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Overview

About our training
Our experienced consultancy team provide a professional approach to training delivery and can meet the
individual training and consultancy needs of Clearview customers and other organisations.

The training that Clearview provides can be split into two distinct sections:

1 Clearview module training - workshops for existing Clearview customers, focusing on specific
Clearview suites and modules. Designed for new starters, existing staff, board and tenant panel
members and other stakeholders. We also offer a three day workshop which covers the following
modules in our strategy and performance suite: strategy and project, risk, service excellence and
performance scorecard.

1 Business delivery training - workshops for Clearview and non-Clearview customers, focusing on
broader business delivery topics. Designed for management and staff at any organisation,
regardless of whether they use Clearview.

As well as offering our usual range of training workshops for new starters and existing staff, we can be
flexible with our training content and delivery based on the needs of your organisation. So, if you would like
to combine elements of particular workshops, or if there’s a topic that we haven’t covered which you feel
would enhance your use of Clearview or your business delivery, let us know and we’ll do our best to help.

Learning approach

All of our training workshops are interactive and all attendees will be expected to participate and
contribute. A combination of hands-on practical training, presentations and exercises will be used
throughout the session.

Duration
Unless otherwise specified, all of our workshops run for a full day (typically from 10am — 3pm).

Price

For existing Clearview customers, the cost of each workshop will be as per your existing day rate. This
covers an unlimited number of attendees (depending on the size of the training room that you have
available). For non-Clearview customers, please contact us for a quote.

What’s included?

Tuition and course materials are provided at every workshop. We come to you to deliver the training, to
help you save on travel and accommodation costs for attendees. Therefore customers will need to provide
a room suitable for the purpose of the workshop and any relevant equipment.

How to book
To book any of our training workshops, please send us an enquiry through our website specifying which
workshop(s) you are interested in booking.

More information
For more information about this workshop or any of our training and consultancy services, please contact
Julie-Anne Jones, Consultancy Team Leader, on 0845 519 7663 or alternatively email Julie-Anne direct.



http://www.clearviewsystems.org/staticpages/clearviewmoduletraining.aspx
http://www.clearviewsystems.org/staticpages/businessdeliverytraining.aspx
http://www.clearviewsystems.org/enquiry.aspx?Event=Training%20enquiry%20from%20website
http://www.clearviewsystems.org/enquiry.aspx?Event=Training%20enquiry%20from%20website
http://www.clearviewsystems.org/enquiry.aspx?Event=Training%20enquiry%20from%20website
mailto:julie-anne.jones@clearviewsystems.co?subject=Enquiry%20about%20Clearview%20training%20&%20consultancy%20services
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Strategy and project
Workshop code: CM1

This workshop has been developed to provide training on the strategy and project modules
within Clearview’s strategy and performance suite.

Overview

The main aim of the workshop is to ensure attendees are able to use the strategy and project modules in
the workplace and recognise the importance of implementing the Clearview approach to strategy and
performance.

Benefits to you and your company

Attendees will gain a complete overview of the functionality and capability of the strategy and project
modules, as well as an understanding of how maximum benefit can be gained for their organisation by
using these products. The workshop will ultimately provide them with the knowledge and confidence they
need to use the strategy and project modules in the workplace.

Who this course is for
This workshop is beneficial for new staff and also serves as a useful refresher for those who already use
Clearview.

What you will learn
Attendees of the workshop will learn how to:

Strategy

' Gain an overview and understanding of your organisation’s strategy, along with its objectives and goals
and the projects that are in place to deliver these, all set within the context of using the Strategy and
Project modules;

9 Appreciate the importance of carrying out a STEP & SWOT analysis and the benefits of doing this;

9 Prioritise corporate goals by looking at their added value to the business;

9 Allocate each goal to a business unit or organisation and cascade these into inter-related corporate
projects, activity plans, milestones, risks and KPIs, which can be viewed in Gantt charts for review and
action;

9 Set up projects, create and manage tasks, review project progress and carry out reporting;

9 Ensure your entire management team understands and buys in to the strategic planning process,
thereby providing motivation and empowerment;

