkce
* The difference between E"glblhtl_.] Shift and Shorfhstmg o :
¢ What makes an effective Shortlisting process; . . DEL|VERY DATES AND COST

* What it’s liketo Shortlist Applicants Examples. This is @ holf day course. It will be remotelg‘

delivered via MS Teams and facilitated by subject .

COURSE CONTENT . L o matter'experts. ,

During the half day workshop there will be a focus on: . L o ,
e Exploring the difference in Sereening and Shortlisting . ‘Dates: 16 September 2022

¢ Undeérstanding how we arrive at an agreed Shortlisting Criteria : U 21 October 2022 .

e Acquiring the knowledge of an effectlve and transparent shortlisting process . 21 November 2022*

.*" Gaining experience in shortlisting applicant examples as shortlist board Times: 10:00 am - 1:00 pm -

. Cost: €200 per person. . !

. . ' , . Page 19
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HUMAN RESOURCE MANAGEMENT

COMPETEINCY BASED INTERVIEWEE PREPARATION . ook Noy,

This online: workshop will glve participants an understondmg of how to prepare for upcoming |nterV|ews (onllne or
face to face) and get an understanding of the purpose and structure of competency based interviews.

LEARNING OUTCOMES . o ' . -

" At the conclusion of the workshop, participants will:
¢ .Understand the purpose and nature of competency based interviews;
* Know how to prepare for a competency based interview (online or face to face); . .
« Know how to prepare a competency based oppllcotlon form to be selected at shortllstlng stage; .
* Have dn understanding of the skills required to perform effectivelg at the interview mcludlng an understondlng of approaches to answering

questions; - . . . .

* Know and bé able t6 apply the STAR Technique to answering questions at the interview; L. i
¢ Understand interview etiquette; . . .
* Have an awareéness of the potential pitfalls at interviews (online or face to face), which lose marks; * :
¢ Reflect on-how their relevant experience to date equips them for promotional posts to which-they aspire;
» Reflect on how their relevant experience in their,current role and elsewhere is transferabje to the roles/functions.

COURSE CONTENT . . . -DELIVERY, DATES AND COST
During the workshop there will be a.focus on: . . This is a half day workshop. It -will be remotely
* & How to prepare for your next interView LT delivered through MS Teams, and facilitated by

* Understanding the role requirements in terms of the duties and respon5|blllt|es

* "Assessing how your experience and competence meets the role requireménts

¢ Highlighting the preparation required in terms of both Application Form/CV
presentation and the interview itself

e The STAR Technique in eompleting application forms and engogrng in interviews

) subject matter experts.
+ Dates: 2 September 202-2
’ 11 October 2022 .
10 Novembeér 2022

 Understanding the guestioning techniques of the inferview bodrd " 8 December 2022
 Potential pitfalls and interview etiquette (online or face-to face ) Times:  10:00 am - 1:00 pm

¢ How to give your best performance on the day . Cost: €19Q per person.

COMPETENCY BASED INTERVIEWEE PREPARATION
-"ONE TO ONE COACHING

This pne-to-one coaching service is designed to give people an opportunity to engage in a practice one-to-one interview with an experienced
interviewee preparation coach. * This coaching session should ideally be completed after having developed an understondlng of how to
prepare far upcoming interviews through attending the IPA’s Competencg Based Interviewee Preparation Workshop.

w

8 * B

LEARNING OUTCOMES E i ' "

At the conclusion*of the one-to-one coaching session, portnaponts will have:

« Received advice on approaching the interview itself |nclud|ng managing nerves and preparing themselves mentally for the interview; .

* An appreciation of How relevant experience in current and previous roles equips them to demonstrate the transferable knowledge, skills and

behaviours required in other roles/functions;

 Received advice on prepdring to communicate the knowledge, sk|lls ond behaviours they would bring to the job applied for;

¢ Had an opportunity to be osked arange of questlons designed to test.thelr knowledge and experience for a job for which they will have
_applied;

* Advice on key areas to develop in advance of an upcoming interview.

. "GOURSE CONTENT T - "~ DELIVERY, DATES AND COST

The. formot for the One-to-One Coachmg Sesswn is as follows: " This is a one hour online one-to-one coaching session.

In advonce of the One-to-Orie Coaching Session: . It will be remotely delwered through MS Teoms and
« Participants will submit a completed Appllcotlon Form or CV in advance; chmtated by SUbJeCt matter experts.
« Participants will also submit any competition related documentation in

advance - i.esthe Job Description, Person Specification and/or Competency Cost: €300.per. person.

Profile of the job applied for or likely to be opplled for, .
Please contact the IPA via training@ipa.ie to set, up a

During the Gne -to- One Coaching Session: . . one-to“one coachihg session.

 The cqQach will conduct a.mock interview with the participant and take them . ; L
through a series of questions designed to explore their experience and the
knowledge skills and behaviours/attributes relevant to the post cpplled for or

* to be applied for; . : *

"o The participant will receive feedbock on their approach to the mock |nterV|ew .

_ and their answering style; :

¢ The participant will receive advice on other matters such as managing nerves,
interview etiquette and areds for further dévelopment in advance of *
upcoming interviews. .
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HUMAN RESOURCE MANAGEMENT

PSYCHOMETRIC TESTING PREPARATION FOR CANDIDATES Book Now

With ever lncreosmg support for the validity and u‘ulltg of Psgchometrlc Testing many orgomsotlons are usmg a version
of a Coghitive Test or Persondlltg Test to ensure that they acquire the rlght oppllcont The context for this 90-minute

webinar is to provide the learner with |nS|ghts on how to prepare for. Psgchometrlcs Personality and Sltuctlonol
. Judgement Tests. g -

e . ®

" {EARNING OUTCOMES . - -

At’the conclusion of the webinar, participants will have developed an unders’tondlng of: . .
« The different types of psychometric assessments and standardised tests; . . .
* The different types of Cognitive Ability/Aptitude tests; - DELIVERY- DATES.AND COST .
¢ The most commonly utilised Personality Tests by organisations; -

This is a 90 minute webinar. It will be remotely
* Where to find sample‘tests and how to practice for selection tests.

delivered through MS Teams and facilitated bg

COURSE CONTENT o subject matter experts. o
During the webinar there will be a focus on: o Dates: i 30 September 2022
* Exploring the different types of Cognitive Ab|||tg/Apt|tude Tests . 9 November 2022
« Providing awareness of the NEO Personality Inventorg Big 5 and’ Myers Briggs-Type . 15 December 2022 ;
Indicator with examples  * . Times: 10:00 am - 11:30 am .

. D.escnbmg what Situational Judgement Tests (SJTs) are and demonstraie example.  Cost: €85 per person. -

*SJT’s : :

Providing information on where to fmd free sample psychometric tests onllne ' :

PSYCHOMETRIC ASSESSMENT AND PERSONALITY TESTING WITH ONE
TO ONE COACHING

This Psychometric Assessment and Personality Testing service is designed to give people an opportunity to engage in a practice psychometric .
assessment and personality test followed by one-to-one coctching The coaching session should ideally*be completed after having developed an
understanding of how, to prepare for psychometrics through ottendlng the IPA’s Psychometric Testing Preparation for Candidates Webinar. , -

LEARNING OUTCOMES : : .

FoIIowmg ‘completion of the practlce psgchometrlc ossessment and personallty test and the one-to-one coachmg session portlapcnts WI|| have:
o Completed and gained exposure to a verbal, numerical and abstract psychometric tests;

* An understanding of the types’ of questions being asked throughout the tests;
o Completed and gained exposure toa Personclltg Test and understand areas of behaviours they may need to work on;
Discussed a possible action plan and how to improve on those behaviours ahead of the next personality test.

COURSE CONTENT g : . - DELIVERY, DATES AND COoST’
The format for completlng the practice psgchometrlc assessment_ o‘nd personality
test and the one-to-one coaching session is as follows:

In advance of the One-to-One Coaching Session:

-

L]
.

Following completion® of the assessment and
personality test, the one-to-one coaching session will

. . be scheduled. The one hour session will be remotely
Participants will submit a completed the Adapt-G : delivered throbgh MS Teams and facilitated by subject’
* Verbal Reasoning, Numerical Reasoning, Abstract Recsonmg . :
Participants will submit a completed 15FQ Personality Test . matter ef(perts. . L

 Focusingon the five to nine competencies |dent|f|e'd by HR professwnols : =
« Focusing on Emotional Intelligence . . Cost:"€150 per person,
 Focusing on Dysfunctional Behaviours ’ .

The.qualified psychometric assessor will collate your scores. . .
During the One-to-One Coaching Session: * T

. The coach will provide a detailed feedback on the scores on the tests. .
The coach will focus on what areas need work and what areas are priority from o
identified competencies. . . . .
The coach and candidate will then select areas identified previously for development
from the behavioural competency and develop a plan for improvement.

Please contact the IPA via training@ipa.ie to set up the
testing service and one-to-one,cogching session.
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HUMAN RESOURCE MANAGEMENT o o
TRAINING NEEDS ANALYSIS/LEARNING NEEDS ANALYSIS -
FOR L§D/ HR /-LINE MANAGEMENT. PERSONNEL

Training Needs Analysis/Learning Needs Analysis is a one day online course designed to equip Training, Learning: & Development, Human
* Résource and Line Management personnél to understand which training needs arise in organisations and where there ‘are’gaps in knowledge,
- skills and behaviours among staff members. This online course is designed to identify the range of skills required to conduct a Training Needs
Andlysis (TNA) / Learning Needs Analysis (LNA), the sources of information, ‘the means by which data can be collected and the methods and
tools which can be used to analyse the needs and identify appropriate solutions.

LEARNING OUTCOMES.

On complet|on of this online course participants will be able to: . .

¢ Understand how learning and development needs arise and'why it is important to be aware of them .
¢ Understand the range of tools and techniques which can be.utilised to gather and analyse informatian in relation to training needs onclgss

* Be able to utilise a range of tools and techniques to identify, analyse, prioritise and specify learning and development needs;

e Be able to |dent|fg apprapriate training and development programmes or other mterventlons designed to oddress the needs identified.

# # " *

®

COURSE CONTENT . . - DELIVERY, DATES AND COoST
This workshop will cover the followmg areas: . « This is a one day workshop It will be remotely
" . ¢ What learning needs are (and are not) and why they arise; L delivered through MS Teams and, facilitated by subject
e The importance and benefits of identifying learning needs; . matter experts.
¢ How to involve learners and other stakeholders in the process; L " . Dates: 7 December 2022 .,
¢ Therinformation required for identifying learning needs; . Times: 10:00 am - 3:30 pin
e Methods for collecting and analysing information; . Cost: €400 per person.

e Factors that affect the prioritisation of learning needs;
 How to identify learning & development solutions which address the needs identified.

MANAGING THE PERFORMANCE OF MY TEAM - |essom

 — X

Perforrhance management is a process which contributes to the effective’management of individuals and teams ih order to achieve high levels

of erganisational performance. As such, it establishes a shared understanding about what is to be achieved and an.approach to leading and
" déveloping people which will ensure that' it is achieved. Remote working (or a"blended approach of time in the office and time working
. remotely) presents managers with portlculor challenges in terms of monogmg performonce and collaborative engclgement

LEARNING OUTCOMES - . . -DELIVERY, DATES AND COST
On complétion of this course, participants will: o : This is a one-day course that will be delivered in
e Have gained a comprehensnve overview of the nature and purpose of performance person ot the IPA and facilitated by subject motter
management and in"particular appraisal/review meefings; | * experts.’
¢ Know how to set:SMART objectives, goals and targets with individual staff; Dates: 7 September 2022 (In Person)
¢ Know how to planand prepare for regular review/appraisdl meetings (face to face .7 October 2022 (In Person) ’
or online); - ) : ) .~ 18 November 2022 (In Person)

¢ Have a clear understanding of the necessary skills of review through scenarios; Times: 10:00 am - 4:30 pm

¢ Have:-identified pitfalls to be avoided to ensure a meaningful worthwhile meeting. : . -
i § " N . Cost: €375 per person. .

