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OUR SERVICES
Your Professional Development and Training Specialist

We offer a range of services to 
our members, supporters and the 
broader public sector community 
including:

Membership
Join as an Individual or Corporate 
member and show your dedication to 
building your career, knowledge and 
networks in the public service. There 
are four membership categories to 
choose from which include a number 
of exclusive benefits. See page 4.

Training
We offer over 45 facilitated face-to-
face Public Service Training courses 
and are continually looking to add 
to this highly rated and relevant 
program. Courses are designed for 
all levels across the public service 
and various career stages. Members 
receive up to 25% off training 
and 20% off customised in-agency 
programs.

Events
The Institute is recognised for its high 
quality, thought leadership events – 
from influential Ministers and Directors 
General to Young Professional 
and Executive lunches. Individual 
members receive up to 50% off 
events.

Event Administration Service
Specialising in the delivery of 
outstanding professional events, we 
can assist in planning, marketing 
and managing your next conference, 
information seminar, training session 
or awards presentation. 

Awards
Our awards program has been 
developed to promote, recognise 
and reward excellence in the public 
service. The IPAA WA Achievement 
Awards recognise both individual 
and organisational achievement 
across the WA public service. Our 
W.S. Lonnie Awards recognise 
excellence and transparency in State 
government annual reports.

Resources
Members stay informed on a national 
level by receiving the quarterly 
publication, the ‘Australian Journal 
of Public Administration’ and have 
access to ‘The Mandarin’, a new 
publication showcasing and sharing 
the work of leaders at all levels within 
Australia’s public sector.

Subscribe to iNews today and 
be kept informed of new event and 
training opportunities, special offers 
and the latest research and thinking in 
public administration. 

TABLE OF 
CONTENTS
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The Western Australian Institute of 
Public Administration Australia  
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In-Agency Training provides a flexible 
and cost effective way of delivering 
expert training solutions to groups in 
your organisation.

We provide a professional and high 
quality learning and development 
solution for all of government. We 
can assist you in achieving your 
organisation’s strategic goals and 
objectives through developing the 
skills, behaviour and expertise that 
your organisation requires. 
Through our large network of 
consultants and facilitators, we are 
sure you will find the right training 
solution for your organisation.  
Any of the courses featured in this 
guide can be delivered to your 
organisation, at any location state-
wide. 

Tailored Packages
All of our training courses may be 
tailored to meet your organisation’s 
specific needs and outcomes. We 
work closely with you to develop the 
content to ensure that the messages 
align with those of your organisation. 

Any of the following offerings can be 
incorporated into your package:
•	 Action Learning Groups
•	 Coaching
•	 Mentoring
•	 Real Case Studies
•	 Follow-up sessions
•	 Internal/External Guest 

Speakers
•	 Internal Policies/Procedures
•	 Professional Memberships with 

IPAA WA

Customised Programs
If you would like a course that is 
not currently on offer in this guide, 
please feel free to talk to us about a 
customised training solution for your 
organisation’s development needs. 
We can customise and build a training 
course just for you, ensuring your 
organisation’s specific outcomes are 
not only met, but exceeded. 
Current financial Corporate Members 
receive a further 20% discount 
on any of the customised programs 
delivered in-house.

For a free quote or further enquiries, 
please contact our Training and 
Business Development Coordinator 
on (08) 9360 1400 or email 
training@ipaawa.org.au.

CUSTOMISED IN-AGENCY 
TRAINING

MEMBERSHIP
The Professional Association for the Public 
Service of Western Australia
The Institute of Public Administration 
Australia WA is the peak independent 
professional association for public 
sector professionals in WA across the 
state, federal, local, academic and 
not-for-profit sectors.

INDIVIDUAL 
MEMBERSHIP
The Institute has two levels of 
Individual Membership and members 
can join at any time and receive a full 
12 months of membership.

Personal Members are fully 
engaged with the Institute and value 
networking and keeping in touch 
with the public sector. Being a 
Personal Member demonstrates your 
commitment to your career in the 
public sector and the work of your 
professional association. 
 
Associate Members are friends 
of the Institute and keep up to date 
with their professional development 
through the Institute’s learning and 
development program.

CORPORATE 
MEMBERSHIP 
Save on professional development 
costs for your staff by becoming a 
Corporate Member. The membership 

period is per financial year from July 
to 30 June. Any organisation is able 
to join and fees are based on the total 
number of full time employees. 

Premier or Gold Members are 
organisations who demonstrate 
their support and commitment to 
government at all levels, and gain 
unprecedented exposure across 
the Institute’s entire learning and 
development program.

JOIN TODAY AND…

Advance your thinking by 
participating in environments for 
dynamic debate.