9 Eliminate inefficiencies and confusion from poor communication; and

9 Ensure your performance management framework is focused on the delivery of your corporate
business plan.

Project

1 Track progress in delivering corporate projects and service plans;

1 Demonstrate how to update task progress adding comments and evidence as required;

1 Analyse resource utilisation for staff members, to identify over-commitment and timing issues;

1 Show project and individuals' activity in a Gantt chart to give instant appreciation of project delivery
issues and resource conflicts at an early stage;

1 Generate email alerts to flag where a project or task is overdue;

1 Streamline and cascade management of projects, reducing the time and effort involved;
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Deliver continuous improvement and outcome monitoring by linking to service excellence outcomes;
Drive annual efficiencies and value for money initiatives from your projects and activity plans;

Report on quality standards and any other standard frameworks required to be monitored;

Evidence project progress and outcomes by linking to documents stored electronically, providing a vital
evidential tool to use during an inspection;

Develop project budgets and cascade them into your annual budget process; and

Link your corporate objectives to the day-to-day activities of your staff, building and maintaining the
organisation’s 'golden thread'.

= =4 =4 =4
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Other training workshops that might be of interest
The following training workshops may also be of interest to you as they cover other modules within the
strategy and performance suite:

9 Risk
9 Service excellence
I Performance scorecard
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Risk
Course code: CM2

This workshop has been developed to provide training on the risk module within Clearview’s
strategy and performance suite.

Overview
The main aim of the workshop is to ensure attendees are able to use the risk module in the workplace and
recognise the importance of implementing the Clearview approach to strategy and performance.

Benefits to you and your company

Attendees will gain a complete overview of the functionality and capability of the risk module, as well as an
understanding of how maximum benefit can be gained for their organisation by using this product. The
workshop will ultimately provide them with the knowledge and confidence they need to use the risk
module in the workplace.

Who this course is for
This workshop is beneficial for new staff and also serves as a useful refresher for those who already use
Clearview.

What you will learn

Attendees of the workshop will learn how to:

9 Populate a comprehensive risk database containing both strategic and operational risks;

 Automate the production of risk matrices, analysing raw, current and residual risk;

9 Allocate risks and risk controls by organisation, department and manager;

1 Generate comprehensive risk mapping and reports for each manager, department and the organisation

as a whole;

Analyse and report on risks in a number of ways including the sources of risks, the causes of risks, the

types of risk, and the levels of risks;

Clarify, streamline and embed risk management and monitoring;

Evaluate risk exposure for the organisation in financial terms;

Provide information to management to mitigate risk and plan for business continuity;

Monitor and manage risk controls and, via the Project module, manage the actions required to ensure

the identified risk controls are in place;

9 Link all corporate risks to a specific corporate goal, controlling and mitigating risks so that they do not
prejudice the delivery of the organisation’s corporate objectives; and

9 Monitor key risk performance indicators using the risk scorecard.

=
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Other training workshops that might be of interest
The following training workshops may also be of interest to you as (they cover other modules within the
strategy and performance suite):

9 Strategy and project
9 Service excellence
I Performance scorecard
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Service excellence
Course code: CM3

This workshop has been developed to provide training on the service excellence module within
Clearview’s strategy and performance suite.

Overview

The main aim of the workshop is to ensure attendees are able to use the service excellence module in the
workplace and recognise the importance of implementing the Clearview approach to strategy and
performance.

Benefits to you and your company

Attendees will gain a complete overview of the functionality and capability of the service excellence
module, as well as an understanding of how maximum benefit can be gained for their organisation by using
this product. The workshop will ultimately provide them with the knowledge and confidence they need to
use the service excellence module in the workplace.

Who this course is for
This workshop is beneficial for new staff and also serves as a useful refresher for those who already use
Clearview.

What you will learn

Attendees of the workshop will learn how to:

9 Develop a single service excellence plan for your organisation;

I Manage and deliver service excellence, with comprehensive tracking of all outcomes;

9 Score your progress towards excellence for each outcome and prioritise tasks based on this;

1 Match corporate projects and action plans to service excellence outcomes, to demonstrate how you
are moving towards an excellent performance, and where performance gaps remain;

9 Address gaps in performance, linking to new improvement plans in a systematic way, to demonstrate

self-awareness and a strong continuous improvement methodology;

Link to documentary evidence; and

Develop new service excellence standards tailored to your organisation’s requirements. For social

housing this could include local offers, customer service standards and tenant charters. For other

sectors, this could include Investors in People and Customer Service Excellence.

