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The challenge facing the public sector to deliver services 
with excellence whilst at the same time demonstrating 
the most efficient and effective use of resources has 
never been so great.
 
The Breckland Training and Development Team can help 
by providing a level of expertise and knowledge that is 
not readily available in most organisations. Our services 

are designed for the specific needs of the public sector, charities and local 
authorities and are aimed at officers of all levels and elected members.
 
Our team of trainers are experienced individuals with established career 
backgrounds in the public and private sector. They can offer a suite of training 
programmes, tailored to the particular needs of your organisation, and deliver 
these in house or at our conference suites in Dereham, Norfolk.
 
I look forward to expanding our working relationship in the future and 
welcoming you as our newest partner.
 

William Nunn 
Leader – Breckland District Council
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Our Skills and Experience
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Our pool of trainers are experienced professionals whose 
areas of expertise include;
 
• Delivering and implementing shared services
• Leading organisations through change management
• Management and leadership
• Media management
•  People management and human resources
• Performance management
• Team building and away days
• Absence and sickness management
• Recruitment and retention

Call: 01362 656870   Email: training@breckland.gov.uk



Richard Wills
E. Richard.wills@breckland.gov.uk
Richard has a wealth of experience in presenting and has 
compered and facilitated at many public sector events 
and seminars. He delivers a whole suite of training for 
Breckland Training and has an engaging and motivation 
style.

Julia Thaxton
E. Julia.thaxton@breckland.gov.uk
Julia is a very experienced trainer who has written and  
delivered many training courses across both the public  
and private sector. Her bubbly and energetic personality 
helps to ensure that every session she delivers is both 
interesting and inspiring.

Karen Hitchcock
E. Karen.hitchcock@breckland.gov.uk
Karen is an enthusiastic, efficient and self-motivated 
member of the training and development team. She is  
an exceptionally skilled trainer who has worked in both 
the public and private sector.  

Leanne Neave
E. Leanne.neave@breckland.gov.uk
Leanne is an experience coach and an integral part of the 
team. She specialises in Elected Member Training.   

Meet our core team
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Alongside our core team, Breckland Training has a pool of trainers equipped 
with knowledge and expertise in many subjects.
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Training Course Information
Breckland Training currently offers over 43 training courses listed on the 
following pages; these can be provided in-house or at our conference suite 
in Dereham, Norfolk.

Costs
In-house: Our standard daily fee for delivering in-house training and 
development is £569 plus VAT. 

Costs exclude travel costs, expenses and, if required, overnight 
accommodation.
 
At Elizabeth House conference suite, Dereham: The cost of training and 
development courses depends on the length and duration of the session. 
Duration and price per delegate as follows;
 

All sessions include refreshments and full day courses include a buffet lunch. 
Course fees are accurate at time of publication and may be subject to change.

Contact
If you have any queries regarding our training courses, please contact the team;
 
T: 01362 656870 (Breckland Council Customer Service)
E: training@breckland.gov.uk

Half Day

£50 plus VAT

Full Day

£110 plus VAT

Half Day

£322 plus VAT

Full Day

£569 plus VAT
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Bespoke Training
Sometimes you need something designed just for you. This is where our we 
can help by addressing your specific needs through a bespoke training 
package. Our expert pool of trainers will listen to your particular requirements 
before creating a customised training package that will educate, fascinate and 
motivate your workforce.

We have a large pool of trainers, each armed with considerable experience 
and knowledge in many of today’s key areas, including;

• Shared services
• Change management
• Entrepreneurialism
• Management and leadership
• Media management
•  Human resources

Contact
If you have any queries regarding our bespoke training service, please contact 
the team;
 
T: 01362 656870 (Breckland Council Customer Service)
E: training@breckland.gov.uk



Away Days and Team Challenges
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Team away days are an ever popular and powerful means of addressing 
current issues, developing strategy and improving the performance of 
organisations. 

Allow us to inspire leadership and teamwork in your organisation through one 
of our totally innovative team challenge activities or away days.

Our innovative sessions are designed to get delegates motivated and thinking 
in different ways and can be tailored to address your specific needs. Whether 
you want a brief session that lasts just a few hours or an action packed entire 
day, our activities will inspire teams of all sizes.