Connect with people and ideas 
through networking opportunities, 
meet colleagues from all levels of 
government and establish links with 
academics and industry specialists.

Celebrate the public sector by 
showcasing best practice, nominating 
for award programs and promoting 
the public service as a fulfilling and 
challenging career.

Learn from members and partners 
through exposure to cutting edge 
ideas and practices, thought 
leadership seminars and training.
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PROFESSIONAL DEVELOPMENT CALENDAR JUL - DEC 2015

 
Dates correct at time of printing.  
To find out more or to register go to www.wa.ipaa.org.au

JULY AUGUST SEPTEMBER
14

21

22

23

24

27

28

29

Interviewing Skills for 
Investigations

Policy Evaluation

Engaging Your Stakeholders 
and the Community

Advanced Writing Skills

Grammar and Punctuation 
Essentials

Mental Health in the 
Workplace

NEW! Writing Ministerial 
Letters and Briefings

Budget Process, Cycle and 
Preparation

10

11

17

18

19

19

20

21

24

25

26

31

NEW! Excellence in Annual 
Reporting

NEW! Honing Editing and 
Proofreading Skills for 
Government

Getting Started in Project 
Management

Writing Skills for Government

Facilitation Tools and 
Techniques

Writing With Style: The 
Power of Plain English

Introduction to Policy Work

Leadership: What Every New 
and Experienced Manager 
Needs to Know

Executive Writing Skills

NEW! How to Develop Good 
Report Writing Skills

Brushing Up On Your 
Grammar and Punctuation

NEW! Personal Effectiveness

01

03

07

07

08

09

10

14

16

21

21

22

25

Supporting High Level 
Committees and Boards 

Hard Conversations: 
Effective Feedback in 
Performance Management

Administration Skills: 
Supporting Committees and 
Boards

NEW! Speed Reading

Influencing Without the 
Power Card

Building and Leading High 
Performance Teams

Writing Policy Documents

Change Management for 
Team Leaders

Grammar and Punctuation 
Essentials

Managing The Recruitment 
Relationship

NEW! Writing Ministerial 
Letters and Briefings

Developing Resilience

Getting the Application Right 

OCTOBER NOVEMBER DECEMBER
13

19

20

21

26

27

27

28

29

Writing an Effective Business 
Case

Executive Writing Skills

NEW! Leading with 
Emotional Intelligence  
(Day 1 of 2)

Introduction to Conducting 
Investigations

Conflict Management

Introduction to Policy Work

NEW! Leading with 
Emotional Intelligence  
(Day 2 of 2)