= =4

Other training workshops that might be of interest
The following training workshops may also be of interest to you as (they cover other modules within the
strategy and performance suite):

9 Strategy and project
9 Risk
I Performance scorecard
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Performance scorecard
Course code: CM4

This workshop has been developed to provide training on the performance scorecard module
within Clearview’s strategy and performance suite.

Overview

The main aim of the workshop is to ensure attendees are able to use the performance scorecard module in
the workplace and recognise the importance of implementing the Clearview approach to strategy and
performance.

Benefits to you and your company

Attendees will gain a complete overview of the functionality and capability of the performance scorecard
module, as well as an understanding of how maximum benefit can be gained for their organisation by using
this product. The workshop will ultimately provide them with the knowledge and confidence they need to
use the performance scorecard module in the workplace.

Who this course is for
This workshop is beneficial for new staff and also serves as a useful refresher for those who already use
Clearview.

What you will learn

Attendees of the workshop will learn how to:

' Monitor and manage core performance and delivery of improvement initiatives and plans;

9 Incorporate user-friendly, traffic-light performance indicators with the facility to drill down from an
organisation-level ‘scorecard’ through a structured series of screens, right through to base information
level;

9 Link to your core application databases via the Clearview data import tool to enable information in
the scorecard to be uploaded automatically;

9 View perspectives for internal business, financial, customer satisfaction, innovation and learning and

regulatory;

Weight indicators to reflect their relative importance;

Track performance against action plan targets and corporate project milestones;

View a powerful set of performance information for all parts of the business with minimal user-input;

Analyse year-to-date, month and trend information; and

Highlight problem areas quickly and easily.

=A =4 =8 =4 -4

Other training workshops that might be of interest
The following training workshops may also be of interest to you as (they cover other modules within the
strategy and performance suite):

9 Strategy and project
9 Risk
9 Service excellence
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Process management — income management
Course code: CM5

This workshop has been developed to provide training on the income management functionality
within the process management module of Clearview’s customer service improvement suite.

Overview

The main aim of the workshop is to ensure attendees are able to use the process management —income
management module in the workplace and recognise the importance of implementing the Clearview
approach to process management. The session can also include a review of the intelligence module where
required.

Benefits to you and your company

Attendees will gain a complete overview of the functionality and capability of income management, as well
as an understanding of how maximum benefit can be gained for their organisation by using this product.
The workshop will ultimately provide attendees with the knowledge and confidence they need to use
Clearview’s income management module within the workplace.

Who this course is for
This workshop is beneficial for new staff and also serves as a useful refresher for those who already use
Clearview.

What you will learn

Attendees of the workshop will learn how to:

1 Provide a common and consistent view of data across your organisation;

9 Establish if the service you provide meets your customers’ requirements and expectations
while identifying any weaknesses;

9 Report on the efficiency and effectiveness of your customer service processes;

9 Address weaknesses by developing and testing processes in order to drive continuous improvement;

9 Equip staff, from directors to housing officers, with the tools to improve performance across your
organisation; and

9 Configure reporting requirements and report by exception.

If you are also including a review of the intelligence module, attendees will learn how to:

9 Integrate, analyse and present data from a variety of data sources;

9 Open up business intelligence to the organisation and free yourself from a dependency on designated
IT colleagues or users to generate reports and provide information; and

9 Deliver a flexible reporting solution at a fraction of the cost of traditional business intelligence tools.

Other training workshops that might be of interest
The following training workshops may also be of interest to you as they cover other functionality in the
process management module within the customer service improvement suite:

9 Process management — repairs and maintenance
9 Process management — voids and lettings
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Process management — repairs and maintenance
Course code: CM6

This workshop has been developed to provide training on the repairs and maintenance
functionality within the process management module of Clearview’s customer service
improvement suite.

Overview

The main aim of the workshop is to ensure attendees are able to use the process management — repairs
and maintenance module in the workplace and recognise the importance of implementing the Clearview
approach to process management. The session can also include a review of the intelligence module where
required.

Benefits to you and your company

Attendees will gain a complete overview of the functionality and capability of repairs and maintenance
within the process management module, as well as an understanding of how maximum benefit can be
gained for their organisation by using this product. The workshop will ultimately provide attendees with the
knowledge and confidence they need to use Clearview’s repairs and maintenance module within the
workplace.