Contact
If you have any queries regarding our away day and team challenges, please 
contact the team;
 
T: 01362 656870 (Breckland Council Customer Service)
E: training@breckland.gov.uk
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Course Contents

Personal 
Development  
and Customer Care
• Assertiveness Training
• Budgeting Skills
• Chairing Meeting Skills
• Conflict Management
• Customer Care
• Dealing with Change
• Decision Making
• Effective Communication
•  Handle Stress Before It  

Handles You
• Influencing Skills
• Meetings, Agendas and Minutes
• Negotiation Skills
• Preparing for Your Appraisal
• Presentation Skills
• Public Speaking Skills
• Realise Your Potential
• Report Writing
• Taking Telephone Calls
• The Executive PA
• Time Management

Business 
Management
• Appraisal Training
• Basic Food Safety Training
• Becoming a Green Champion
• Introduction to Management
•  Handle Stress Before It Handles 

You and Your Team
• Introduction to Payroll
• Leading Teams
• Leading Teams Through Change
• Mediation at Work
• Promoting Positive Attendance
• Recruitment and Selection Training
• Remote Management Skills
• Train The Trainer

Information 
Technology
• Basic Computer Skills
• Beginners Guide to Excel
• Beginners Guide to Powerpoint
• Beginners Guide to Word
• Beginners Guide to Outlook
• Beginners Guide to the Internet
• Effective Email Communication

Media Training
•  How to Write a Dynamic  

Press Release
•  Managing Social Media for 

Business Communications
•  Media Skills Training

Our courses are split into colour-
coded sections to help you quickly 
find what type of training course 
you’re looking for. 

If you have a query regarding any of 
these training courses, please contact 
us on 01362 656870 (Breckland 
Council Customer Service) or email 
training@breckland.gov.uk



  

Assertiveness Training
Designed for: Anyone wanting to develop knowledge and skills on how to be 
more assertive and confident.
Aims: • Learn how to be assertive rather than aggressive • Understand how 
to deliver assertive statements effectively • Build your own self confidence and 
strength to say ‘No’ assertively.

Budgeting Skills
Designed for: Anyone who wishes to get the most out of budgets, whether it 
be during preparation, review or end use.
Aims: • Learn how to eradicate errors when compiling budgets • Learn how to 
present budgets with confidence and accuracy.

Chairing Meeting Skills
Designed for: Anyone who is required to chair meetings within or outside of 
the organisation.
Aims: • Learn appropriate ways to handle different types of meetings
• Practice skills and techniques involved in effective chairing • Understand the 
requirements, styles and processes involved in chairing.

Conflict Management
Designed for: Anyone who has to face angry, aggressive or demanding 
customers or service users.
Aims: • Identify the key components present in all confrontational situations 
• Recognise different stages of conflict escalation • Learn how to maintain 
composure when responding to conflict and aggression • Develop the skills 
needed to manage aggressive words, phrases and body language.
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The following courses are available for in-house training or at our conference 
suites in Dereham, Norfolk. 

Personal Development and 
Customer Care Training Courses
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Customer Care
Designed for: Anyone dealing with customers directly (face to face or via the 
telephone). These may be members of the public, internal and/or external 
partners or colleagues.
Aims: • Learn the differences between good and poor customer care 
• Learn the value of good customer relations • Practise dealing with difficult 
customers.

Dealing with Change
Designed for: Anyone who is going through or about to go through change in 
the workplace.
Aims: • Identify why change has to happen, the extent of the change and the 
likely effects it will have on individuals • Understand the process of change 
and the emotions likely to be triggered • To learn how to develop personal 
action plans to cope with change.

Decision Making
Designed for: Anyone who wants to deliver ideas more clearly and methodically.
Aims: • Learn about organising thoughts and deciding what to say before 
speaking • Learn to use a structured process to make good decisions   
• Learn how to communicate your decisions with confidence.

Effective Communication
Designed for: Anyone who wants to improve their communication skills and 
get more from their relationships with internal and external customers.
Aims: • Learn how to communicate in a professional way • Understand the 
importance of considering the recipient • Learn how to develop rapport.

Handle Stress before it Handles You
Designed for: Anyone in any role and at all levels who wants to develop a 
better work life balance.
Aims: • To enable you to consider your current work life balance and identify 
issues that are impacting on this • Learn how to create and sustain a better 
work life balance.

 

Personal Development and 
Customer Care Training Courses
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Influencing Skills
Designed for: Anyone in any role who may need to persuade, negotiate and 
seek general consensus.
Aims: • Learn how to convey the principles, processes, skills and techniques 
needed to influence people and groups effectively.

Meeting, Agendas and Minutes
Designed for: Anyone who would like to improve their meeting skills
Aims: • Improve your minute and note taking skills • Understand the 
requirements of different types of meetings • Understand the procedure and 
protocol of meetings.