Writing Policy Documents

Policy Evaluation

02

04

05

06

09

10

10

11

12

13

16

17

18

19

23

27

30

Engaging Your Stakeholders 
and the Community

NEW! Writing Ministerial 
Letters and Briefings

Building and Leading High 
Performance Teams

Financial Statements in the 
Public Sector

Facilitation Tools and 
Techniques

NEW! Speed Reading

Writing With Style: The Power 
of Plain English

Budget Process, Cycle and 
Preparation

Coaching Style of Leadership
 
NEW! Honing Editing and 
Proofreading Skills for 
Government

Embedding Engagement

Strategic Planning

Advanced Writing Skills

Leadership: What Every New 
and Experienced Manager 
Needs to Know

Getting Started in Project 
Management

Mental Health in the 
Workplace
 
Writing Skills for Government

01

03

09

10

NEW! How to Develop Good 
Report Writing Skills

Influencing Without the 
Power Card

Presenting to Influence and 
Persuade With Confidence

Grammar and Punctuation 
Essentials

http://www.wa.ipaa.org.au/courses/2015-2016/Interviewing_Skills_for_Investigations.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Interviewing_Skills_for_Investigations.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Policy_Evaluation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Engaging_Your_Stakeholders_and_the_Community.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Engaging_Your_Stakeholders_and_the_Community.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Advanced_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Grammar_and_Punctuation_Essentials.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Grammar_and_Punctuation_Essentials.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Mental_Health_in_the_Workplace.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Mental_Health_in_the_Workplace.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Ministerial_Letters_and_Briefings.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Ministerial_Letters_and_Briefings.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Budget_Process,_Cycle_and_Preparation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Budget_Process,_Cycle_and_Preparation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Excellence_in_Annual_Reporting.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Excellence_in_Annual_Reporting.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Honing_Editing_and_Proofreading_Skills_for_Government.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Honing_Editing_and_Proofreading_Skills_for_Government.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Honing_Editing_and_Proofreading_Skills_for_Government.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Getting_Started_in_Project_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Getting_Started_in_Project_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Skills_for_Government.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Facilitation_Tools_and_Techniques.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Facilitation_Tools_and_Techniques.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_With_Style_colo_The_Power_of_Plain_English.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_With_Style_colo_The_Power_of_Plain_English.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Introduction_to_Policy_Work.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leadership_colo_What_Every_New_and_Experienced_Manager_Needs_to_Know.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leadership_colo_What_Every_New_and_Experienced_Manager_Needs_to_Know.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leadership_colo_What_Every_New_and_Experienced_Manager_Needs_to_Know.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Executive_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/How_to_Develop_Good_Report_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/How_to_Develop_Good_Report_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Brushing_Up_On_Your_Grammar_and_Punctuation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Brushing_Up_On_Your_Grammar_and_Punctuation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Personal_Effectiveness.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Supporting_High_Level_Committees_and_Boards.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Supporting_High_Level_Committees_and_Boards.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Hard_Conversations_colo_Effective_Feedback_in_Performance_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Hard_Conversations_colo_Effective_Feedback_in_Performance_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Hard_Conversations_colo_Effective_Feedback_in_Performance_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Administration_Skills_colo_Supporting_Committees_and_Boards.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Administration_Skills_colo_Supporting_Committees_and_Boards.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Administration_Skills_colo_Supporting_Committees_and_Boards.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Speed_Reading.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Influencing_Without_the_Power_Card.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Influencing_Without_the_Power_Card.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Building_and_Leading_High_Performance_Teams.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Building_and_Leading_High_Performance_Teams.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Policy_Documents.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Change_Management_for_Team_Leaders.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Change_Management_for_Team_Leaders.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Grammar_and_Punctuation_Essentials.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Grammar_and_Punctuation_Essentials.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Managing_The_Recruitment_Relationship.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Managing_The_Recruitment_Relationship.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Ministerial_Letters_and_Briefings.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Ministerial_Letters_and_Briefings.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Developing_Resilience.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Getting_The_Application_Right.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_an_Effective_Business_Case.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_an_Effective_Business_Case.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Executive_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leading_with_Emotional_Intelligence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leading_with_Emotional_Intelligence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leading_with_Emotional_Intelligence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Introduction_to_Conducting_Investigations.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Introduction_to_Conducting_Investigations.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Conflict_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Introduction_to_Policy_Work.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leading_with_Emotional_Intelligence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leading_with_Emotional_Intelligence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leading_with_Emotional_Intelligence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Policy_Documents.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Policy_Evaluation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Engaging_Your_Stakeholders_and_the_Community.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Engaging_Your_Stakeholders_and_the_Community.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Ministerial_Letters_and_Briefings.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Ministerial_Letters_and_Briefings.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Building_and_Leading_High_Performance_Teams.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Building_and_Leading_High_Performance_Teams.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Financial_Statements_in_the_Public_Sector.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Financial_Statements_in_the_Public_Sector.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Facilitation_Tools_and_Techniques.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Facilitation_Tools_and_Techniques.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Speed_Reading.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_With_Style_colo_The_Power_of_Plain_English.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_With_Style_colo_The_Power_of_Plain_English.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Budget_Process,_Cycle_and_Preparation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Budget_Process,_Cycle_and_Preparation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Coaching_Style_of_Leadership.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Honing_Editing_and_Proofreading_Skills_for_Government.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Honing_Editing_and_Proofreading_Skills_for_Government.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Honing_Editing_and_Proofreading_Skills_for_Government.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Embedding_Engagement.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Strategic_Planning.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Advanced_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leadership_colo_What_Every_New_and_Experienced_Manager_Needs_to_Know.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leadership_colo_What_Every_New_and_Experienced_Manager_Needs_to_Know.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leadership_colo_What_Every_New_and_Experienced_Manager_Needs_to_Know.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Getting_Started_in_Project_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Getting_Started_in_Project_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Mental_Health_in_the_Workplace.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Mental_Health_in_the_Workplace.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Skills_for_Government.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/How_to_Develop_Good_Report_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/How_to_Develop_Good_Report_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Influencing_Without_the_Power_Card.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Influencing_Without_the_Power_Card.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Presenting_to_Influence_and_Persuade_with_Confidence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Presenting_to_Influence_and_Persuade_with_Confidence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Grammar_and_Punctuation_Essentials.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Grammar_and_Punctuation_Essentials.aspx
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PUBLIC TRAINING RECOMMENDED SERIES

participants can share ideas and 
experiences in a professional learning 
environment. 

This guide provides a basis to 
start planning your professional 
development for you or your staff.
Courses fall into one of nine 
categories (see legend below), to help 
you easily find what you need. 