Who this course is for
This workshop is beneficial for new staff and also serves as a useful refresher for those who already use
Clearview.

What you will learn

Attendees of the workshop will learn how to:

1 Provide a common and consistent view of data across your organisation;

9 Establish if the service you provide meets your customers’ requirements and expectations
while identifying any weaknesses;

9 Report on the efficiency and effectiveness of your customer service processes;

9 Address weaknesses by developing and testing processes in order to drive continuous improvement;

9 Equip staff, from directors to housing officers, with the tools to improve performance across your
organisation; and

9 Configure reporting requirements and report by exception.

If you are also including a review of the intelligence module, attendees will learn how to:

9 Integrate, analyse and present data from a variety of data sources;

9 Open up business intelligence to the organisation and free yourself from a dependency on designated
IT colleagues or users to generate reports and provide information; and

9 Deliver a flexible reporting solution at a fraction of the cost of traditional business intelligence tools.

Other training workshops that might be of interest
The following training workshops may also be of interest to you as they cover other functionality in the

process management module within the customer service improvement suite:

9 Process management — income management
9 Process management — voids and lettings

10
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Process management — voids and lettings
Course code: CM7

This workshop has been developed to provide training on the voids and lettings functionality
within the process management module of Clearview’s customer service improvement suite.

Overview

The main aim of the workshop is to ensure attendees are able to use the process management — voids and
lettings module in the workplace and recognise the importance of implementing the Clearview approach to
process management. The session can also include a review of the intelligence module where required.

Benefits to you and your company

Attendees will gain a complete overview of the functionality and capability of voids and lettings within the
process management module, as well as an understanding of how maximum benefit can be gained for their
organisation by using this product. The workshop will ultimately provide attendees with the knowledge and
confidence they need to use Clearview’s voids and lettings module within the workplace.

Who this course is for
This workshop is beneficial for new staff and also serves as a useful refresher for those who already use
Clearview.

What you will learn

Attendees of the workshop will learn how to:

1 Provide a common and consistent view of data across your organisation;

9 Establish if the service you provide meets your customers’ requirements and expectations
while identifying any weaknesses;

9 Report on the efficiency and effectiveness of your customer service processes;

9 Address weaknesses by developing and testing processes in order to drive continuous improvement;

9 Equip staff, from directors to housing officers, with the tools to improve performance across your
organisation; and

9 Configure reporting requirements and report by exception.

If you are also including a review of the intelligence module, attendees will learn how to:

9 Integrate, analyse and present data from a variety of data sources;

9 Open up business intelligence to the organisation and free yourself from a dependency on designated
IT colleagues or users to generate reports and provide information; and

9 Deliver a flexible reporting solution at a fraction of the cost of traditional business intelligence tools.

Other training workshops that might be of interest
The following training workshops may also be of interest to you as they cover other functionality in the
process management module within the customer service improvement suite:

1 Process management — income management
9 Process management — repairs and maintenance

Training and consultancy services

11
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An introduction to Clearview
Course code: CP1

This workshop has been developed to introduce tenants, board members and other
stakeholders to the overall concept and requirements of the Clearview system.

Overview
Attendees will gain a complete overview of the full suite of Clearview products, as well as an understanding
of how maximum benefit can be gained by using these products.

Benefits to you and your company
This workshop allows you to improve engagement with your stakeholders by providing them with a clear
understanding of our products and any aspects of strategic and performance management.

Who this course is for
This workshop is beneficial for tenants, board members and other stakeholders engaged with your
organisation.

What you will learn

The workshop aims to equip attendees with the following information:

1 To provide a complete overview of the Clearview suite of products;

9 To explain the concept of business planning and performance management;

i To provide an overview of the Clearview product functionality; and

9 Toclearly explain the ‘golden thread’ philosophy this underpins the Clearview approach.

Other training workshops that might be of interest

The following training workshop may also be of interest to you as it is also suitable for tenants, board
members and other stakeholders:

9 Developing performance measures

12
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Developing performance measures
Course code: BC1

This workshop has been developed to introduce tenants, board members and other
stakeholders to the overall concept and requirements of the Clearview system and development
of a performance scorecard.

Overview
Attendees will gain an overview of Clearview’s functionality, focusing specifically on the performance
scorecard module.