Negotiation Skills
Designed for: Anyone who wishes to become more assertive and confident 
when negotiating.
Aims: • Learn how to be aware of and be able to identify different behaviour 
types • Learn how to become more confident when approaching a negotiation 
• Learn the structure of a negotiation.

Preparing for your Appraisal
Designed for: Anyone who is preparing to be appraised and/or getting ready 
to set performance objectives.
Aims: • Learn how to give staff a good understanding of your organisation’s 
Appraisal/Performance Management system • Learn how to set effective 
objectives.

Presentation Skills
Designed for: Anyone who is required to make a presentation.
Aims: • Learn the elements of an effective presentation • Learn how to engage 
with an audience • Learn ways of presenting competently and confidently.

Public Speaking Skills
Designed for: Anyone seeking to develop or improve their public speaking skills.
Aims: • Learn how to maximise your ability to deliver public speaking, with 
greater confidence and audience impact • Learn how to deal with nerves and 
stage fright • Learn how to research and prepare for a speech.

Personal Development and 
Customer Care Training Courses



Realise Your Potential
Designed for: Anyone who feels they have more to give and has aspirations 
that they want to achieve.
Aims: • Learn to take responsibility of your own growth • Learn how to think 
positively and visualise goals • Learn to become a better communicator and 
control your life.

Report Writing
Designed for: Anyone in any role and at all levels who would like to develop 
their report writing skills.
Aims: • Learn the key factors that contribute to an effective report by using 
appropriate language, style and expressions • Detailed look at your 
organisation report template.

Taking Telephone Calls
Designed for: Anyone in any role who would like to improve their telephone 
manner and learn how to structure calls professionally when speaking to 
internal and external customers.
Aims: • Learn about the structure of a telephone call and the skills used to 
manage the outcome of a call • Understand the importance of having a good 
telephone manner • Learn how to handle difficult situations on the telephone.

The Executive PA
Designed for: Secretaries and PAs to directors and senior managers who 
aspire to increase their visibility and productivity and become a real asset to 
their organisation.
Aims: • Learn the techniques needed to stay ahead in your field and manage 
your own development • Learn about the management tools that will enable 
you to be more proactive • Gain assertiveness skills to help manage your day.

Time Management
Designed for: Anyone who wishes to increase effectiveness through beneficial 
time management techniques and practices.
Aims: • Learn how to overcome or minimise disruptions, interruptions and 
other time wasting situations • Learn how to plan and prioritise more 
effectively.
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Personal Development and 
Customer Care Training Courses



Appraisal Training
Designed for: Any manager who is preparing to appraise an individual or team 
and/or getting ready to agree their performance objectives.
Aims: • Learn the skills and techniques which make appraisals a powerful tool 
in effective management • Understand your organisation’s Appraisal/
Performance Management system • Learn how to set and agree effective 
objectives.

Basic Food Safety Training
Designed for: Anyone who handles open high-risk foods, for instance those in 
the catering trade or those in the retail trade at delicatessen counters. It is 
recommended that all supervisory staff are trained to at least this standard.
Aims: • Gain a basic awareness of good hygiene and safety issues • Ensures 
that you comply to UK National Occupational Standards in Food Safety and 
Hygiene at Level 2.

Becoming a Green Champion
Designed for: Anyone who would like to identify practical ways of changing 
their organisation’s working habits to benefit the environment.
Aims: • Identify quick ‘green’ wins for your organisation • Learn the financial 
and environmental benefits of becoming greener • Understand medium to 
long term green strategies for your organisation • Learn how to reduce your 
organisation’s carbon footprint. 

Introduction to Management
Designed for: Newly appointed or aspiring managers.
Aims: • Learn the essential skills and strategies required by managers 
• Learn about team leading and motivating • Understand about setting 
SMART objectives. 
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Business Management  
Training Courses
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Handle Stress before it Handles You and Your Team
Designed for: Managers who would like to develop a better work life balance 
for themselves and their teams. 
Aims: • Learn how to consider your team’s current work life balance and help 
identify issues that are impacting on this • Learn how to plan what is important 
to your team and help them create and sustain a better work life balance.

Introduction To Payroll
Designed for: Anyone who wishes to understand payroll legislation and 
procedures.
Aims: • Gain practical tips on how to avoid the common pitfalls •Learn how to 
deal with day to day payroll queries • Understand how to run a payroll 
operation with confidence.