Each course also maps to a range of 
career stages, including:

 New Recruits/Graduates 
 

 Supervisors 
 

 Managers 
 

 Leaders

COURSE CATEGORIES

Business & Finance Government & Policy

Communication Skills Human Resources

Community & Stakeholder  
Engagement Leadership & Management

Governance & Compliance Project Management

Our Public Courses are designed to 
meet the training needs of the sector, 
and are delivered face-to-face, where 

Several of our Public Service Training courses can work best when attended as 
a series:

Community & Stakeholder Engagement
1. Engaging Your Stakeholders and the Community
2. Facilitation Tools and Techniques
3. Embedding Engagement

Governance & Compliance (Investigations)
1. Introduction to Conducting Investigations 
2. Interviewing Skills for Investigations

Government & Policy
1. Introduction to Policy Work
2. Writing Policy Documents 
3. Policy Evaluation

Leadership & Management
1. Leadership: What Every New and Experienced Manager Needs to Know 
2. Hard Conversations: Effective Feedback in Performance Management
3. Coaching Style of Leadership 
4. Influencing Without the Power Card
5. Building and Leading High Performance Teams
6. Change Management for Team Leaders
7. Strategic Planning



10 11

INDEX

Business & Finance

Budget Process, Cycle and 
Preparation.................................. 15

Financial Statements in the 
Public Sector................................ 25

Communication Skills

Administration Skills: Supporting 
Committees and Boards................ 12

NEW! Advanced Writing Skills..... 13

Brushing Up On Your Grammar 
and Punctuation........................... 14

Developing Resilience.................. 20

Executive Writing Skills................ 23

Facilitation Tools and 
Techniques.................................. 24

Grammar and Punctuation 
Essentials.................................... 28

NEW! Honing Editing and 
Proofreading Skills for 
Government........................ 30

NEW! How to Develop Good 
Report Writing Skills..................... 31

Presenting to Influence and 
Persuade with Confidence........... 42

Supporting High Level 
Committees and Boards.............. 44
Writing an Effective Business  
Case............................................  

45
NEW! Writing Ministerial Letters 
and Briefings................................ 46

 
Writing Skills for Government......

 
48

Writing With Style: The Power of 
Plain English................................

 
49

Community & Stakeholder 
Engagement

Embedding Engagement ............ 21

Engaging Your Stakeholders and 
the Community............................. 22

Governance & Compliance

Interviewing Skills for 
Investigations............................... 33

Introduction to Conducting 
Investigations............................... 34

Government & Policy

Introduction to Policy Work.......... 35

Policy Evaluation.......................... 41

Writing Policy Documents............ 47

Human Resources

Getting The Application Right...... 27

Managing The Recruitment 
Relationship................................. 38

Leadership & Management

Building and Leading High 
Performance Teams.................... 16

Change Management for Team 
Leaders........................................ 17

Coaching Style of Leadership...... 18

Conflict Management................... 19

Hard Conversations: Effective 
Feedback in Performance 
Management................................ 29
Influencing Without the Power 
Card............................................. 32

Leadership: What Every New and 
Experienced Manager Needs to 
Know............................................. 36
NEW! Leading with Emotional 
Intelligence................................... 37

Mental Health in the Workplace... 39

NEW! Personal Effectiveness...... 40

Strategic Planning........................ 43

Project Management

Getting Started in Project 
Management................................

 
26

Monitoring & Evaluation 

Introduction to Monitoring and 
Evaluation....................................

NEW! Introduction to Program 
Logic............................................

Project Management
Getting Started in Project 
Management................................

 

Training Locations
Once you have registered for a training 
course, your confirmation email will advise 
the location of the course within five (5) 
working days of the date of the course. 
Please note that courses are generally 
held in the Perth CBD.

IPAA WA would like to acknowledge the 
support of State Super Financial Services 
for hosting many of IPAA WA’s public 
training courses.
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Administration Skills: Supporting Committees 
and Boards

Overview

The role of the executive officer is many and varied. Through a series of practical 
activities this half-day workshop will assist public sector employees who wish to provide 
appropriate support to committees, including top quality meeting records.

Course Outcomes
Attendees will be able to:
•	 schedule meetings
•	 review agenda papers
•	 understand what is required of 

minute-taking
•	 follow up on actions and meeting 

resolutions

Benefits to You
•	 set meeting dates to ensure 

maximum attendance and to support 
attendance by invited speakers and 
guests

•	 ensure agenda papers are easy to 
read and are distributed in the most 
effective and efficient manner

•	 develop meeting records that are 
clear, concise and accurate

Benefits to Your Organisation
•	 gain a better understanding of how to 

support the work of key committees, 
including the provision of quality 
meeting records

Associated Courses
•	 Writing With Style: The Power of Plain 

English 

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Jan Rodgers

LENGTH Half Day

TIME 9:00am - 12:30pm

DATE 07 SEP

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

“I was surprised how great the program was given the small timeframe!”