Benefits to you and your company

This workshop allows you to improve engagement with your stakeholders by providing them with a clear
understanding of our products and any aspects of strategic and performance management. As well as
covering the topics of strategic business planning and performance management, attendees will also learn
what makes an effective key performance indicator and the purpose, structure and content of a
performance scorecard.

Who this course is for
This workshop is beneficial for tenants, board members and other stakeholders engaged with your
organisation.

What you will learn

The workshop aims to equip attendees with the following information:

1 To explain the concept of business planning and performance management;

9 Toclearly explain the ‘golden thread’ philosophy this underpins the Clearview approach; and

1 Toconsult and agree the most important measures for tenants, board members and other stakeholders
so that a specific scorecard can be created for regular reporting.

Other training workshops that might be of interest
The following training workshop may also be of interest to you as it is also suitable for tenants, board

members and other stakeholders:

 An introduction to Clearview

Training and consultancy services

13



clear

Developing your organisation’s strategy
Course code: MS1

An effective strategy must be in place if an organisation is to deliver its goals. To help you
achieve this, we’ve developed a workshop dedicated to developing your organisation’s strategy.

Overview

The main outcome of the session is to provide an understanding of the requirements for an effective
strategy and to outline a framework and methodology which can be applied by you. For Clearview
customers, this will also be linked to the Clearview software and how it can support you in delivering your
strategy.

Benefits to you and your company
This full-day workshop has been designed to introduce management and staff to the overall concepts and
practices leading to producing, implementing and delivering an effective strategy for your organisation.

Who this course is for

This workshop is beneficial for management and staff of Clearview and non-Clearview organisations who
are looking to improve and develop their skills around those critical areas required for successful
management and delivery of the organisation’s strategy.

What you will learn
Attendees of the workshop will learn how to:

9 Capture the mission, vision and values for your organisation;

9 Setlong term objectives for your organisation;

'  Document and consider the external environment analysis (STEP) and the internal analysis (SWOT);

9 Shape purpose and set SMART goals with reference to your objectives, SWOT and STEP analysis;

9 Prioritise these corporate goals by looking at their added value to the business;

9 Allocate each corporate goal to an organisation or business unit;

9 Ensure your entire management team understands and buys in to the strategic planning process,
providing motivation and empowerment;

9 Eliminate inefficiencies and confusion from poor communication; and

9 Ensure your performance management framework is focused around the delivery of your corporate

business plan.

Clearview customers specifically will also be shown how to do the following, using the Clearview system:
9 Cascade each corporate goal into inter-related corporate projects, activity plans, milestones, risks and
KPls, which can be viewed in Gantt charts for review and action.

Other training workshops that might be of interest

The following training workshops may also be of interest to you as they are also suitable for management
and staff looking to improve and develop their skills around those critical areas required for successful
delivery of the organisation’s strategy:

9 Project management
 Managing risk
9 Performance management

Training and consultancy services
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Project management
Course code: MS2

Effective project management is crucial to the delivery of your organisation’s strategy. To help
you achieve this, Clearview has developed a workshop dedicated to project management.

Overview

The main outcome of the training is to provide an understanding of project management principles and
outline a project management framework and toolkit which can be applied by you. For Clearview
customers, this will also be linked to the Clearview software and how it can support you in the project
management process.

Benefits to you and your company
This full-day workshop has been designed to introduce management and staff to the overall concept of
good project management principles.

Who this course is for

This workshop is beneficial for management and staff of Clearview and non-Clearview organisations who
want to improve and develop their skills around those critical areas required for successful project
management.

What you will learn
Attendees of the workshop will learn about the following project management stages within the project
management cycle:

Project initiation;

Project planning;

Project execution;

Project monitoring and control; and
Project closure and review.

=A =4 =4 =8 A

As well as gaining an understanding of project management principles, attendees will also be equipped
with a project management framework and toolkit which can be applied by your organisation. For
Clearview customers, all of the above will be considered using Clearview as a performance management
tool.

Prince2 practitioner qualified Clearview staff can use some of the basic Prince2 Lite framework, depending
on your requirements.

Other training workshops that might be of interest

The following training workshops may also be of interest to you as they are also suitable for management
and staff looking to improve and develop their skills around those critical areas required for successful
delivery of the organisation’s strategy:

9 Developing your organisation’s strategy

 Managing risk
9 Performance management

15
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Managing risk
Course code: MS3

Effective risk management is crucial to the delivery of your organisation’s strategy. To help you
achieve this, Clearview has developed a workshop dedicated to risk management.