Leading Teams
Designed for: Anyone who leads a team or is about to lead a team and needs to 
develop their leadership skills.
Aims: • Learn to identify the key characteristics of effective leaders • 
Understand different management styles • Learn to enable staff to identify 
their own preferred style of leading and recognise where this is most and least 
effective.

Leading Teams Through Change
Designed for: Managers who may be responsible for leading others through 
workplace change.
Aims: • Learn to identify the manager’s role in leading change and the support 
required by team members • Learn how to communicate the need for change 
positively.  • Learn how implement change with minimum stress and disruption 
to services and individuals • Understand recognised theories for change and 
consider their implementation • Understand the barriers to change and 
consider how best to overcome them.

Business Management  
Training Courses



Mediation at Work
Designed for: Anyone who may have to work as a mediator in a workplace 
dispute.
Aims: • Understand about the ACAS code of practice • Learn the skills and 
tools required to effectively mediate and resolve grievances in the workplace 
before they escalate.

Promoting Positive Attendance
Designed for: Managers with the responsibility for improving attendance, from 
dealing with unauthorised absenteeism to supporting legitimate long term 
sickness.
Aims: • Learn how to deal with different kinds of absenteeism • Learn the 
importance of back to work interviews • Develop the essential skills and 
confidence required to confront the issues connected with absence.

Recruitment and Selection Training
Designed for: Managers involved in recruiting and selecting.
Aims: • Learn best practice for each stage of the selection process 
• Learn and implement your organisation’s recruitment and selection policy  
• Practice selection interviewing.

Remote Management Skills
Designed for: Managers who work remotely from the team they lead.
Aims: • Understand the purpose of management in the context of leading 
remotely • Learn methods for overcoming the distance barriers to effective 
communication • Learn how to empower your team, improve initiative, support 
and control • Gain ideas for creating and maintaining team spirit in remote 
environments. 

Train the Trainer
Designed for: Anyone who is new to training or who delivers training occasionally.
Aims: • Learn the basic principles and techniques involved in training 
• Understand how people learn • Learn how to monitor and evaluate the 
effectiveness of training.

Business Management  
Training Courses
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Basic Computer Skills
Designed for: Anyone who is a complete computer novice.
Aims: • Learn how to produce simple documents • Learn how to send and 
receive emails • Learn how to surf the internet.

Beginners Guide to Excel
Designed for: Anyone who requires a basic understanding of the Microsoft 
Excel programme.
Aims: • Learn how to be able to create, manage and manipulate 
spreadsheets.

Beginners Guide to Powerpoint
Designed for: Anyone who requires a basic understanding of the Microsoft 
Powerpoint program.
Aims: • Learn how to create and manage a Powerpoint slide show.

Beginners Guide to Word
Designed for: Anyone who requires a basic understanding of the Microsoft 
Word programme.
Aims: • Learn how to create and manage a Word document.

Beginners Guide to Outlook
Designed for: Anyone who requires a basic understanding of the Microsoft 
Outlook application.
Aims: • Learn how to use Microsoft Outlook effectively. 

Beginners Guide to The Internet
Designed for: Anyone who requires a basic understanding of the Internet.
Aims: • Learn how to use search engines and understand about safe use of 
the internet.
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Information Technology  
Training Courses



Effective Email Communication
Designed for: Anyone who uses email as a form of communication with 
internal and external customers.
Aims: • Learn how to communicate more effectively using email • Learn how 
to structure emails for clear and concise messages • Learn how to ensure 
emails get the correct response.
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Information Technology  
Training Courses
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Media Training Courses
How to Write a Dynamic Press Release
Designed for: Anyone who wants their press releases to be noticed and taken 
seriously by the media.
Aims: • Learn about how today’s media gather news • Learn how to increase 
the chances of your press release being used • Understand what is required to 
ensure your press release stands out.

Managing Social Media for Business Communications
Designed for: Anyone trying to cope with the ever increasing demands of 
podcasts, blogs and social media networks.
Aims: • Learn how to manage your business presence in the virtual world 
• Learn how to avoid the pitfalls • Understand which forms of social media are 
best for you and your business.

Media Skills Training
Designed for: Anyone who is required to address the media through their 
work role.
Aims: • Understand the journalist’s approach and the golden rules of 
interviewing • Learn how to get your message across clearly • Learn how to 
become aware of the pitfalls • Learn the different interview formats.





Breckland Council 
Elizabeth House, Walpole Loke

Dereham, Norfolk NR19 1EE
Tel: 01362 656870 

www.breckland.gov.uk

A range of courses designed to 
increase your organisation’s level  

of expertise and knowledge.