Career Stage

NEW! Advanced Writing Skills

Overview
In this workshop you’ll learn how to build on what you know to transform basic writing 
skills into expertise. You’ll get an advanced toolkit for clear and effective writing and 
gain confidence in taking a fresh approach. Before the session you are invited to submit 
a sample of a current writing task—at the workshop you’ll get feedback and guidelines 
for reworking and editing it.

Course Outcomes
Attendees will be able to:
•	 write a first draft quickly and 

confidently
•	 rewrite and edit your work without 

supervision
•	 create documents that engage 

readers
•	 use reader-centred strategies in order 

to communicate effectively in writing

Benefits to You
•	 increased ability to work 

independently
•	 increased confidence in writing and 

editing skills
•	 increased productivity in all aspects 

of writing and editing
Benefits to Your Organisation
•	 reduce time that managers spend 

editing and rewriting documents 
produced by their team 

•	 create a shared understanding of 
what constitutes good writing

•	 project a consistently professional 
image through written material

Associated Courses
•	 Writing With Style: The Power of Plain 

English

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 25

FACILITATOR/S Dr Alan Hancock

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 23 JUL, 18 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

http://www.wa.ipaa.org.au/courses/2015-2016/Advanced_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Administration_Skills_colo_Supporting_Committees_and_Boards.aspx
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Overview
Although executive writing does not need to be contrived or complicated, it does need 
to be clear, concise and correct. Using good grammar and the appropriate punctuation 
is vital in our writing. This interactive, full-day workshop covers the basics of both 
grammar and punctuation in a manner that enables everyone participating to come 
away with a much better understanding and working knowledge of the essentials.

Course Outcomes
Attendees will be able to:
•	 self-edit their writing and identify and 

correct grammar and punctuation 
errors 

•	 become more self-assured in their 
employment of good grammar and 
correct punctuation, leading to 
less editing and rewriting by senior 
management

•	 write with clarity and precision, 
leading to quicker understanding and 
less re-reading by readers

Benefits to You
•	 your grasp of good grammar and 

punctuation is a transportable skill, 
available to you in everything you 
write

•	 your ability to write well and 
succinctly is improved 

Benefits to Your Organisation
•	 documents will be more succinct and 

technically accurate, reflecting well on 
writers and their departments

•	 productivity is enhanced as the 
time spent by managers editing 
and correcting errors will be greatly 
reduced

Associated Courses
•	 Honing Editing and Proofreading 

Skills  

To find out more or to register go to www.wa.ipaa.org.au

“John Harman’s Grammar and Punctuation workshop makes a potentially boring 
subject interesting and alive. It resurrected old learning and refreshed it in my mind and I 
was amazed at how much I enjoyed this course.”

Budget Process, Cycle and Preparation

Overview
It is essential that government officers have a sound knowledge of how financial 
resources within the public sector are managed through the budget process, cycle 
and preparation. This course is intended for officers with no accounting or finance 
qualifications, who may be involved in research or policy roles, as project officers, in 
middle management positions, or in specialist occupations such as planners. 

Course Outcomes
Attendees will be able to:
•	 understand the roles and 

responsibilities of parliament, 
government agencies and the Auditor 
General in relation to the budget 
process and of the structures, such 
as committees, through which these 
roles are discharged

•	 understand fiscal targets, and why 
budgets and forward estimates 
at individual agency level must be 
formulated in the context of the 
Government’s financial strategy

•	 understand the key processes and 
steps that comprise the budget cycle 
and timetable for budget preparation

Benefits to You
•	 knowledge of economic and revenue 

forecasting
•	 overview of process and how it links 

with the State Budget
•	 understanding financial projection 

requirements

Benefits to Your Organisation
•	 understanding of the importance of a 

budget time line
•	 knowledge of the inputs and 

contributions required to formulate a 
budget

Associated Courses
•	 Financial Statements in the Public 

Sector

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Peter Robinson 

LENGTH One Day

TIME 9:00am - 4:30pm

DATE 29 JUL, 11 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“Consolidated my knowledge and ideas of how the budget process works. I was 
impressed with the knowledge offered by the presenter and the take-away information 
in the course material.”

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

CLASS SIZE: 20

FACILITATOR/S John Harman 

LENGTH One Day

TIME 9:00am - 4:30pm

DATE 26 AUG

Brushing Up On Your Grammar and 
Punctuation

Career Stage

http://www.wa.ipaa.org.au/courses/2015-2016/Budget_Process,_Cycle_and_Preparation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Brushing_Up_On_Your_Grammar_and_Punctuation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Brushing_Up_On_Your_Grammar_and_Punctuation.aspx
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Building and Leading High Performance 
Teams

Overview
In this current climate where we are required to do more with less, knowing how to 
maximise your team and individual team member’s potential is critical to organisational 
survival. This interactive workshop is targeted at managers and leaders who want to 
create a successful, high functioning team and get the most out of their people. If you 
are a manager who needs to do more with less, then this workshop is for you.

