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Planning and Managing Career Transitions
For Employees in clinical and non-clinical roles

	Fri 23 Apr 
Half-day PM
	1. Contributing and Progressing When Newly Qualified

	Tues 27 Apr 
Half-day AM
	2. Making the Most of your Appraisal / PDR

	Tues 18 May 
Half-day PM
	3. Career Development Planning

	Fri 21 May
Half-day AM
	4. The first three months: Succeeding in your new role

	Fri 18 Jun 
Half-day PM
	5. Planning for Retirement



	Tues 22 Jun
Half-day AM
	1. Contributing and Progressing When Newly Qualified

	Tues 13 Jul
Half-day PM
	2. Making the Most of your Appraisal / PDR

	Thurs 22 Jul
Half-day AM
	3. Career Development Planning

	Tues 3 Aug
Half-day PM
	4. The first three months: Succeeding in your new role

	Fri 20 Aug 
Half-day AM
	5. Planning for Retirement



[bookmark: _GoBack]About these courses
These workshops are specifically designed to meet the needs of practice staff. The workshops are inclusive, friendly and interactive giving you a chance to share your own work experiences. You will gain practical knowledge and skills you can use to help you through whatever career stage or transition you may be facing now or in the future. 

· Drop-in: pick and choose the sessions that are right for you
· Blended learning: mixing live virtual workshops with self-directed online learning accessible from any mobile device
· Self-guided learning is designed and created by us, it is practical in nature and offered in bite-sized chunks. Our interactive learning content is not e-learning. It will be a mixture of videos, reading, practical exercises and assessments that can then be shared in the live virtual sessions. 
· The total learning time for each course is 3 to 4 hours.

Bookings
To book a place on a course, please contact Leah Dennis call 0203 922 1544 or email leah.dennis@nhs.net

Cancellations
To cancel a place on a course, please give as much notice as possible to allow someone else to take your place. You may be charged for late notice of cancellation or non-attendance. 




Contributing and Progressing When Newly Qualified
Why you should take this course
Being newly qualified can bring about a mixture of experiences and emotions. 

Who’s it for?
This course helps anyone who is newly qualified to make the most of their newly qualified role. The course assumes you have already secured your new post and have started or are due to start soon. 

What you’ll learn
Key topics covered on this course:

GREAT EXPECTATIONS
Understanding what is expected of you by managers and colleagues in your new role
Understanding the nature and context of your new role

STAYING POSITIVE 
Managing your thinking and staying positive in your new role
Managing pressure: how to recognise when things are getting too much

MANAGING RELATIONSHIPS 
Appreciating the impact you have on individuals and your team
How to manage relationships and reset boundaries with colleagues and co-workers

LEADERSHIP IN YOUR NEW ROLE
How to manage your time, prioritise your work and delegate professionally
Ensuring people do the right thing and things are done right

BUILDING YOUR DEVELOPMENT NETWORK
Where to get the professional and personal support you need to succeed
Developing your skills through reflection, supervision and professional development
How to structure your learning in the first twelve months

LOOKING FORWARD
Identifying opportunities for progression
How to open doors for yourself and lay a solid foundation for a successful career

Course details
	Duration
	1.5 - 2 hour live virtual workshop PLUS
1.5 - 2 hours of additional online learning

	Date
	Fri 23rd April
	Tues 22nd June

	Times
	PM 1.30pm
	AM 9:30am

	Venue
	MS-Teams

	Bookings
	Leah Dennis     0203 922 1544      leah.dennis@nhs.net 

	Cancellations
	Please give us at least two week’s notice or you still may be charged. 



Making the Most of your Appraisal 
(PDR / Performance Review)

Why you should take this course
Performance review meetings can bring out a range of emotions in team members and managers alike. A successful appraisal starts a long time before the meeting itself. By planning and managing our own performance, learning and development throughout the year we can ensure we stay on track with our work and our career.   

Who’s it for?
This course is suitable for anyone preparing for their annual appraisal or performance development review. 

What you’ll learn
Key topics covered on this course:

UNDERSTAND THE PROCESS AND PURPOSE
Know what to expect from your appraisal / PDR

REVIEW OUR JOB PERFORMANCE
Practical tools and techniques for looking back over your year
How to stay realistic and in control when review your past performance

UNDERSTANDING YOUR OWN NEEDS 
What career stage you’re at and where you’re going next
Being realistic about what your manager can offer you
Why it’s okay to not want to progress at work

PLANNING AHEAD
Practical tools and techniques for planning the year ahead
Identifying opportunities for development and career progression
Planning for the performance review meeting itself

MAKE THE MEETING SUCCESSFUL
What to expect from your line manager during performance review
Holding your line manager and employer to account
How to conduct yourself during the appraisal if things don’t go well

Course details
	Duration
	1.5 - 2 hour live virtual workshop PLUS
1.5 - 2 hours of additional online learning

	Date
	Tues 27th April
	Tues 13th July

	Times
	AM 9.30am   
	PM 1.30pm

	Venue
	MS-Teams

	Bookings
	Leah Dennis     0203 922 1544      leah.dennis@nhs.net 

	Cancellations
	Please give us at least two week’s notice or you still may be charged. 