. COURSE CONTENT " e e

"During the course there will be a focus,on:, ’ .
¢ *The purpose of performance review / performonce appraisal within a performon'ce management and development context
o The importance of settmg and agreeing SMART objectives, goals ond targets cpproprlote to the emplogee and their agreed manner of
workmg " .
e The importance of reviewing performance and cddressmg underperformonce ) .
e The importance of Ilnklng personal development plons for staff to new opportunities for the ‘team
e How to give canstructive feedback (either face to face or onllne) to maximise productivity
¢ How to manage‘review meetings i.e. planning and execution (either face to face or online)
« Understanding of the skills needed to engage collabaratively with staff (either face to face or.online).in line with their working practices such .
as: . . . . . . .
o Active listening / empathetic listening . ., . o, .
o Gaining commitment and agreement to objectlves and goals  * .
e Giving and receiving feedback constructlvelg
* o Effective questioning and reflecting back : -
. Y
[o]
Q

s

Assertiveness . e -
Coaching and mentoring to support employee growth and development'
Identifying the pitfalls to be avoided whlch can damage the worklng relotlonshlp

. . ' , . Page 22
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HUMAN RESOURCE MANAGEMENT

EMPLOYMENT LAW ESSENTIALS . o ook Noy,

* * /_\

HRM Professmnals and Line Mahagers with people management I’eSpOh'SlbllltleS need to be famlllar with the prlnaples of employnient law and
the key obligations and constraints+placed on them in managing the employment relationship. . .
- LEARNING OUTCOMES _
Upon completion of this course, participants, will:
* Have a practical understanding of employment law at the start, during and at the end of the employment relatlonshlp .
e Be aware how emplogment law principles apply to HRM situations; -« . . .

e Beabletp appreciate the’ rights and respon5|b|I|tles employment, law places on emplogees and emplogers / management;
¢ Be able toidentify potential exposure to litigation within their employments;

¢ Understand how employment litigation may be avoided. - L e
COURSE CONTENT. e DELIVERY, DATES AND COST
During the course, there will'be a focus on: , \ This'is a one day ‘course. It will be remotely delivered
* The Employment Relationship and Employment Law in Context . through MS Teams and facilitated bU -subject matter
« The Employment Contract - Employee vis Independent Contractor, Express/ experts.

. Date: 11 October 2022
' Times: 10:00 am - 12:30 pm and 2 00 pm - 4:30pm
Cost: €400 per person.

. Implied Terms and Alterations to Terms and Conditions of Employment
e Protective Legislation - Overview of Core Terms on Main Statutes
¢ Discipline in the Workplace and DBignity et Work - Processes, Pitfalls, Case Law .
and.the Implications for Dlscmllne and Grievance Management . ’
¢ Work Related Stress - The Legal Requirements and Case Law Develépments
e Remedies and External Dispute Resolution Processes - Workplace Relations
Commission (WRC) Labour Court and High Court

EMPLOYMENT LAW - WHISTLE BLOWING AND ook Noy,
PROTECTED DISCLOSURES '

The lgw on whistle-blowing has had a significant overhaul since the introduction of the Protected Disclosures Act 2014. In order to give effect to
Directive (EU) 2019/1937 the law has been revised and extended and the Pro-tected Disclosures (Amendment) Act 2022 was signed into law in
Julg this year.

.

Emplogment Law - Whistle-Blowing and Protected Disclosures aims to familiarise attendees with the core definitions and considerations in the
area of,protected disclosures and to get ahead of the changes required hy'the new Act..It is an invaluable insight jnto this fast moving area of
law ahead of the imminent commencement of the 2022 Act and will have particular value for managers, human resource practmoners and

those working in the overlapplng areas of complaints and gnevance resolution. i . .
COURSE CONTENT S DELIVERY, DATES AND COST
During the workshop there will be a focus on: . This is a half day workshop. It will be remotel'g.
* Understanding the legislative landscape d . delivered through MS Teams and facilitated by subject
¢ Distilling. the law to understand what are key con5|derat|ons for your matter experts. .
organisation ’ Daté: 17 November'2022

¢ Considering the impact of the 2014 Act - Iookmg at recent case law and lessons Times: 10:00 am - 1:00 pm
16 be learned . . Cost: €210 per person.
« Reviewing the scope of the extended Ieglslotlon .. .
" Assessing the remedies and penaltie$ for breaches L. .
* .Considering organisational policy review-to increase compliance . .
¢ The new Office of the Protectéd Disclosures Commissioner - what chdnges to
expect . .

e . & . s
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HUMAN RESOURCE MANAGEMENT

EMPLOYMENT LAW - DISCIPLINE, GRIEVANCE AND 800k Noy,
WORKPLACE INVESTIGATIONS

The maintenance of a good emplogee/mdus-trlol relations otmosphere inan orgomsotlon depends on the promot|on and malntenonce of
. discipline on the one hand while at the same time it is important that grievances are handled effectively in accordance wjth the principles of

natural justice and fairness. Equally it is important that HRM practitioners and line managers are aware of how to ensure the conduct of a
" robyst investigation in relation to disciplinary or grievance matters. The aim ‘of the Employment Law - Discipline, Grievange and Workplace
Investigations workshop is to provide HRM practitioners and line managers with an awareness of the law and best practice in dealing with
discipline,and grievance matters and an apprecigtion of the responsibilities that they have in relation to adhering to discipline and grievance
procedures. The workshop olso aims to provide gwdonce relating to the organisation and conduct of |nvest|got|ons

LEARNING OUTCOMES .

Upon completion of this workshop, participants will have: . . P
¢ Developed an gwareness of the law and practice in relation,to discipline and grievance management;
* An appreciation of the  importance of being proactive in oddressmg matters that arise in relotlon to dlSculene & grievances in the workproce
e An oppreaotlon of the fermal stages in dlsapllne and grievance procedures . -

« An awareness of the potenttol pitfalls and SkI”S requnred in dealing ef.fectlvelg with dlsC|pI|ne and grievance matters and the conduct of
invéstigations. ) '

" . COURSE CONTENT Ca “. .7 DELIVERY, DATES AND'COST'
. During the workshop, there will be a focus on: o This one day workshop will be*delivered over two x
* Disciplinary procedures - what are the statutory requirements? : - two and a half hour sessions (AM and PM). It will be
D ConSIderlng the contract of emplogment emplogee handbook and circulars - . delivered remotely via MS Teams and, facilitated by

the importance of clarity , ’ subject matter experts: t

Date: 6 December 2022
Times! _10:00 arh -12:30 pm and 2:00 pm - 4 30pm
Cost: €400 per person. S

. Understcndlng stress in the workplace - dlscupllnorg procedures and the
vulnerable employee-
« Disciplinary procedures and constructive dismissal L
e Complaints and grieévances - statutory definitions and procedural requirements T T
¢ Managing grievances -the rights of complainants and persons affected
. Implemen'ting a robust investigation - understbnding terms of reference,
avoiding bias and adopting procedural transparency . ’ ’ :
e Fair procedures and natural justice - what*the Courts have said about right to
. hotice, right to cross examine ond-the right to representation '
. Balancing rights in investigative processes .
* The importance of clear findings if reports - avoiding common pitfalls ~ * :

EMPLOYMENT-LAW - PREVENTING' BULLYING & ook Noy,
HARASSMENT & PROTECTING DIGNITY AT WORK .-

A new Code of Practice for Employers and Employees on thé Prevention and Resolution of Bullying dt Work has been in place since later 202’0
The aim of the Employment Law - Preventing Bullying and Harassment and Protecting Dignity in the Workploce workshop is to inform HRM and’
Line Managers as to how harassment and bullying at work are defined and to set out the ptrocedures by which bullying at work shbuld be
managed and the preventatlve measures and actions that should be taken. The formal process which should be implemented will also be
outlined and the role of the Hedlth and Safety Authority (HSA) and WoerIoce Relations Commission (WRC) will be cleorlg explained.

LEARNING OUTCOMES . . : .

* At the conclusion of the online workshOp, participants will have: ot

e Developed a knowledge and understondmg of key aspects of the law and the Code of Practice relating to preventlng.bullgmg and
harassment and protecting dignity in the'workplace; . .

e An understanding of what constitutes bullying and harassment;

* An appreciation of the esseritial elements in wdrkplace procedures and practices de5|gr1ed to prevent bullying' ond horossment dnd to deal
effectively with matters where the rights of employees or others are allegedly compromised; .

* An understanding of the role of the Courts and the Health and Safety Authority (HSA) and Workploce Relations Commission (WRC) in”
relation to addressmg allegations of bullying and horossment in the workplace.

COURSE CONTENT, L DELIVERY DATES AND COST
During the workshop, the focus will be on: . . This is a half day workshop. It will be remotelg
¢ Defining bullying and harassment - looking at legislation and the new Code of delivered through MS Teams and facilitated by subject
Practice . . . matter experts.
e Understanding an employer’s duty of care including statutory duty  * | . 'Date: 22 November 2022
¢ -Analysing vicarious liability - when is an employer liable for the conduct: of |ts * Times: 10:00 am - 1:00 pm *
. employees?

Cost: €210 per person. 'y
e Considering the attitude of the Cou-rts to bullying and harassment |n the . .

‘workplace - recent case law )
¢ Auditing workplace policies and procedures .
e Considering preventotlve ‘and reconciliatory , best practice ond tools for
compllorrce

Page 24
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HUMAN RESOURCE MANAGEMENT - .~ -

THE ROLE OF THE CONTACT PERSON IN THE DIGNITY ook Noy,
AT WORK PROCESS - g ~ ' 5

A new Code of Practice for Employers and Employees on the Prevention and Resolution of Bullying at Work written by the Workplace Relotlons Comm|55|on (WRC) and the
Heolth and Safety Authority (HSA) has been in plcce since ‘December 2020 (S.l. 674 of 2020, Ind'ustrlcl Relotlons Act 1990).

The role of the Contact Person, Support Contact Person or the Designated Contact Person is an integrat part of the Dignity at Work process. The func¢tion*of the Contact Person
X is to listen, be supportive and outline the options.of)er_'n to an employee who believes they may be e_xp'eri_encing bullying behaviour by somebody they‘cr'e coming in contact with
in thejr workplace or through their work. The Contact Person acts as a first point of contact, somebody tq speak with in confidence about what might be hgppening with a view
to considering what the next actions might be. The Contact Person will explain the definitions of bullying behovnour and the various elements of the procedure-ond will assist the
employee’in makmg an informed ch0|ce about what action, if any the employee may wish to take.

®

The aim of thls-workshop is to conS|der this specific role and help-build the confidence of those who have volunteered to undertake it on beholf of their organisation. -

LEARNING OUTCOMES ’ ' . - . -

e B . 8 ®

At the conclusion of the workshop, participants will have:
¢ Developed a detq,lled knowledge and understanding of the Codge of Practice (S.I. 674 of 2020) relating to the preventlon and resolution of bullying behawours .
and the revisions in the Bignity at Work Policy; . . . .
¢ A clear understanding of the essential interpersonal qualities for the role 'of the Contact Person; . -
e Aclear ur;d'erstcnding of the‘bpundaries of the role withjn ‘the Dignity at Wc;rlg legislative process; ; a :
¢ A clearwunderstanding of the causes of indignity in thesworkplace and the options available:- . . .
o The Mediation Process (undertdken in accordance with the Mediation Act 2017) . * .
o "The Informal Resolution Process (bgth the initial and the secondary process)
+ +» o The Formal Investigative Resolution Process. . e e

COURSE CONTENT S -+ DELIVERY, DATES AND COST"

DU””Q the workshop there will be a focus on: ’ . “This is a one day workshop that is deIlvered |n person and

e Understanding the reV|S|on§ required in a Dignitg at Work Policy following the fdcilitated by subject mattér experts. )
implementgtion of S.1. 674 Dates: 8 September 2022 (In person)

¢ Understand the key qualities of a Contact Person while acknowledglng the boundaries of the + 18 October 2022 (In person) . .
role : ) ) ) Times:  9:30 am - 4:30 pm )

* Developing critical listening skills and techniques to improve the Contact Person’s Cost: €400 p;er person. L7
interpersonal skills . .. P ..

e Understand the blockages to communication which staff meeting the Contact Person may - . . .
experience_and the importance of the Contact Person actively listening, non-judgementally _' " L )
and without expressing personal views - the role of the. Contact Person is to.act as a filter or . . .