Course Outcomes
Attendees will be able to:
•	 gain personal insight around thinking 

styles and personal purpose 
•	 understand personal response 

to stress and one’s emotional 
intelligence 

•	 feel confident in resolving conflict in 
a group setting and develop a high 
level of trust and loyalty 

Benefits to You
•	 increased individual self-awareness – 

task-oriented approaches, values and 
preferred behaviours

•	 work through the stages of a team 
effectiveness model

Benefits to Your Organisation
•	 increased awareness of task oriented 

differences within the team 
•	 improved capability to resolve conflict 

and issues within your team

Associated Courses
•	 Conflict Management 
•	 Leadership: What Every New and 

Experienced Manager Needs to 
Know 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Greg Bayne or Alistair Box 

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 14 SEP, 5 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“Allowed an opportunity to reflect on my current leadership style and make changes to 
better suit the needs of the team.”

Change Management for Team Leaders

Overview
Why is it that many change programs fail or don’t achieve the outcomes sought by the 
organisation? There are some important elements that need to be considered when 
managing or leading a change process. This interactive workshop has been developed 
to assist you to plan for a change process in your organisation. 

Course Outcomes
Attendees will be able to:
•	 identify the key elements of a 

successful change process
•	 determine the readiness for change in 

an organisation
•	 determine the context of change and 

organisational fit
•	 plan for a change program/process 
•	 identify the monitoring required for a 

change program 
•	 plan for engaging key stakeholders
•	 state what is important to consider 

when leading change 

Benefits to You
•	 develop a step-by-step change 

process to suit your organisational 
context that considers all of the 
important elements of a change 
management process

•	 have the opportunity to work on and 
discuss your own change process 

Benefits to Your Organisation
•	 develop change management plans 

that are aligned with organisational 
goals and strategies

•	 plan for managing risk during the 
change management process 

Associated Courses
•	 Influencing Without the Power Card 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Karen Schwenke

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 15 SEP

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“Allowed me to reframe a change management situation and in turn develop different 
strategies for making progress. I loved the interactive nature of the day and found the 
course very engaging.”

http://www.wa.ipaa.org.au/courses/2015-2016/Change_Management_for_Team_Leaders.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Building_and_Leading_High_Performance_Teams.aspx
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Coaching Style of Leadership

Overview
Learn how to apply two different coaching approaches to gain commitment and draw 
out the best from the team you manage or lead. This workshop is a facilitated process 
whereby the participants are actively involved throughout the session with a significant 
focus on practical application of the skills. 

Course Outcomes
Attendees will be able to:
•	 understand the benefits of using a 

coaching style of leadership
•	 know when to use this style
•	 understand and be able to use two 

different coaching approaches

Benefits to You
•	 learn how to develop team members 

to become motivated and committed 
to their work

•	 improve your communication 
and relationships with your team 
members

Benefits to Your Organisation
•	 enhanced leadership skills
•	 enhanced motivation and 

commitment from team members

Associated Courses
•	 Hard Conversations: Effective 

Feedback in Performance 
Management 

•	 Building and Leading High 
Performance Teams 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Kath Polglase

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 12 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“The coaching models gave me guidance on how to structure future conversations with 
staff. I feel as though I have come away with some useful tools.”

Conflict Management

Overview
Conflict can be beneficial to organisations as it challenges the status quo and allows 
people to question why and how things are achieved. This can lead to both personal 
and professional growth. Resolving conflict effectively is an essential skill for all leaders 
and managers – it can be the difference between a positive or negative outcome. This 
workshop will explore various conflict resolution strategies and look at what personal 
skills are necessary to develop effective conflict resolution techniques. 