Career Planning

Why you should take this course
Career planning can help you to identify what opportunities are out there, what might be suitable for you or what skills you need to develop and how to take the first step towards a new or different role. 

Who’s it for?
This course is designed for individuals in clinical and non-clinical, medical and managerial roles. 

What you’ll learn
Key topics covered on this course:

UNDERSTANDING YOUR OWN CAREER DRIVERS
Assess your intrinsic motivation factors and priorities
Recognise extrinsic factors that affect your career options
Know what role is really right for you

THE VALUE OF YOUR CURRENT SKILLSET IN THE MARKET
Identify your current personal and professional skills and skills gaps
Discover what career options are available to you 
Explore the different roles available and what skills they require

CREATE YOUR OWN CAREER DEVELOPMENT PLAN
Plan a timeline for your professional and personal development
Identify the people and resources you’ll need to succeed
Define solutions to potential barriers

IMPLEMENTING YOUR PLAN
Making the decision
Expanding your network to get noticed and develop opportunities
Understanding how to get relevant work experience for different roles
How to apply for jobs: writing applications, CVs and cover letters / emails

GETTING THE JOB
Preparing for interviews and assessment centres
Preparing for and delivering formal presentations for selection
Staying positive and handling rejection

Course details
	Duration
	1.5 - 2 hour live virtual workshop PLUS
1.5 - 2 hours of additional online learning

	Date
	Tues 18th May
	Thurs 22nd July

	Times
	PM 1.30pm
	AM 9.30am   

	Venue
	MS-Teams

	Bookings
	Leah Dennis     0203 922 1544      leah.dennis@nhs.net 

	Cancellations
	Please give us at least two week’s notice or you still may be charged. 


The first 90 days: Making a positive start in your new role

Why you should take this course
The transition into a new role can be daunting. There is a lot of pressure to get relationships, tasks and projects off to a positive start. Having a clear approach to the first few months in your new role can make all the difference to your confidence and your stress levels. 

Who’s it for?
This course support individuals newly promoted into a more senior role, whether management, administrative, clinical or medical. 

What you’ll learn
Key topics covered on this course:

ONWARDS AND UPWARDS
How to leave the past behind you in your own job
Updating your thinking and your identity to suit your new role
The three conversations you must have in week one of your new role

DEVELOPING A PLAN
Developing a realistic plan for month 1, 2, and 3
The common mistakes to avoid when newly promoted
Identify new sources of insight and information

ENGAGING WITH PEOPLE
How to handle relationship and boundary changes at work
Identify important new key stakeholders
Creating alliances and achieving alignment
Practical approaches for leading colleagues and co-workers

GETTING YOUR PRIORITIES STRAIGHT
Understand your new priorities and define the scope of your role
Knowing what changes to make and when
Choose the right strategy for each new situation
How to identify nasty surprises before they happen

MANAGING YOURSELF
Develop your own skills and working on your skills gaps
Getting the support you need to succeed in all aspects of your role
Explore the three pillars of self-efficacy





Course details
	Duration
	1.5 - 2 hour live virtual workshop PLUS
1.5 - 2 hours of additional online learning

	Date
	Fri 21st May
	Tues 3rd August

	Times
	AM 9.30am   
	PM 1.30pm

	Venue
	MS-Teams

	Bookings
	Leah Dennis     0203 922 1544      leah.dennis@nhs.net 

	Cancellations
	Please give us at least two week’s notice or you still may be charged. 





Retirement Planning 

Why you should take this course
This course is to support individuals who are planning to retire in the next few years. Managing this transition is often about decision-making around financial scenarios, however, there is a lot more to consider to make this a positive life change.

Who’s it for?
Anyone planning to retire in the next few years. Is this for certain staff groups??? 
Could be for anyone but the largest group due to retire is some of our nurses
What you’ll learn
Key topics covered on this course:

FINANCIAL PLANNING
Evaluation of current pay and future financial state 
Assessment of known variables to determine future income
Pension options

CAREER AND WORK OPTIONS
Preparing emotionally for the change
Returning to work / working flexibly
Maintaining professional registration and competence
Approaches and considerations for effective decision-making
Implementing career decisions

COMMON PRE-RETIREMENT PROBLEMS
Explore the impact of age-related biases at work
Keeping up with organisational and social change
Managing life events that affect work-life balance 
Addressing performance and motivation issues

THE THIRD AGE
Continuing to grow and develop after retirement
Making a positive contribution
Stay active and social to managing your mindset

Course details
	Duration
	1.5 - 2 hour live virtual workshop PLUS
1.5 - 2 hours of additional online learning

	Date
	Fri 18th June
	Fri 20th August

	Times
	PM 1.30pm
	AM 9.30am   

	Venue
	MS-Teams

	Bookings
	Leah Dennis     0203 922 1544      leah.dennis@nhs.net 

	Cancellations
	Please give us at least two week’s notice or you still may be charged. 
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