‘sounding board’ . L] t . . .
» Know the practicalities of meeting with a complainant or an alleged perpetrator’e,g. Contact _ * b '
Person’s do not take notes and would not meet both parties to an allegation ' . . .
THE ROLE OF THE SECONDARY RESOLUTION B 00k Noy,

PROCESS IN THE LOCAL.AUTHORITY SECTOR . ;

A new Code of Practice for Emplqgérs and Employees on the 'Prgvention and Resolu"(ion of Bullying at Work, w?’itten by the Workploc'e Relations Commission (WRC) and the
Health and Sofetg.Authorltg (HSA), has been in place since Decembet 2020 (S.I. 674 of 2020, Industrial Relations Act 1990). . .
The Local Authority Sector, through the work of the Local Goverment Moncgment Agency (LGMA), has revised their Dignity at Work Policy to incorporate the changes requrred to .
implement the new Code of*Practice.

The aim of this workshop‘ The Role of the Secondary Resolution Process in. the Local Authority Sector, is to focus specificall_g on the new informal resolution process of_the .
Dignity at Work progess, namgly the ‘Secondary Resolution Process’ and how this should be undertaken on behalf of the, Local Authority and what the expected outcome should .
be. . - . .
The informal resolutlon process now consists of two elements the Initial Informal Resolution Process and the Secondcrg Informal Resolution Process. The Informal process sits
between two legislative processes ncmely - " °

e The Medlcnon Process (undertaken in,accordance with t_he Mediation Act 2017) - p = .

¢ The Formal Investigative Resolution Process - i

The Secondary Resolution Process is not intended to circumvent established existing processes,-but instead to offer an additional means by which a complulnt or stated concern

coh be considered. It is intended as a new and élddlt'ioncll conflict resolution process or |ntervent|o'h "

. . . .

. . L s . ® ® .

At the conclusion of the workshop, partlapgnts will hcve ’ :
¢ Developed a detailed knowledge andunderstanding of the Code of Practice (S.I. 674 of 2020) relating to the prevention and resolution of bullying behawours and the
revisions in the Policy. . * . . . .

. s

e Aclear unterstanding of the esséntial elements in the role of the Secondary Resolu‘tlon Process .
e Aclear Understondlng of how fo create a ‘reasoned recommendotlon the purpose of which will be to assist the HR Department in deadlng the next course of action (if any)

for a specific case. . . . . . - .
e Aclear understondrng of independence and the interdependence of the role and the boundaries of the role within the Dignity at Work legislative process. .
This workshop will focus on: . . ’ ’ . . ’ ) . s ’ ’ s

¢ Understanding the revisions: in the Local Authority Dignity at Work Policy following the . -
implementation of S.I. 674 : * : 3 *
* Understanding Conflict Escalation Theory and how it can be used to reach resolution * DELIVERY DATES AND COST .
. I ' . . . . * This is a two dog workshop that will be dehvered in person and is
e Considering Personal Communication Profiles and how they will help or hinder assessment, facilitated by subject matter expérts

¢ Developing critical listening skills and techniques . . .
«+ Understanding the use and practice of professional conversational techniques - Dates:  22-23 September 2022 (In Person) -
*e Understanding the principles of Natural Justicé and Due Process as it relates to the role / functioh 22-23 November 2022 (In Person)
«" Assessment of complaints and conflict articUlated situations relevant to the scope of Dignity at Work_ Times:  9:30 am - 4:30 pm .
Policy - . Cost: €850 per person. .
¢ Development and agreement of cppr-oprlate ground rules to guide the process. E . . .

¢ Preparifig ‘a reasoned recommendation’ and understanding its significance in the Dignity at Work ' ' . Page 25
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HUMAN RESOURCE MANAGEMENT

UNDERSTANDING THE CAUSE AND EFFECT OF , Book Noy
WORKPLACE BULLYING BEHAVIOUR . E

A new, Code of Practice for Employefs and Employe€s on the Prevention and Resolution of Bullying at Work written by the Workplace Relatjons Commission

(WRC) and the Health and Safety Authority (HSA) has been in place since December 2020 (S.I: 674 of 2020).
. This workshop is designed to ensure organisations understand what is and what is not régarded as bullying behaviour (as detailed in the Code of Practice)
and-what steps should be taken to address issues that may be happening and ensure that the problem does not re-occur elsewhere To glve of their best, it
is esséntial that all employees feel their workplace'is a ‘safe place to work’.

Bullying behaviour takes many forms and the effects or.e wide reaching. In addition to the possibilitg of costly legal actions, it causes stress and.anxiety to
those involved, increases abs‘enteelsm lowers levels of performance ond can significantly undermine orgonlsatlonol team and employee morole This

workshop will enable those with responsibility for employee ‘welfare ta address this potentially domogmg workploce issue and empower team members to
‘speak out’. . L

LEARNING OUTCOMES R E " _ K "

At the conclusion of the workshop, participants will have:
* A deeper, understanding of the nature and causes of bullying behaviours; : °

¢ An understanding of the effects «©of bullying and harassment at both individual, team and orgomsotlonol levels;
e Knowledge of how allegations of bullying are de'olt with in accordance with ‘Dlgnltg at Work policy and the new prowsno‘ns that will be opplled with the
application of the code of practice;

. An awareness of the importance of early |nterventlon to ensure team members understand whot is and what is not acceptable behowour ond situations do not
escalate;

3 An appreciation of the importance of embodging the core values of the orgonisot_ion into day to day working practices to enSL_Jre theg_ore at the heart of
everybody’s actions.

COURSE CONTENT & " - DELIVERY, DATES AND COST "
During the workshop there will be a focus on: ’ ’ This is a half day workshop It will be remotely “delivered
¢ Definitions of bullglng and harassment (including sexuol horossment) according to the through MS Teoms *or Zoom and facilitated by subject motter
legislation experts. : o
e Aclear understondlng .of what is and what is not regarded as bullglng behaviour (see S.1.674) Dates: 21 Ogtoher 2022 ..
¢ An understanding of the nature and causes of dlsrespectful behaviour in the workplace and 9 December 2022
the impact théy have on all parties Times: "0:00 am - 1:00 pm
e An understondmg of the effects of bullying behaviour at individuol, team ond company level Cost.. ’ €200 per person.

and the-importance of having a work culture where issues are addressed promptly

* Knowledge of how complaints of bullying ond/or harassment are managed by an
organisation from initial disclosure throygh to final decision and the changesin S.I. 674

* « Working to resolve issues using proven collaberative resolution methods e.g. mediation =

‘e Appreacmon of the importance of D|gn|ty at Work (DAW) policies as ‘living documents’.

. Apprecu:ltlon of the importance of the, monoger and/or team leader ensuring a culture of
psgchologlcol safety with mutually respectful communlcotlon at the heart of all work practice

MANAGING GRIEVANCE AND DISCIPLINE ISSUES IN
THE WORKPLACE L o

Maintaining heolthy emplogee relations in an orgomsotlon is o pre- requisite for organisational success: Emplogee relations generally deal W|th .
avoiding and resolvmg issues concerning individuals which mlght arise out of or influence the work situation. Employees may feel so ogg.rleved

about an issue or incident thot it impacts their work to the point where the organisation hos no choice but to initiate disciplinary action so they
can be Ilnked as issues or be completelg seporote with no links. .

This holf day online workshop is de5|gned for Line Managers and/or Team Leaders W|th devolved HR responsnblhtg to equip them with the

" knowledge skills and techniques requnr.ed to effectlvelg manage grievance ond/or d|scnp||norg issues and conduct all related conversations and
, enquiries. Itis also suited to HR staff workmg in employee relations. T T

LEARNING OUTCOMES . i - .

At the tonclusion of the workshop, participants will have:

« A knowledge and understanding of the law and codes of practice relating to grievance and disciplinary matters.

e Aguide to effective preparation, planning and conduct of grievarice and discipline meetings. =

e Developed a knowledge of the key skills required in order to effectlvelg conduct grievance ond/or dlsopllne conversations, enquiries & reports.. ’

. .

COURSE CONTENT . DELIVERY DATES AND COST

This workshop will cover the following areas: . . This is a half day workshop. It will be remotely
* The law and codes of practice relating to grievance and/or discipline; delivered through°MS Teams or Zoom and facilitated
¢ The essential elements of the grievance procedure; . by subject matter experts. .

¢ The common causes of workplace grievances;” o Dates: 16 September 2022

¢ Preparation, planning and conducting the grievance meeting; . . 9 November 2022 -

. *. The essential elements of the discipline procedure; Lo
+e Managing performance and the common causes of indiscipline;

" " When and how to invoke the disciplinary procedure;

* Preparation, planning and conducting the discipline meeting; .

» Discussion of issues that could escalate and, requlre grievance ond discipline
actionsf not addressed promptly

Times: 10:00 am - 1:00 pm .
Cost: €200 per person.
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HUMAN RESOURCE MANAGEMENT

FREEDOM OF INFORMATION FOR DECISION MAKERS gook Noy,

Freedom of Information (FOI) for Decision Makers is an intensive course for people charged with making decisions in relation to applications for information
under the Freedom of Information Act 2014. ‘Reference will also be made where approprlate to the repealed FOI legislation (19‘57 and 2003) and to Data
Protectlon legislation and obligations under it regardlng Personal Data.

The pur'pose of this course is to bring participants thr’ough the different Parts (1-7) of the new Freédom of Information legislation and to explore with them the
implications for their organisatiens. Emphasis will be plaeed throughout the day on the sections that are most relevant to attendees. By the end of the course,
participants should feel more confident when dealing with an_appllcatlon for information under FOI Act 2014.

LEARNING OUTCOMES 2 4 Yi s " &

At the conclusion of thé FOI for Decision Makers course participarits will have the knowledge and understanding to respond to an FOI request (for either’
personal or nompersonal |nformat|on) of behalf of their organlsatlon and-ln accordance with the legal obllgatlons of FOI Act 2014.

# # "

COURSE ‘CONTENT : . - _DELIVERY DATES AND COST

Thls course, delivered over two se55|ons will cover the following areas: g *  This is aone day course that W|II be de||vered in person and
facilitated by subject matter experts

" . Session one will include all aspects of the administrative process including: i
Dates: 21 September 2022 (In Person)

* o Therole and function of FOI and howit contributes to openness and transparency'
« The role and function of each of the FOI team e. g. Decision Maker, FOI Offlce.r, Internal’ 20 October 2022 (Ir: Person) .
Reviewer, Office of the Information Commissioher 15 December 2022 (In Person)
« How we respond to an FOI request: The process.from receipt of request through to Times: 9:30 am - 5:00,pm
completion and the supports available throughout  * . Cost? €375 per pefson.
e What records can be-requested (personal and non-personal)?
What are the administrative grounds for refusal of requests? | L .
What is the fee structure for non-personal information and how is it implemented? v e T
What is the difference between informal and formal consultation? . ' ' '
Whati is the purpose of redaction (withholding details) and how/why do we doit?
o What are the restrictions of the Act - Section 427, . - . .
* Thie appeals mechanism for requesters dissatisfied with a response ' ' '

Session two will focus on all aspects of exemptions including:

e What is the Public Interest Test? - How do we Interpret it?
"o What is the Harm/Injury Test? - How do we Interpret it? . .
What is the Class Test? - How do'we Interpret it? :
When is a record declared exempt? .
The exemptions (Section 28-41) .

o Meetings of Government . . .

o Deliberatigns of public bodies ’ ’ ’

o Functions and negotiations of public bodies .

o Parliament'ary,'Court and certain other matters o

o Law, enforcement and public safety

o Information obtained in confidence

o Commercially sensitive information
- o Personal information

o Research and natural resources ..

o Financial and economic interests of-bodies . .

o Enactments related to non-disclosure of records L. ’

/\/ote On/y exemptions relevant to the attendees W/f/ be discussed and only the reqwred c/auses W/thm those exemptions to ensure the /eammg is focussed and
relevant tq the needs of those attending. . . . . .
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HUMAN RESOURCE MANAGEMENT

I & s l ’ s a ’ l a 1 s ) ’ s | ‘ & ’
HRM FOR LINE MANAGERS - RS o
MODULAR TAILORED /N-HOUSE PROGRAMME -

Line Mahagers have a very important role to play, not only in managing people and operations day-to-day, but also in implementing’ HR and other

organisational policies and in supporting their team’s development and fostering a culture of staff performance, positive empleyee relations and
* employee engagement. It is also the case that Line Managers should play an active and constructive role in leading and mandging change in their
. organisations. This is particularly the case in organisations which devolve these activities to Line Managers. In view of this, it is impertant to give proper

thoudght to how Line Managers are supported ard developed to make sure they have the nécessary knowledge and skills to be successful in their role.