Course Outcomes
Attendees will be able to:
•	 become better equipped to manage 

conflict in the workplace 
•	 have a toolbox of strategies for 

conflict management, developing 
team capability, and team 
effectiveness 

•	 understand emotional intelligence 
– particularly self-awareness and 
self-management

•	 use cognitive and behavioural 
defusing strategies

Benefits to You
•	 be equipped with the knowledge 

and skills to effectively maximise the 
performance of your team members

•	 develop an understanding of 
strategies for effective conflict 
management

Benefits to Your Organisation
•	 manage conflict within the team and 

work better with tension
•	 develop the strengths of your team 

and improve the organisational 
culture

Associated Courses
•	 Coaching Style of Leadership 
•	 Change Management for Team 

Leaders 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Greg Bayne or Alistair Box 

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 26 OCT

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“This is the best course I have ever attended. I have renewed confidence in 
managing conflict and had a good time at the workshop too. The facilitator was very 
knowledgable, enthusiastic and understanding.” 

http://www.wa.ipaa.org.au/courses/2015-2016/Conflict_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Coaching_Style_of_Leadership.aspx
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Developing Resilience

Overview
Are you feeling overwhelmed, overworked or overtired, or are noticing these things 
within your team members? Then this course is for you. Designed as an interactive 
workshop to help you successfully manage the demands of the current workplace more 
effectively. 

Course Outcomes
Attendees will be able to:
•	 understand why we need new 

strategies for managing stress in the 
modern workplace

•	 understand the impact of stress on 
productivity, creativity, health and 
well-being, and workplace culture

•	 understand the value/importance of 
managing stress both personally and 
professionally

•	 learn strategies that address 
physiology, decision making, 
and prioritising, as well as the 
management of energy, emotions 
and time to achieve the right balance

Benefits to You
•	 reduce your stress 
•	 improve your productivity, health and 

well-being
•	 understand how to manage your own 

stress and stress in the workplace

Benefits to Your Organisation
•	 increase productivity and creativity
•	 increase health and well-being
•	 improve the workplace culture

Associated Courses
•	 Hard Conversations: Effective 

Feedback in Performance 
Management 

•	 Mental Health in the Workplace 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Kath Polglase

LENGTH Half Day

TIME 9:00am - 12:30pm 

DATE 22 SEP

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

“The small group was beneficial as it enabled more interaction and discussion. Making 
goals at the end and discussing these with the facilitator really ensured they were smart 
goals.” 

Embedding Engagement

Overview
Community and stakeholder engagement can at times be treated as an add-on to 
projects or as a way of dealing with outrage and conflict. This way of engaging can have 
negative consequences on staff and the organisation. This course is designed to help 
you understand the importance of embedding engagement and provides a framework 
to help you plan for change within your organisation. 

Course Outcomes
Attendees will be able to:
•	 understand what embedding 

engagement is and why it is 
important

•	 learn how to embed engagement 
within an organisation and the key 
steps for achieving this

•	 implement the Embedding 
Engagement Framework

Benefits to You
•	 greater understanding of how to 

create long-lasting change to the 
way your organisation engages with 
stakeholders and the community in 
decision making processes

Benefits to Your Organisation
•	 have a consistent and committed 

approach to engaging stakeholders 
and communities in decision making 
processes

•	 enhance how your organisation 
engages with internal and external 
stakeholders and communities in 
decision making processes

Associated Courses
•	 Engaging Your Stakeholders and the 

Community 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Vivian Garde

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 16 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

http://www.wa.ipaa.org.au/courses/2015-2016/Embedding_Engagement.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Developing_Resilience.aspx
http://www.wa.ipaa.org.au/courses/2013-2014/Developing_Resilience.aspx
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Engaging Your Stakeholders and the 
Community

Overview
Community and stakeholder engagement is based on the premise that people who 
will be affected by a decision have a role in the decision making process. Many 
organisations are discovering the value of a planned approach to engagement to 
ensure that expectations are kept in check and the outcomes achieved are realistic and 
meaningful.

Course Outcomes
Attendees will be able to:
•	 complete a situation analysis
•	 conduct a stakeholder analysis 
•	 conduct a risk assessment 
•	 determine the desired level of 

engagement
•	 determine a methodology for 

engagement 

Benefits to You
•	 take-away tools that are transferable 

to a range of sectors
•	 work on your own strategy and walk  

out with a framework for your own 
plan

Benefits to Your Organisation
•	 greater ability to articulate the role 

and benefit of engagement
•	 a greater understanding of the 

value of a planned approach 
to engagement to ensure that 
expectations are kept in check and 
the outcomes achieved are realistic 
and meaningful

Associated Courses
•	 Change Management for Team 

Leaders 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Joel Levin

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 22 JUL, 02 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

Executive Writing Skills

Overview
We all appreciate the importance of good writing, however many of us find it difficult 
and write in a style that both mystifies the reader and muddies the message. What we 
write creates a permanent record; how we write it represents and defines us and our 
organisation, reflecting how clearly we think; how simply, informatively and persuasively 
we transmit our message. In this informal yet intensive one-day workshop, you will learn 
how to write simply and achieve clarity, impact and influence.