Overview

The main outcome of the training is to provide an understanding of risk management principles and outline
a risk management framework and toolkit which can be applied by you. For Clearview customers, this will
also be linked to the Clearview software and how it can support you in the risk management process.

Benefits to you and your company
This full-day workshop has been designed to introduce management and staff to the overall concept of
good risk management principles.

Who this course is for

This workshop is beneficial for management and staff of Clearview and non-Clearview organisations who
want to improve and develop their skills around those critical areas required for successful risk
management.

What you will learn

Attendees of the workshop will learn how to:

Create an understanding of the basic principles of risk management;

Explore specifics of risk management to apply to your own organisation;
Empower you to be an effective risk manager;

Share and create a common proven approach to effectively managing risk; and
Enable you to identify, assess, manage and monitor organisational risks.

= =4 =4 =4 =9

For Clearview customers, all of the above will be considered using Clearview as a performance
management tool.

Other training workshops that might be of interest

The following training workshops may also be of interest to you as they are also suitable for management
and staff looking to improve and develop their skills around those critical areas required for successful
delivery of the organisation’s strategy:

9 Developing your organisation’s strategy

i Project management
9 Performance management

16
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Performance management
Course code: MS4

Effective performance management is crucial to the delivery of your organisation’s strategy. To
help you achieve this, Clearview has developed a workshop dedicated to performance
management.

Overview

The main outcome of the training is to provide an understanding of performance management principles
and outline a performance management framework and toolkit which can be applied by you. For Clearview
customers, this will also be linked to the Clearview software and how it can support you in the performance
management process.

Benefits to you and your company
This full-day workshop has been designed to introduce management and staff to the overall concept of
good performance management principles.

Who this course is for

This workshop is beneficial for management and staff of Clearview and non-Clearview organisations who
want to improve and develop their skills around those critical areas required for successful performance
management.

What you will learn

Attendees of the workshop will learn how to:

9 Create an understanding of the basic principles of performance management;

9 Explore specifics of performance management to apply to your own organisation;
Empower you to deliver effective performance management; and

9 Share and create a common proven approach to effectively managing performance.

For Clearview customers, all of the above will be considered using Clearview as a performance
management tool.

Other training workshops that might be of interest

The following training workshops may also be of interest to you as they are also suitable for management
and staff looking to improve and develop their skills around those critical areas required for successful
delivery of the organisation’s strategy:

9 Developing your organisation’s strategy
1 Project management
9 Risk management

Training and consultancy services
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Balanced scorecard
Course code: MS5

The balanced scorecard is a framework to help organisations clarify vision and strategy and
translate this into procedures that drive performance and behaviours. This workshop has been
developed to provide training on the concept of a balanced scorecard, and provide advice and
good practice on developing and implementing a successful balanced scorecard.

Overview

The main outcome of the training is to provide attendees with an overall understanding of the balanced
scorecard and how it can be used to align business activities with the vision and strategy of an organisation.
It will also help attendees understand how to develop more meaningful performance measures, how to
build and implement a balanced scorecard, and ultimately the key success factors and common pitfalls in
its development and implementation.

Benefits to you and your company

Attendees will gain a complete overview of the balanced scorecard; its origins, development and
implementation, as well as an understanding of how maximum benefit can be gained for their organisation
by applying this framework.

Who this course is for
This workshop is beneficial for those interested in developing and implementing a balanced scorecard.

What you will learn
Attendees of the workshop will learn about:

9 The origin and evolution of the balanced scorecard;

1  How the balanced scorecard applies to organisations and how it can be used to improve

performance;

How to build a balanced scorecard, including developing more meaningful performance measures,
translating strategy into operational activities and understanding the different perspectives of the
balanced scorecard;

How to implement a balanced scorecard;

Common pitfalls and key success factors; and

Conclusively, how a balanced scorecard can drive up performance and help an organisation manage
for results.

= =4 =

Other training workshops that might be of interest
The following training workshops may also be of interest to you:

Developing your organisation’s strategy
Project management

Risk management

Performance management

Developing performance measures

=A =4 =4 -4 =9
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