The IPA’is_pleased to offer our HRM Training for Line Managers course as_a modular tailoréd_ training programme to meet the specific Jearning and
development needs of Line Managers in your organisation. In preparing to deliver this course in house, our HRM Specialists would -meet with
representatives of your organisation to deepen our understanding of your organisation and the challenges you are facing. Following this, your HR policies
and procedures will be incorporated into the training design and will underpin each module. This is a Modular Tailored Training Programme for In-House
Delivery (either face to face or online). Please contact training@ipa.ie if you would like a quotation for the delivery of a customised course or to speak -
with an IPA HRM Specialist. S

COURSE CONTENT " .

The progromme can be delivered as a series of three (3) hour modules dependmg on the toplcs to be included and your orgcmlsotlon s specific
requirements. Topics can include the following key aréas:
e The Management of Teams and ‘Performance in the New World of Work (ie. Hybrld ModeL)
* Management of Grievance and D|SC|pI|ne
Attendance Management;
Employee Relations and Engagement;’
D|gn|tg at Work (Bullying & Horossment)
Leadlng Change;
Medlotlon/Coanlct Resolution Skills for Line Monoéers;
e Skills needed when Manoging a Remote Team.
Should you reqwre other toplcs the IPA HRM Team are available to explore this with you and consider how best to support your requirements.

e o o o,

Indicative Module Content is outlined below: . .
The Management of Teams and Performance in the Hgbrid /. Dignity at Work (Bullgmg & Harassment)
Blended Workplace . . e Employment -Equality and Health and Safety Ieglslotlon and
e The |mpor‘tonce of estobhshmg, setting and ogreelng SMART # related codés of practice
goals and expectations deS|gned to deliver on Ihe Corporate . ¢ Diversity and Inclusivity i issues for Teams
Agenda : e Overview and Definitions
e Using PMDS to develop and motivate staff _ o o What constitutes harassment? i
¢. Coaching for Performance Development - = +0o What constitutes sexual harassment? -«
‘e Developing Staff for new work opportunities . .° What constitutes bullying? L
e The importance of giving constructive, tlmelg developmental . o. What does not constitute bullying?
feedback and linking to the KPI's * ¥ e The'effects of workplace horossmeht and buIIy1ng behaviour on
. Applglng ratings developmentpllg (if used) " . the indiyidual and the team
e Addressing underperformance on the Team . . ¢ Dignity at-Work policies and procedures .
e How to manage performance when Teams are working  ° ¢ Developing and maintaining a positive working environment
remotely - what else is needed? . . Leading Change in Organisations
The Management of Grievance and Discipline v * The drivers of and neéd for organisational change
e The legal and regulatorg context in which grlevonces .and e Approaches to Ieadlng change and models of Chonge i
disciplinary matters are managed . Management
e The policy and practice of managing workplace grievances t e Understanding the emotional response and the nature of
e The role-of the Line Manager |n effectively managing employee . resistance to change in organisations
grievahces i o " e Managihg resistance and sUpporting employées through
e Common causes of grievances . " change i
e The policy and practice of managing dISCIp|IhGI‘g issues e Developing and implementing a communlcotlons strategy
" . The role of the Line Manager in. effectlvelg managing ", throughout the change process
+ disciplinary issues = o ‘Monitoring and evaluating the effectrveness of change
Attendance Management ' ’ o initigtives
¢ Tackling absenteeism and monogmg ottendance effectlvelg . Conflict Resolution and Mediation Skalls .
* The return to work conversation L * Understanding the sources of conflict and impact 6f conflict on
e Early referral for a second. oplnlon / treatment options . the person, the team and the orgonlsatlon
e Leveraging the Employee Assistance Programme - ' ¢ Insights into the role the*Manager / Team Leader can 'plog in
e The role of tﬁe_ Ling 'Monqger in working to reduce Ie\;el,s of ’ managing confllct :
absenteeism . B e Understanding different conflict handling styles and golnlng
* Managing absence when Teams are working remotely = *  * | awareness of one's own style '
Employee Relations and Engagement . ¢ Understanding the mediation approach, skills and tools reqU|red
3 Employee ‘relations, the psgchologlccl contract and employee : to effectively hold dlfflcult conversations and brirg about
engogement defined 5 . " resolution in disputes ’
¢ The benefits of ensuring that employees are actively engaged . Skills needed when Managing a Remote Team
* The common drivers of employee engagement " .« Developing the Manager's Emotional Intelligence (EQ)
e. The role of the Line Manager in fostering a culture of good - o Listening and Responding - asking not telling
' _employee relations and engagement  * _ ¢ Trusting staff and supporting them .
e Practical measures that Line Monogers can take to increase the . * Coaching staff and encouraging them
Ievel of employee engogement d g e Supporting everybody as they need supporting

« Building resilient "work ready teams . Page 28
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LEADERSHIP, MANAGEMENT AND BUSINESS SKILLS
— > -
ASSISTANT PRINCIPAL OFFICER PROGRAMME

The aim of this programme is ta support individual and collective Ieadér_ship capacity in bublic sector orgcniso'tions and to suppért Assistant
Prmdpol Officers (APs) in meeting the chollehges of delivering and adoptmg to chonge while maintaining performcnce ond service quality
standards. This programme is for Assistant Prmapol Officers and equwalent grades in Government Departments, Offices and State Agencies.
"Participants of the programme will typically be newly appointed to the AP role or’'have been working in the role for less than five (5) years.

LEARNING OUTCOMES

The programme will support APs to achieve thelr leadership and people manogement respon5|b|I|t|es and potentlol by under’standmg and
focusing on:

e Their role as AP within the context of their mlelducI institutions cnd the wider public sector chonge perfo'rmance and innovation agendc

e The |mpoct of their leodershlp style on others and their opprooch to delivering results; . . .
* The behaviours and practices necessary to lead, develop and manage others effectively; o = =

¢ Relevant empl.oye.e engagement strategies that deliver. strategic objectives and results;

» The dynamics of change, why people resist change and how best to lead and deliver change; *

« Enhanced individual resilience to follow through on expectdtlons and commitments to man.age high performlng teams; .
* Taking'a proactive approach to own and further competency devélopment. ‘ o

COURSE CONTENT . - . . 'DELIVERY, DATES AND COST

This course will cover the following areas:
" e The Strategic Context of Change , ° T

¢- The Challenges of Leading Change + . *

e Magnagement and Leadership ' L ’

3 Creatlng High Performlng Teams and Work Environments .

e Managing Communications and Resolving Conflicts in the Workplace Cost:- €790 per p‘erson.

e Leading with Resilience *

 Leadership in, Prqctlce Skills and Approaches

HIGHER: EXECUTIVE OFFICER PROGRAMME ook Noy,

X

*

This two-day course will be remetely delivered and
facilitated by a subject matter e;(pert.
Dates: 16-17 November 2022

'T_imes: 9:30 am - 4:30_pm each day

The aim: of the Higher Executive Officer (HEO) -progromme is to furtvher participants’ development as middle managers to enable them to
managde their own and others” work to a high standard and thus contribUte to the achiévement of their organisation’s priorities. The course will
cover the key competency areas of managing change, influencing and persuading, staff management, work organisation and performance

. n'mnclgement This programme is desigped for staff at HEO level in Government Departments, Offices and State Agencies.

LEARNING OUTCOMES - : o "
Upon completion of this course,-participants wHI . .
» Have developed key mandgement competencies to enable them to get results that reflect organisational priorities;
¢ Understand the difference between management and leadership; . .
e Have an improved understanding of their role as a people leader in developing and moxnm|smg staff potential;
¢ Be better able to-manage conflict in the workplace; .
e Have an opportunity to explore a range of influencing and persuasion techniques;
¢ Understand how to review performance regularly within a section and manage performonce issues;
* Have acquired skills and techniques to help them deliver on change.

COURSE CONTENT - o r ‘DE'LIVERY. DATES AND COST -
The course will cover the following areas: . . This one-day course will .be remotely delivered and

o The role of the middle manager L L0 facilitated by subject matter‘experts.
¢ Managing people and dealing with performance issues Date: 29 September 2022 -

e The difference between Monogemen‘t ond Leadership "t Times:  9:30 am - 4:30 pm. v
¢ .Influencing and persuading skills . 5 . ' ' ) .
¢ Dealing with conflict . # : . cost: €395 per person.

¢ Managing change and de'aling with resistance.
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LEADERSHIP, MANAGEMENT AND BUSINESS SKILLS

EXECUTIVE OFFICER PROGRAMME R 200k Now

The aim of this Executive Officer programme- is to provide an opportunity for staff at Executive Officer (EQ) level, whose role is part

operational and part management, to further develop the competencies required to enable them to successfully undertake their functions at
* junior management level. The Executive Officer programme is designed for staff at Executive Officer level in Government Departments,
. Offices and State Agencies.

LEARNING OUTCOMES . - . . . . .
Upon com'pletion of this caurse, participants will: ' ' ' ’ ’
e Have |ncreosed confernce in their role as a junior manager;
« Be better able to orgonlse and manage their time and.work | priorities and delegate tasks cpproprlotely P
* Be better able to communicate effectively with individudls and teams; T T
« Know how to motivate their team more effectively;
e Understand the importance of managing performadnce and giving feedback effectively.

. # # " ® ® *

COURSE CONTENT : E - _-DELIVERY, DATES AND COST
This course will cover the foIIowmg areas: .. This one-day course will bé remotely delivered and
« * The role of the junior manager . . facilitated by a subject matter expert.
" e_Planning and organising work to deliver results C Date: 4 November 2022 .

» Effective communication " Times: 10:00 am - 4:30 pm

¢ Team building
N * Cost: €395 per person. .
¢ People mcncgement cnd performonce moncgement . . . .

CLERICAL OFFICER PROGRAMME —

 —— X

The aim of this programme is tp provide Clerical Qfficers with an opportunity to further develop the core competencies required so that they can
contribute effectively in their role and support-senior staff in achieving erganisational goals. Participants will acquire insights, techniques, and
too)s to strengthen their confidence jn dealing with a variety of situations. They will ledrn about their personal working and communication style
and its impact on others and get practical tips on planning and organising work including working remotely. This course is for Clerical Officers
worklng in Government Departments, Offices and State Agencies. a & i

LEARNING OUTCOMES - o

Upon completion of this coursé, participants WI|| * . ) )

¢ Know how to plan and erganise their work more effectively in order to deliver results; . . .
* Understand the impoftance of providing quality customer service in a public sector context;” )

¢ Have increased cenfidence in communicating effectively with individuals and teams;

¢ Understand the'importance of contributing effectively to the team;

* Have considered their career and personal development plans.

COURSE CONTENT . . . DELIVERY, DATES AND COST
The coerse will cover the fo||c;wing areas: o % .This one-day course will be remotely. delivered and
. Planning and organising work and working remotely T . facilitated by subject matter experts,
+e Communication and assertiveness  * o Date: 20 September 2022*
" .e Providing quality customer servicg " , .. Times: 10:00 am - 4:30 pm - :

» Teamworking d . . .

. . # . Cost: €395 per person,
e Career and personal development planning i R
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LEADERSHIP, MANAGEMENT AND BUSINESS SKILLS -

CHARRING AND MANAGING MEETINGS .-~ . |featm

This Choi'ring and Managing Méetings workshop. aims to take the pain out of meetings and to introduce staff to the principles and iechniques
involved. Meetings are an important and integrated part of organisational communication, consultation, debdte and decision-making.
Organisations need effective meetings but these do not happen without correct ‘procedures, preparation and planning. The workshop will
.+ focus on providing an opportunity to port-aaponts to learn the skills needed to chcur meetings and/or to contribute effectwelg to online and
face-to-face meetings.

LEARNING OUTCOMES . . ka - o .

Upon completion of this course, participants will:
¢ understand of the principles and best practice of preparing for- and conducting meetings;
¢ learn the techniques most commonly encountered in meetings;

¢ enhance skills in.communication and assertiveness; . - P

e improve existing, or acquire new skills to maximise their contribution at meetings. LT, o
COURSE CONTENT - o " DELIVERY, DATES AND COST

The course will cover the followmg areas: . - This half-day course will be'remotely delivered via MS

* Why have a meeting? ' ) . Teams and facilitated by a subject motter expert.

¢ *Different roles and responsibilities of stcrff attending meetings " . . Date: 25 October 2022

" . s Planning for meetings (online and face-to-face)

¢ Leading and managing a meeting effectively

. ‘Attending and contributing posjtiR/eIg at 'meetings

. Mohugmg conflict, decision-making and ossertlveness *
o After meetlngs what needs to be done and who is going to do it. . . . .

EFFECTIVE BUSINESS WRITING T sockNow 8

. . g -

*  Times: 10:00 am - 1:00 pm o
Cost: €240 per person.

With the increasing emphasis in the public sector on information,.organisations need excellent .communicators who are capable of delivering
their messages clearly and persuasively. Clear, concise writing plays a central role in the work of the organisation. Staff sometimes find
writing difficult and chollenging in this communication process. The course is designed to meet the needs of staff who write reports,
proposals and letters and who wish to lmprove their writing skills. It aims to develop and enhance participants’ wrmng skills cmd to cover the
cofe elements of writing.

'LEARNING OUTCOMES - - - - DELIVERY, DATES AND co‘s=r'

Upon completion of this course, participants will have a better understanding of  This half-day course will be remotely delivered via MS

how to: . : . . Teants and facilitated by a subject matter expert.

* plan ahd structure their writing; o L Date: 26 September 2022 o

e match their :ertmg .stgle to obJ.ectNes; . . Times: 1000 am - 1:00 pm .
* make effective use of summaries; L. Cost:  €240%er®

e write concisely and clearly; . ost: per person.
* use graphics, grammar and punctuation appropriately; v
o edit their writing to maximise effect. .

MINUTE TAKING FOR MEETINGS -~ B ook Noy,

+ In this era of corporate governance and occountobilitg minute taking is a respensible position that requires individuals:who can take clear,

br|ef easy to read and accurate recordlngs of decisions and actions. Thls half- dag.Mlnute Taking for Meetings workshop WI|| be interactive
involving participants in small group work and skills practice.

LEARNING OUTCOMES. * . - e = i
Upon completion of this course, participants will: . . . . .
e What constitutes good minutes; ’ ’ ) ’

e Understand the importance of good minute taking;

e Know how to structure and record minutes;

¢ Have developed their listening skills;

« Will know the appropriqte language to use to achjeve clarity.

COURSE CONTENT ~ ~. - . DELIVERY, DATES AND COST

The course will cover the foIIowmgcreas: L " This two-hour course will be remotely delivered via MS

* Meetings as a communication tool. * Teams and facilitated by a subject matter expert.
_ ' * The basic elements of minutes ~ * .. Date: 26 September 2022 o

¢ . Note taking and writing Times: 2:00 pm - 4:00 pm

e Listening skills
' Cost:_ €160 per person. * .
. . . Page 31
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LEADERSHIP, MANAGEMENT AND BUSINESS SKILLS

TIME MANAGEMENT -~ -

: - 0ok Noy,

oOk NOW

Using time well improves our overall effectiveness and adds to the quality of life. However, the management of time continues tq be a serious
dilemma for many people today desplte our apparent familiarity with many of *the practical approaches and technlques This Time
" . Management course provides participants with a range of approaches and technigues including: setting objectives and priorities; weekly and
dcllg planning; analysing the nature and context of a job; styles of working; devnsmg an overall strategy for managlng tlme and achieving a
work/life balance. The thinking behind each, opprooch is discussed, followed bg suggestlons and self-assessment exercises.

LEARNING OUTCOMES - : .
Upon completlon of this course participants will have a better understondmg of how:
e Results are achieved more effectively;
e Lesstime |s.spent on non- productive work; . . .
 Stress levels may’be lowered. o
They will also have a.sense of well-being from feeling in control of your own time and enhanced personol and professional productivity.

COURSE CONTENT o . DELIVERY DATES AND COST

This course will cover the forlowmg areas: ‘ : Thls one-day course WI|| be remotely dellvered and
* What is meant by good Time Management? . facilitated by a subject matter expert.
¢ Identifying Personal Time Maragement Strengths and Weaknesses  * " Date: 24 November 2022°

.+ Where do | add value? .
_* Analysing where time is spent - T
¢. Time Management Techniques - Plonnmg and Prioritising . .
* Managing Time Stealers . : . . .
. Delegotlon . . . . 9
* Persohal Organisation - Boloncmg Work and Pérsonal Priorities ' :

. Monoglng tlme whllst worklng remotely

COURTROOM SKILLS / EXPERT WITNESS o gook Now

3 = /__\

Times: 10:00 am - 4:30 pm t
Cost: €395 per person. B

Courtroom Sk|||s is a one-day intensive training céurse that is |deol for anyone who mdy be expected to give evidence in court in a
profe55|c->na| capacity. Participants will learn about effective courtroom presentation ond- communication sk|||s Portlcular focus is ploced on
confidénce building and assertivé communication. :

Participants will have an opportunity to he examined in chief and cross-examined on a sample-case and receive one,to one feedback. The
*class size will be limited to ensure focused, personal instruction. .

LEARNING OUTCOMES

Upon completion of this course, participants will:,

e Have @ practical understanding of what to expect of the day in court
» Have learned practical courtroom techniques;

¢ Be able to express an opinion that the court will respect

* Give effective evidence in court;

e Understand the basics of the rules of evidence; .

e Be aware of the approaches used in courts by lawyers and éxperts.

COURSE CONTENT - | - E DELIVERY, DATES AND COST

. -

This course will cover the following areas: - . This one-day course will bé remotely defivered and
o, Overview of civil litigation and ryles of evidence + facilitated by a subject matter expert. -
‘e Presenting evidence and effective'communication under pressure " Dates: 14 October 2022 .o
" .» Courtroom procedures with legal phases explained . ) T
p . Times: 10:00 am - 4:00 pm
. Proct|co| application of court sk|1|s and ewdence through cross- exomlnctron
exercise. Cost: €395 per person.

® w

e . & . s
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LEADERSHIP, MANAGEMENT AND BUSINESS SKILLS -

ADMINISTRATIVE LAW: INTRODUCTION T0 PRINCIPLES ook Noy,
AND PRACTICES .

This two-day Administrative Law programme has been developed for civil servants dnd staff working in public sector agencies, offices and
lecal authorities. The course will introduce participants to the core principles and legal rules that govern judicial review-and the legal process

"involved in administrative law. It will glso, examine specific instances in which_judjcial review arises, with an emphasis, on_how litigation can
ovonded . . . . -

LEARNING OUTCOMES . K -

Upon completion of this course, participants will: .

e Have a practical understanding of administrative Ia-w

¢ Understand how a judicial review case is run L o
e Appreciate the limits that the law places on their decision-making powers

« Be able to identify potential areas of litigation within their decision making powers

e Understand how judicial review litigation may be avoided

COURSE'CONTENT - DELIVERY DATES AND COST -~

This-course will cover the following areas: - . * Thls two-day course will be remotelg dellvered and
" Introduction to the principles of administrative law ’ facilitated by a subject matter expert,

+ o Decisions subject to judicial review = Dates: 22-23 September 2022
.. Remgd|es avo.lIob.Ie in JUdlCqu 'reyle\'N - . - Times: 10:00 am - 4:00 pm each day
e Practical application of administrative law to decision making roles * . . .
¢ Accquntability within Government Departments and other Public Sector Cc:st. €790 per person.
organisations . . . . . .

INTRODUCTION TO THE LEG:ISLATIVE PROCESS - - gook Noy,

This two-day Introductlon to the Legislative Process progromme is designed for civil servants’ ond staff workmg in public sector agencies and
ofﬂces The aim of the progrcmme is to provide an ‘overview and understcndlng of the worklng of the Leglslctlve Process in Irelund.

LEARNING OUTCOMES ' ‘

'Upon completion of this course, partlcuponts will:
¢ .Develop an understanding of theworkmg of the legislative process; o o
e Be fomlllcr with the role of the Attorney Generol s Office & the Office of the Porllcmentorg Council;
. Apprecmte how best to achieve policy objectlves through legislation; ’
* Acquiré an insight into the constitutional provisions governing legislation;
e Understand the preparotorg stages of a bill; . . .
» Appreciate €ach of the steps required to pass legislation.

COURSE CONTENT: . R DELIVERY, DATES AND COST

This course will cover the following areas: , .

e Legislation: Types and Funections . .
e Theé Legislative Process :

¢ -Key Players in the Legislative Process

", » Considerations when Drafting Legislgtion .
e Judicial Review as it applies to Legislation . . Cost €790 per person. .

This two-day course will be remotely delivered and
facilitated by a subject matter expert. _’
‘Dates: 6-7 October 2022

" Times: 10:00 am - 4:00 pm each dog
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IPA HOUSING . FORUM .-~ .

The Housing Forum is an initiative of the Institute of Public Administration to create a platform from which persons working in housing can build

their knowledge about what is hdp.pening in the sector. The Housing Forum offers monthly online webinars; a repositorg of resource material

" . including reports, research documents, and relevant housing literature and articles and a network for housing practitioners working across the

. public, voluntary and private housing .séctors to develop a platform for best, practice. Forum membership is availablé to organisations and
includes local authorities, housing associations, state bodies and private sector organisations including financial institytions.

MEMBERSHIP . K + K o o

* The Forurh is open to orgdnlsdtlons working in the housing area or W|th a special |nterest in‘housing. .

e Forum members WI|| have access to the Members’ Area on the website where they will benefit from cddltlondl resources including a reposntorg .
of housing- related documents . . .

e The Forum olso hosts monthlg webinars with key prdctltloners and expert speakers on a varletg of housung topics. S

« For current information on upcoming webinars pleose visit https://ipahousingforum.ie/. - .

If you are.interested in joining "the Forum or want ang further information then please email housingforum@ipa.ie.

-SOCIAL HOUSING FUNDAMENTALS .- . B ook Noy
The Sociql Housing Fundamentals course is designed for newly appointed (technical and non-technical) staff in Local Authorities (Grades 3-6) and

Approved Housing Bodies who provide social housing services. It will provide participants with an overview of Key elements of housing policy, the
social housing market and housing services.

COURSE CONTENT e DELIVERY, DATES AND COST S
This course will cover the following areas: . This course will ke delivered over a series of.pre-
* Housing Needs Assessment T o recorded training videos covering the full-range_of Local
* Housing Allocations Scheme . . Authorities’ social housing supports. The course is
* Differential Rents Scheme * T *

. available all year round and pcrtlapants can begin at a

« Social Housing programmes mcludlng date that suits them.

. © Rent Supplement (RS) L.
o Rental Accommodation Scheme (RAS) . .
* o Housing Assistance Payments (HAP) I Dates: The pre-recorded course will be available for
o . Choice-based Letting (CBL) & . purchase from 26 September 2022
o Long-term Leasing o o o o .
« Estate Management/Anti-social Behaviour . . Cost: €250 per person- to purchase the pre- recorded

* Housing Adaptation Grants ; . videos. This course can also be delivered for a Locol
¢ Rebuilding Ireland Heusing Loan Scheme . . Authority af a negdtiated rate .

e Homelessness * | . .
. TrdvellerAccommodctlon . = ..

STANDARDS FOR RENTED HOUSES ook Noy

.

The Stundords for Rented Houses Tralnlng Progrumme is for all local duthorltg staff, both professnonol/technlcol ond ddmlnlstrotlve who have
" responsubllltles related to enforcement. of the Housing (Standards for Rented Houses) Regulations 2019.

This course is ideally suited for newcomers into the area of enforcement of the minimum standards. It will enable all participants share individual
experiences and approaches as currently adopted, as well as providing an opportunity to network with other Inspectorate Staff. If is also open to
HSE Environmental Health Officers and third party prlvote contractors undertaking rental ms_pectlons on behalf of Local Authorities.”

COURSE CONTENT . o DELIVERY DATES AND COST

This course will cover the following areas: L This is a four day course. It will be remotely delivered
» Module 1: Reguiations and Guidelines L, through MS Teams and facilitated by subject matter experts.
* Module 2; Good Practice / Implementation - i Dates: Module1: 5 Octeberl Module 2: 6 October 2.022

* Module’3: Tools and Techniques L . . " Module 3: 24 October | Module 4: 25 October 2022

* Module 4: Enforcement . o = Times:  9:30 am - 3:30 /4:00 pm each day

Cost: €800 per person*. .
L L ", *33% of the total cost of this coyrse is funded by the
* Department of Housing , Local Government and Heritage

and therefore the cost of ottendance WI|| be €535 per

person . . Page 34
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DEALING WITH ANTI-SOCIAL BEHAVIOUR .~ . ooy

Anti-social behaviour has become an all too real issue in recent years with many Local Authorities and their staff having to learn how to deal
. effectively with difficult problems arising within their housing stock; this in addition” to their daily duties. Anti-social ‘problems ranging from

neighbour disputes to drug dealing, highlight the myriad of issues presenting themselves at Local Authorities throughout the country. It is
" imperative that they are dealt with effectively to prevent difficulties escalating. -

COURSE CONTENT . | e DELIVERY, DATES AND' COST

The course will cover the followmg areas:

®

This is o one and a half day course. It will be délivered
¢ Anti-social Behaviour; definition and detailed ondlgsrs of the 1997 2009 and 2014, person at the IRA and facilitated by subject mo-tter

Acts as well as new:Proceedings for Possession of Local Authorrtg Dwellings and experts. . .
Excluding Order, procedures . o o

e Complaints systems and investigations . .

» Tenancy Warnings, Notice of Intention Possession Applications relating to Anti-
Social Behaviour : * .

* Proofs for Court " . .

¢ Case Studies

Dates: 28-29 September 2022 (In Person)
+16-17 November 2022 (In Person)
Times! 9:30 am to 4:30 pm (Day 1) o
. and 9:30 am to 1:00pm (Day 2) -
. Cost: €315 per person. ’ '

SCENARIOS AND ROLEPLAY TRAINING FOR HOUSING
PRACTITIONERS

Scenarios and Roleplay Training for Housing Practitioners js a, one day programme for Official Visitors to a person/s in the person/s home.
This includes Local Authority Officers, Officials and Inspectors that must have access to the persons home for official reasons. :

ook Noy,

-

Scenarios ond Roleplay Troining for Housing Practitioners will enable participants to gain: g

 awareness in dealing with Unknown / Unknown high level risk when, dealing with the public in their own dwelllngs .
e the 0b||ltg to “assess a position & negate rlsk to Visiting Officers B . .

« canfidence in dealing with difficult encounters with the public in their own dwellings . '

¢ knowledge of effective methods to ° get out of a bad situation” when necessary in"dealing with a person/s in thelr own dweilmg

.+ the ability to “diffuse” an escoloting risk event associated with Unknown / Unknown high level risk in a person/s own dwelllng

e ® w

It will.also provide exposure to Scencmos tromlng that will assist Visiting Offlcers in negcrtmg risks associated V|5|t|n.g ‘a person/s in their own
dwelling.

COURSE C'QNTENT o = O DELIVERY, DATES ‘AND COST B
During the course of the Scenarios and Roleplay Troining'for H.ousing Practitioners  This is a one, day course. It will be delivered in person
programme participants will learn how to: T and facilitated by subject matter experts. L
e Develop an Activity Risk Assessment . . . .
« Develop protocols for'C.R.M. e " Date: _9 'September2_022 (Venue: Tullamore)
¢ Introduce a “Buddy” System . . Times: 10:30 am to 4:00.pm .
« Contihue “on the Job” Persongl Safety Training o, Cost: €275 per person. * | L
. Develop an “Interactive Roleplog Scenorlos Training Course
Undertaking the Scenarios Training itself will immerse participants in the drfferent : o
persona risk types, the different types -of scenorlos and the means to engage: w1th . .

these situations effectively and safely. : . "

. . . . Page 35
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DEBT COLLECTION TECHNIQUES. 500k Now

Debt Collectlon Techniques is fo'r stoff working i in Debt Management Unlts W|th|n the Irish L0col Government Sector

Debt ‘Management Units have been estobllshed in Irish Local Authorities* to deal with many areas of debt monogement mcludmg debts
. associated with commercial rates, housmg. rents and housing loans. The focus .of this course centres on how staff workmg. in these units can
. develop techniques to better handle and'deal with the process of debt collection.

COURSE CONTENT E = E DELIVERY, DATES AND €OST -
This course will be delivered qver two sessions. | . This is a one-day course. It will be remotely.delivered
Session Onewill cover: . . ' via MS Teams and facititated by subject matter experts.
* Introduction , . . . . - '
e Objectives Lo = Dates: 27 September 2022
« Collection Skills / Techniques . 30 November 2022 ’
¢ Dealing with the reasons for non payment T T Times: 10:00 am to 4:00 pm
e Time Monogement . . . Cost: -€250 per person.

® ® *

. Accogn‘t Prioritisation T s d

Session Two will cover:

¢ Dealing with difficult clients

o 1Overcoming stalling tactics oL Lo .
_ '+ Handling Issues o o

. .Negotlotmg Skills . . . .

COMMERCIAL RATES LAW AR cook No

Commercial Rctes Law |s a one day online course that is for staff working within the Irish Local Govemment Sector who are dealing W|th the
process of collecting commercial rates. :

. e . . .

Debt Monogement Units .have been established in Irish Local Authorities to deal with mcmy.c‘reas of debt management including debts
associated with commercial rates, housing rents and"housing loans: The focus of this course’centres specifically on the area of commercial

rates IOWr . . . . . .
COURSE CONTENT . . . DELIVERY DATES AND COST
Commercuol Rates Law will cover the followmg content: . This is a one day course. It will be delwered remotely via
Context, History of Rating, Annua) Rate aon Valuation L . MS Teams and facilitated by subject mqtter experts.
e The Valuation System . .
 Legal Framework of Rates, 2014 Act, Legal Prqcess of Collection . Dates: 6 October 2022
¢ New Developments, New Rates Act Review . . * 16 November 2022

B ' 5 2 B

. . . . Times: 1Q:00 am to 4:00 pm
. . * . Cost: €250_ per person.

UNDERSTANDING COMPANY ACCOUNTS .- " ook Noy

Understanding Company Accounts_is a half ddy online course that is for staff working in Debt Management Units within the Irish Local

Government Sector. Debt Management Units have been established in Irish Local Authorities to deal with many areas of debt management
" including debts associated with commercial rates, housing rents and housing loans. The focus of this course centres on the management of

* debts associated with commercial rates. - Lo .
COURSE CONTENT - - R DELIVERY, DATES AND-COST ,
The following areas will be covered during this session: ' This is‘a.half day course. It will be delivered remotely via
¢ Final accounts of compomes including Income and E'><pend|ture Assets (fixed MS Teams and facilitated by a subject matter expert.

and current), Liabilities (current and long term) and Cap.ltol,

-

¢ Interpreting company accounts by using some best prctctice ratios which will Date: 4 October 2022 =

enable an understanding of the profitability, mqnagement efflcnency liquidity Times: 10:00 am tq 1:00 pm
and solvency of a busmess Cost: €125 per person.

¢ Understanding a company’s up-to-date cash flow position in order to negotiate . . .
appropriate and relevant instglment plans. o .

& . . . . Page 36
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A - Z OF IRISH LOCAL GOVERNMENT - .

services’ currentlg being provided bg Local Authorltles in Ireland. The course is |dec1| for anyone (either from a Loccl Authorrtg or from an
organlsotlon associated with the Local Government sector) who wants to develop a more wide- ranging knowledge of the sector. It is designed

" * #

* for all indoor and outdoor, technical and non-technical staff working in Irish local authorities. o

COURSE CONTENT " : e - DELIVERY AND COST

This course will cover the following Key Locol Government Areas: L This course consists of a series of short’ pre-recorded
¢ Local Government Structures, Services and Local Government Reform training videos totaling c. 12 hours covering-the whole
+ Local Government Fun.dlng and Financial Monogement . range of services Local Authorities provide. The.course
¢ Local Government Housing Services L is released on a modular basis over 14 weeks. L.
* Local Government Planning Services L The course js'delivered at a negotiated rate for Local,
* Local Government Emvrlronmentcl Services L = Authorities. It is’ tailored and bespoke to your “local
¢ Local Government Roads and Transportation Servjces . authority  with  materials, documentation  and
* Local Government Water Services . . organisation-specific information provided. Please

_Contact training@ipa.ie for further information about
+  this course.

LEGISLATIVE TRAINING PROGRAMME

This Legislative Training Pragramme addresses legislation pertaining to the areas of Housing, Planning, Environment, Water and Roads &
Transportation Services in Local Government. The programme is_armed at middle to senior staff (_both te_chnicol and administrative) wor‘ki_ng in
Irish local authorities.

.

Participants completing the programme gain a greater oppfeciation of the legislative process and the format and structure of legislation in.
Ireland. They also have dn_insight into how to interpret ahd implement the relevant legislation pértaining to their specific Directorates arid an
understanding of the obligations, responsibilities and-impacts of local authorities in implementing that legislation. The programme-will also
examine sqme general law issues such as m;unctlons judicial review and court cases and the,implications of these for local government.

COURSE CONTENT . . : . DELIVERY AND COST

. This course will cover the following areas of Local Government Legislation: . . This course consists of a series of ‘pre-recorded training
e Local Government Reform and Governance . + videos plus live online Q&A. The course |s released on a
« Local Government Housing Services . . modular basis over 14 weeks.

¢ Local Government Planning Services

e Local Government Enwronmentol Services
e Local Government Water Services

e Local Governmeént Roads and Transportation Services

The eourse is delivered at a negotiated rate for Local
Authorities. It is tailored and bespoke to your local
authority * with ° materials, documentation " and
orgonisction specific information provided. Please
contact trmnmg@lpo ie for further information about’
this course. ’
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LOCAL GOVERNMENT . | HOUSING

BUDGET MANAGEMENT AND CONTROL FOR LOCAL ook Noy,
GOVERNMENT - .

The responsibility for budget monogement and control is being cascoded down  td |nd|V|dua| Departments and Centres W|th|n Irish Local
Geovernment. This creates a need for those with the responsibility for these areas: ond Elected Members to understand the financial processes,

. reports and documents that they are being asked to comment upon.

R COURSE CONTENT L ", Cost: €200 per person. L .

This half day Budget Manogement-ond Control for Local Government course. is desiéned to provide the support needed by d.etailing the system
of preparing budgets, the process by which actial expenditure is calculated and the control system used whereby actual and budgetary figures
are compored to produce ‘variances’. The process of analysing varianees, for the purpose of-explaining under or over spending is a keg aspect of
this course, in the same way that is the main means of effectmg budgetory control in Local Government.

LEARNING OBJECTIVES L DELIVERY, DATES AND COST e

At the end of this course, participants will understand: S This is a hclf day course. It will be remotely deIlver'ed‘
o the process.of budget preparation and how to prepo.re a budget through MS Teams .and facilitated by SUbJeCt matter
e the Ioccl government budgetorg process y experts.” =

® *

« the basis on which actual expendlture is calculated and then comﬁqred against
the budget to create a varidnce, to effect control analyse and mterpret the Dd‘tes: 4 October 2022
variances on a budgetary control statement . -Times: 10:00 am - 12:30 pm

Thecourse will cover the following keg areas: * *

« Budget preparation - . . .

* Budget control : ‘ : ' ‘ .

. Understandlng and onolgsmg variances ' ' ' ’ ’

UNDERSTANDING LOCAL GOVERNMENT FINANCE Book flow

-

This course is qe5|gned to_provide participants with a basic underst_andlng of how an Irish Local Au‘thorltg sources their income to fund day to day °
expenditure and capital expenditure. The course will-also provide participants with an appreciation of how the budget process works+in a Local
Authority, dnd an understanding of the Income and Expenditure Account and Balance Sheet of a Local Authority, Fmollg, the course will examine
the role of internal and external cudlt ina Iocol government context. : .

" Understanding Local Government Fihance will be of interest to any Local Authority "Official and/or Elected Member who wdnts to gain a basic

understanding of the financing of Irish Local Authorities. It may also be of benefit to Local Authority staff members who currently work in a

" finance related area but who may wish to expand their knowledge of the full Qperathn of local authority financing.

COURSE CONTENT - K - DELIVERY DATES AND- CosT

The course WIII cover the followmg key areas: . = Th|s is a one day course. It will be remotelg dellvered

. Understondmg the key sources of funding the Revenue Accounts of Local through MS Teams and facilitated by subject .matter
Authorities (iricluding’ Service Charges; specific State Grants; Commercial Rates;  experts. r
the Local Property Tcnx Pension Related Deductions; the Equallsctlon Fund); . .

. Understcndmg the key sources of funding the Capltal Accounts of Local Dates: 13 October 2022 R

Authorities (mcludmg .Exchequer Funding; EU Fundlng Development Levies; 15 December 2022

Borrowmg, Sale of Assets); Times: * 10:00 am - 3:30 pm ;
* Understanding how the Revenue budget process operates in a Local Authority Cost: €360 per person: .

context; . : :

. Understcndmg the Annual Financial Statements (AFS) of Local Authorities .
* (including the Income and Expenditure®Account - Statement of Compreherisive
« Income; Balance Sheet); P P .
* Understanding the role of audit in the Iécal government system (including the ~
understanding the role of the Locol Government Audit Service; the roIe of Audit
Committee and the role of internal audit). *

. & . s
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PROJECT MANAGEMENT -

PRINCE2 2017® FOUNDATION: 200k Now
EXAM PREPARATION COURSE.AND CERTIFICATION ‘

PRINCEZ 2017® is a well- estobllshed- project manogement methodology used in business ond government. It prowdes a proven best practice
. model that helps ensure project delivery is on time, on budget, of high quality’and méets customer requirements.

. LEARNING OUTCOMES

Upon completion of this Foundatign course, participants will: .

e Understand key aspects of the PRINCE2 2017® methodologg, .

e Beable to effectively control the start, progress and closure of a project; ’ ' :

¢ Understand how to deliver projects on time, within budget and to the specified busmess case, within the PRINCE2 2017 enwronment
* Integrate PRINCE2 2017 principles and themes into a project;

e Understand how to apply and tailor PRINCE2 2017® plonnlng processes;

e Beable to momage project progress; DEL|VERY, DATES AND COST .

e Be prepored for the* PRINCE2® Foundation Certlflcote exam. "

w .

This is a three day course which is delivered online-and in

COURSE.CONTENT -, L o, person.” The course is facilitated by a subject matter
This course will cover the following areas: : " expert. . o

* Introduction to PRINCE2® & Project Management : Bates:  12-14 September 2022 (In Persen)

[} 'Methodologg & Project Monogernent Structure oL 24-26 October 2022

. " * Principles of PRINCE2® o o 28-30 November 2022 (In*Person)

* .Themes of PRINCE2® . - Times:  9:30 am - 5:00 pm each day -

* Processes of PRINCE2® : : - Cost: €775 per person. .

e Tailoring of PRINCE2® . . . . . .

e Understanding the PRINCE2® Project Managemént Team Roles & Responsibilities T T T
PRINCE2.2017® PRACTITIONER: L ook Noy,

EXAM PREPARATION COURSE AND CERTIFICATION -

PRINCE2 2017® is a well- estobllshed project management methodology used in business ond government It prowdes a proven best proctlce
model.that helps ensure prOJect delivery is on 1;|me on budget, of high quolltg and meets customer reqU|rements Partnuponts must have
successfully completed the Foundation course to gain entry to the Practitioner course.”

R .LEARNING OUTCOMES

*Upon completion of this Practitioner course, participants will: A .

" Have an in-depth understanding of all aspects of the PRINCE2® methodology; )

o Effectively control the start, progress and closure of a project;

« Apply the methodology to deliver projects on time, within budget and to the specified business case; .

¢ Integrate the PRINCE2® Principles and Themes into a project; * : * :
e Understand.how to.tailor PRINCE2®; : '

* Efficiently momage project progress;

e Be prepored for 'd1e PRINCE2® Practitioner Certlflcote exam.

COURSE CONTENT ° K . DELIVERY, DATES AND COST

This course will cover the followmg areas: ’ T This is'a two day coursé which can be delivered online
¢ Introduction to PRINCE2® & Rroject Monogement .

and in person. It is facilitated by a subject matter expert.
¢ Methodology & Project Management Structure .Dates: 19-20 September 2022 @n Person)
+ Principles of PRINCE2® L ' 5-6 December 2022 (In Pérson)

" Themes of PRINCEZ® o * * Times: 9:30 am - 5:00 pm each day*

- Processes of PRINCE2® . . . . ’ : : ;

« Tajloring of PRINCE2® L ) o Gost: €685 per person.

e Understanding the PRINCE2® Project Mcmogement Team Roles & .
Responsibilities . ) L . ’ .

. . . . . Page 39
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PROJECT MANAGEMENT -

PRINCE2 FOR MANAGERS .-~ . 800k Now,
This Primcé2 for Managers ‘course is an interaeti;/e one day cours;:‘ that helps porticipohnts to modify or ‘put in place proper governance

structures for use with projects that use the PRINCE2® methodology. This qpprocch is, also useful for Managers and PrOJect qurds overseeing
projects executed with other methodologles .

s . ® w -

. LEARNING OUTCOMES

Upon completion of this course, participants will:

* Be familiar with the principals of project management frameworks and methodologles

e Be famjliar with the structure and content of PRINCE2®;

e Be comfortable with the roles and responsibilities of the Project Boord and the levels of manogement wnthln the project;

« Have gained.an in-depth knowledge of the Governance role in Project Management; . . .

e Understand hcw to apply and monitor the tolerance set for‘ the project and how to apply exceptions; v

« Be comfortable with reviewing, critiquing and agreeing to keg project governance dellverobles such.as the Project Initiation Document, .
highlight reports, stage plans, exception plans, etc. =

COURSE CONTENT ' ! 4 DEL!VERY. DATES AND COST o
This course will cover the following areas: . o This is a one day course. It will be remotely delivered and
e .The duties of the Project Board and prmclpcl activities i -facilitated by a subject matter expert.
+ e Starting Up - the Mandate . " ' Dates: 5 October 2022 o

¢ Authorisation and Approvals =
* Project Execution g . : '_
e Project Board information and data requirements Tm:les. 9:30 am - 5:00 pm . .

. . . . Cost: €395 per person. - .

30 November 2022

PROJECT. MANAGEMENT IN PRACTICE ook Noy,
This two day,practical Project Management course is,based on recognised best-practice as defined by the Project Management Institute (PMI)
Body of Knowledge and topics covered in the Public Service Project Management Handbook. It is aimed at public servants who *have been

recently, or are likely to be soon, appointed to projects and who wish to understand the broad project management opprooch and be familiar
W|th and comfortable in, using the key prOJect management techniques.

' " LEARNING OUTCOMES

Upon completion of this course, participants will:

e Get practical experience of key ‘project mcncgement tools and technlques

e Understand a project manogement opprooch Ihot is structured get flexible and which p.rowdes building blocks for the evolution of a more
‘mature’ opprooch #

« Be enabled to start pu.tting structure on your projecis and use the tools and techniques as oppropricte; .

e Havea droft'st_et of project documentation that you can use ds the basis for your project plonrﬁn_g on gour return to work.

B

COURSE CONTENT. . DELIVERY, Dl-\TES AND COST . N :

This course will cover the following areas: L t This is a two day course that will be delivered in person.
* Project:Management Context : : It is facilitated by a subject matter expert.

« Initigting your Project

. Dates: 13-14 October 2022 (In Person)
¢ Defining your Project .

Mont G i Broject . 10-11 November 2022 (In Person)’
¢ Monitoring and Controlling your rojec .
1-2 December 2022 (In Persoh)
+ o Closing your Project . B
. oy ) LI + + Times: 9:30 am - 5:00 pm each day *
Cost: €750 per person.
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PROJECT MANAGEMENT .~

FUNDAMENTALS OF PROGRAMME MANAGEMENT IN ook Noy
GOVERNMENT . :

Public Servants are faced with |ncreosmg expectotlons shifting prlorltles as well as an increasingly complex omblguous ond uncertain
. enwronment Delivering government strote.gg requires a capability in project, progromme and portfolio management. . .

" This one day online Fundamentals of Programme Management in Government focuses on the unique challenges and opportunities of delivering
complex programmes in the public sector. It draws on the unique insight and networks that the IPA brings to public sector project and

®

programme management. . . .

In addition to the manogen’Ient and co-ordination of 'multiple projeets within a programme, p'rogromme mo‘nogement aligns projects'with the
organisation’s goals, maximises project performance and minjmises risk. Course content is aligned with the PMI® The Standard for Program ,
Management - Fourth Edition (2017). This is the definitiveé guide for individuals and organisatiohs wishing to develop their programme

management practices. *

LEARNING OUTCOMES ’ ", - . -
Upon completlon of this course; porﬂcnponts will hove learned: . . . .
¢ How to apply programme management processes tools and technlques to your progromme and within a public sector context

", e.The programme management I|fecgcle and critical success factors for progrommes .

_ ‘s _How to align the programme with organisational strategy and develop a programme roadmap;
» The importance of integrating project and change management disciplines’in large public sector programme;
¢ Understanding how programme management can play a critical role inimplementing your organisation’s strategy.

COURSE CONTENT .~ . _ E L DELIVERY, DATES AND COST

This course will cover the following areas: This is a one-tay course! It will be delivered in person and
facilitated by a subject matter expert. . .

* Introduction to Programme Management L . )

¢ Programme Mdnagement in the Irish Public Sector T Dates: 6 September. 2022 (in Person) T
28 November 2022 (In Person)

Times: 9:30 am - 5:00 pm*
. Progromme Lifecycle Moncgement . . : . .
. . Cost: €395 per person. . .

. Progromme Benefits Moncgement . .

. Progromme Strategy Alignment

. Progromme Stakeholder Engagement .
* Programme Governance -

** Key Processes, Tools and Technlques

J Personal Action Planning

PMI AGILE CERTIFIED PRACTITIONER (PMI- ACPI

This highly- mteroctlve instructor-led course prepares portlcrpcnts for the PMI-ACP (Project Monogement Institute-Agile Certified Proctltloner)
Accreditation; a world-wide recognition of knowledge of Agile principles, practices and tools and techniques across Agile methodologies. If you
already use Agile practices or your organisation is adopting Agile methods, earning the PMI-ACP® certification will demonstrate your knowledge
of and commitment to this.rapidly growing apptoach to project management. This course covers the topics required for the PMI-ACP
certification and includes practical activities related to the Agile Lifecycle. The course is very interactive with real activities related*to the Agile
Lifecche activities. The course qu'cxljﬁes for 21 contact hours as required bg the PMI for this certification. Price does nat include cost of exam and

. students must book their exam slot wuth recognlsed providers. Participants may choose not to take the exam in which* case theg will receive an
IPA Certificate. . . .

'LEARNING OUTCOMES = - R

Upon complet|on of this course, participants should have:

o A thorough understanding. of Key Agile MethodoIogles . . . .

* Experience in the practical use agile tools and good understanding of Agile Processes; .
e An understondlng of.where the project monoger/teom member fits in the Agile Processes;
e Asolid understondrng of the PMI-ACP exam requirements;

e Confidence in approochlng the PMI-ACP exams. ’

COURSE CONTENT - | DELIVERY, DATES AND COST

This courseé will cover the following areas: o o This is three-day course. It will be delivered in ‘person and
e Overview of Agile Methods and the manifesto . facilitated by a subject matter expert.

* Agile chartering, planning, the backlog and’stories i . Dates: 28-30 November 2022 (In Person)

¢ Release Planning: story mapping, estimation, prioritization, release plans * . Times: 9:30 am - 5:00 pm each day’

e, Iteration Planning: inside an iteration, daily standup
o Agile Execution: project reporting,-changes and defects

 Agile Methods: Scrum, XP, Leap, Kanban, others . ) . .
. . B - . . . Page 41
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PROJECT MANAGEMENT -

MANAGING VIRTUAL TEAMS EFFECTIVELY ook Noy

" *

Making, d virtue of necessntg wé can say some of” the benefits from hcvmg virtual teams ¢an include reduced costs; less frustrating commutes
for staff and potentially mcreosed productivity. However there are potential serious down5|des to running virtual teams and these include poor

. communication, issues with technolégy, thé exposure of poor leadership ahd management engagement, poor working cdnditions for staff
-members and poor productivity. . .

LEARNING OUTCOMES

This short course aims to help those responsible for managing remote teoms to:
o effectively engage with individual and team;

« develop and agree appropriate goals;

¢ maintain onchprove team productivity.

COURSE CONTENT .o DELIVERY, DATES AND COST
This course will cover the following areas: . . This is a ene day course that will be delivered in person
¢ Understanding personal‘and team motivation o, at the, IPA and facilitated by a subject matter expert..
¢ Goals; outcomes, tasks . . . . . .
* Delegation, responsibility and ‘accountability ” o Dates: 21 October 2022 (|n'person)

¢ Planning effective commumcotlons
" .* Issues management
o Gettmg to grips with the technologg

INTRODUCTION TO BUSINESS PROCESS R oo o,
INNOVATION | ‘

This two-day course proyldes a practical introduction to Business Process Innovation (BPI). It combines a training and workshop approach and *
equips portici_pcnts with o s:tructured, systematic cpp_rooch to run‘ni_ng BPI projects. As a resu_lt; porticipcn‘ce will be better placed to _c:chieve
improved and streamlined business processes that align with public service organisations’ remits and make best use of available resources. It is
aimed at public servants who are.charged with the design and implementation of new ways of working, as programme champion, or manager,
project team leader or project tearn member.’It is also of benefit to anyone jnterested in achieving greater organisational effectiveness and

. efficiency including project stakeholders and those who need more incisive insights into their existing activities.

" Times: 9:30 am - 5:00 pm
Cost: €395 per person. o

® s ®

LEARNING OUTCOMES . . . .
On com-pletlon of the Introductior to Business Process Innovation course, pcrt|cnp0nts WI|| understcnd standard BPI terms & cpproaches its
benefits, how to apply it and he'able to: . .
¢ Develop a Business Process Innovation progromme to match the orgonlsotlon s goals to BP'I prOJects - .
« Identify and define the key business processes in their,organisation; ’ ’
¢ Select and specify Business Process Innovation projects for key business processes;
¢ Analyse existing processes, using process mapping skills,and tools;
¢ Diagnose process weaknesses and root causes usmg mapping cmd process analysis;
¢ Measure process performance;
. Develop better performing processes; . .
. Achl.eve real improvements from BPI technlques and processes and be ready to |mp|ement targeted |mprovements

' -COURSE CONTENT e ". . DELIVERY, DATES AND COST

. THls course will cover the following areds . + « This is two day course. It will be remotelg delivered and
. Busmess Process Innovation (BPI) Introductlon . chmtcted by a subject matter expert
* BPI Model, Terms and Approach . . .
* Anclusmg Processes : : . Dates: + 1-2 November 2022 .

¢ Mapping, Verification, KPIs

¢ Business Processes in-your Organisation and Elsewhere
e Managing BPI Pfojects

e Hurdles, Alignment,.Teamwork, Project Skills

¢ Selecting BPI Projects’ . . . .
¢ Identifying and Selecting Processes . . . .

» BPI Programme and Coursé Recap ’ ’ ' ’ ’
. Plonnlng Critical Success Fcctors Business Co-ses

Times: 9:30 am - 5:0.0‘pm each day
Cost: €750 per pérson.
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PROJECT MANAGEMENT

PROSCI CHANGE MANAGEMENT CERTIFICATION PROGRAMME -~

Participamté of the Prosci Change Management Certification Progrcn:nme will gain the kno\;vledge, skills and tools to drive successful change
initiatives. During this three-day’ experiential |€arning programme, they’ will apply holistic change management methodology to a current
project. They will leave with a change management plan designed to effectively manage change and enhance project results. *

" The Prosci Change Management Certificafion is ideal for those responsible for driving change. Participants are predomindntly in the roles of
Change Leaders, Project Mcnagers IT professmnals Project team mernbers Chcnge Management proctltloners Continuous |mprovement
specnollsts Humon Resource Busmess Partners, Organlsotlon Development professionals. - . .

LEARNING OUTCOMES

By completing the Prosci Change Management Certification, participants will: P P
e Understand the fundamentals of change and change manggement; ’
* Understand how effective change management improves organisational results; .
. Arnculote the value of chcnge management to peers and leaders W|th a presentation on the business case for change moncgemem
o Walk cwog with a chonge management plan; -
 Learnto apply the Prosci 3-Phase Process.cl:lcnge management methbdologg to areal project;
 "Learn how to apply the Prosci ADKAR® Model to facilitate individual change;

* e Achieve certification in the Prosci chdnge management methodology;
. -G.oin access to Prosci change n?anogemen.t tools. o L

COURSE CONTENT - = o = o =
Over the three-day Prosci Change Management Certification Programme, the following areas will be covered:
e Why changé management? LT . .
e The ROI of effective change management = ) :
e The Prosci AD‘KAIi®~ModeI . . _ '
e Seven cohcepts of cHonge ’ ' '
* Preparing for change: assessing change readiness .
e Préparing for change: buildirig team structdre and assessing sponsorship
¢ Managing change: creating customised* communication and sponsorshipplans -
,. Executive project plan presentotio‘ns ' s
. Managing change: creating coachlng tr.ammg and resistance mcnagement plans
¢ Reinforcing change ’
» Exarh and graduation

DELIVERY" . . . . o
Thisis a three-dc;g.ceurse. It can be delivered remotely orin |:'>erson and is facilitated by a subject matter expert.
The progrcm.m'e is onIQ available as a bespoke in-house client engogement and minimum numbers cppll:.j. 5

Please ¢ontact training@ipa.ie for further information about this programme.

. . ' , . Page 43



SOCIAL MEDIA MANAGEMENT

SOCIAL MEDIA STRATEGIES FOR PUBLIC SECTOR
ORGANISATIONS .

This course has been designed specnﬁcpllg,fér the Irish Public Sector to enable staff to produce an effective strategy for.managing social media

. ‘and to significantly improve communication and engagement. The course focuses on the key areas of preparing a Socidl Media Strategy and
Content Plan. g : . * g

LEARNING OUTCOMES . - L o - o L

Upon completlon of this course, participants will: . . .

¢ Be familiar with key areas of preparing a Social Medla Strotegy and Content Plan for a pUb|IC sector orgcnlsotlon

« Have learned how to plan and develop professional content for Social Media; . .
e Have learned, how to,develop a Social Media Policy; '

e Have improved their working knowledge of the management and resourcing of Social Media.”

# # " ® ® *

COURSE CONTENT "L C . DELIVERY, DATES AND COST
This course will cover the following'areas:  * T . ‘This is a two-day course. It will be remotely delivered and
o+ Introduction to Social Media: key trends + + facilitated by a subject matter expert.
. Social media review and benchmarkir;g- L .
« Best practice social media use in the public sector . " Dates:  29-30 September 2022
e Preparing a social media strategy and content plan L ’ 27-28 October 2022 .
* Practicdl social media skills in key social media platforms T * _ 29-30 November 2022 T
e Content development and planning for social media-* . Times: - 9 30 am - 5:00 pm each day.
. ) ) - Cost: €750 per person. Lo

® *

. . . -

LINKEDIN FUNDAMENTALS FOR o, 200k Noy,

= X

PUBLIC SERVANTS - X

: LieredIn Fundamentals for Public Servonts'is a one-day course that will give padrticipants the practical skills and knowledge to successfully use
+ LinkedIn - the world’s most important business and professional social media network. . .

LEARNING OUTCOMES

Upon compietlon of this course, participants will:

¢ Have used key practical steps and exercises to |mprove their L|nked|n profile; .
« Have learned haw to reach and target opinion leaders;
e Understand how to promote organisational content via LinkedIn.

COURSE CONTENT - . RS DELIVERY, DATES AND COST

This course will cover the folléwing areas: : C s This is a one day course. Itwill be remotelg delivered and
« Introduction to LinkedIn: Quick' Qverview . . facilitated by a subject matter. expert
" . = . Improving your LinkedIn Profile .. i i
. * Building Connections on Linkedin ~ * ., Dates: 27 September 2022 Lo
e Raising your Visibility / Interacting-on LinkedIn . . 8 November 2022
o Fin.ding Audiences on Linkedin - . - Times:  9:30 am- 5:00 pm - )
« Corporate Pages on Linkedin . . Cost: . €395 per person.’ .
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SOCIAL MEDIA MANAGEMENT

SHORT. IN-HOUSE VIDEO PRODUCTION R -
As the public service and agencies.get to grips with the new normal the importance of.short, snappy, attractive and.engaging video has never

beén more important. This course is designed specially to develop and fully boost, in-house skills. It is delivered by a hlghlg experienced video
*director and trainer. : :

It will be particularly useful for Communications Units that need to produceé material fast without having to go throdgh the usual procurement

cycles. - : * - *
LEARNING OUTCOMES _
The objective of thls course is to ensure your team can successfullg plan, shoot, and edit their own in- house video content. They will: e

e Understand the ronge and cost options for video eqmpment
« Learn practical production and editing skills from an established video director and trainer; . -
¢ Learn how to promote their videos content online: ’ ’

" ® ® *

COURSE CONTENT . . . -DELIVERY AND COST

_T'his course will cover the following areas:* ", " This is course is offered as' a* customised online
e- Training Needs Assessment L + + programme that is delivered over two full days. It can be
+ Camera Operation - o . " .delivered remotely and in person and is facilitated by a
o Video,Production L . L sUbject matter expert. Small participant humbers apply
« Video Content Editing : : . and participants will srequire a tripod, camera and
+ Promoting Your Videos Effectively microphon.e.

N Cost:  €1,800 per course plus €150 per person. o

. e . . -

Please ,contact traihing@ipc.ie in the first instance for
furthér details about this course and to spetk with the
B Training Specialist.
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INSTITUTE OF PUBLIC ADMINISTRATION
TRAINING PROSPECTUS
SEPTEMBER TO DECEMBER 2022

Short Courses, Professionally Accredited Programmes and
Webinars available in:

- Audit, Governance and Risk Management

- Financial Management and Accounting

- Human Resource Management

- Leadership, Management and Business Skills

- Local Government and Housing

- GDPR and Data Protection

- Project Management

- Social Media Management

INSTITUTE OF PUBLIC ADMINISTRATION
57-61 LANSDOWNE ROAD, BALLSBRIDGE DUBLIN D04 TC62
01 240 3666 | TRAINING@IPA.IE | WWW.IPA.IE
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