Course Outcomes
Attendees will be able to:
•	 write shorter, clearer more precise 

reports, policy documents, manuals, 
memos, emails 

•	 prepare and order and then write 
any piece of writing that transmits 
information or seeks to persuade with 
powerful and informative sentences 

•	 edit out unnecessary words and 
phrases to achieve greater clarity and 
impact in their writing 

•	 target their writing to specific 
readerships 

•	 know how to structure, revise and 
rewrite quickly and competently 

Benefits to You
•	 write less but be understood more
•	 create more influential arguments

Benefits to Your Organisation
•	 save senior executives’ time by 

reducing the editing and rewriting 
of policy documents and ministerial 
briefings

•	 well-written, succinct and 
grammatical communications 
reflect well on departments and the 
organisation

Associated Courses
•	 Editing and Proofreading Skills 
•	 Writing With Style: The Power of Plain 

English

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S John Harman

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 24 AUG, 19 OCT

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“John was an excellent facilitator - very knowledgeable and personable. He kept the 
group dynamic quite casual and encouraged questions.”

“Having many years experience in this field I was not sure I would take much away 
that was not already in my kit bag. To my surprise I learnt a lot of new techniques and 
approaches”

http://www.wa.ipaa.org.au/courses/2015-2016/Executive_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Engaging_Your_Stakeholders_and_the_Community.aspx
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Facilitation Tools and Techniques 

Overview
The scene is set and you are about to walk into a room full of people with varying views, 
opinions and emotions about the topic under discussion. Will you be able to get people 
talking with each other rather than at each other? This workshop will focus on the core 
concepts of working with groups, both internal and external. It will raise awareness of 
techniques and assist you in creating a ‘toolkit’ for your own delivery suited towards 
strategies for your event, workshop, forum or meeting. 

Course Outcomes
 
Attendees will be able to:
•	 understand the qualities and role of 

the facilitator
•	 understand the factors required to 

develop high functioning groups
•	 model a series of techniques for 

generating discussion, prioritising and 
evaluating options, decision making, 
dealing with emotion, and keeping 
groups on track

•	 choose the right deliberative and 
visioning technique

•	 understand techniques for resolving 
conflict

•	 avoid death by PowerPoint by using 
action methods

Benefits to You
•	 come away with a practical toolkit of 

how and where to apply a range of 
techniques

•	 understand how to structure a 
facilitated session

Benefits to Your Organisation
•	 make meetings more effective and 

workshops more productive
•	 have a better understanding of what 

to look for in out-sourced facilitators 
if required

Associated Courses
•	 Engaging Your Stakeholders and the 

Community 
•	 Influencing Without the Power Card 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Joel Levin

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 19 AUG, 9 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“Great way of learning about facilitation tools is by doing the activities yourself in a 
facilitation context!”

Financial Statements in the Public Sector

Overview
This half-day interactive workshop will equip you with the necessary skills to read 
and understand financial statements prepared by an agency in the public sector. It 
is essential that government officers have a working knowledge of this fundamental 
subject. The concepts of accrual and cash based accounting will be covered, together 
with a variety of statements such as income statements, balance sheets and cash 
flows. 

Course Outcomes
 
Attendees will be able to:
•	 distinguish between accrual and cash 

based accounting and appreciate 
the use of accrual accounting for 
measuring an entity’s performance

•	 define and recognise criteria for 
assets, liabilities, equity, income, 
revenues and expenses

•	 understand income statements in the 
public sector

•	 understand cash flow, balance 
sheets and statement of changes in 
equity in the public sector

•	 demonstrate a working knowledge of 
financial statements prepared for an 
agency in the public sector

Benefits to You
•	 be able to talk with more confidence 

about financial reporting 
•	 perform basic analysis of financial 

statements 
•	 have more confidence when reading 

a set of financial statements 

Benefits to Your Organisation
•	 understand the importance of 

financial reporting for the agency 
•	 communicate better with accounting 

staff in the agency 

Associated Courses
•	 Budget Process, Cycle and 

Preparation 
•	 Writing an Effective Business Case

Career Stage

CLASS SIZE: 20

FACILITATOR/S Professor Phil Hancock

LENGTH Half Day

TIME 9:00am - 12:30pm 

DATE 06 NOV

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

To find out more or to register go to www.wa.ipaa.org.au

“The introduction to some of the accounting terminology and practices was really good 
for beginners. The other useful aspect was the analysis of the last financial statements - 
we were able to get some real experience analysing government financial statements.”

http://www.wa.ipaa.org.au/courses/2015-2016/Financial_Statements_in_the_Public_Sector.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Facilitation_Tools_and_Techniques.aspx
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Getting Started in Project Management

Overview
This one-day course is designed to instil basic project management skills, and expand 
on some of the tools and techniques that give structure and confidence to your 
projects and initiatives. These include but are not limited to project scoping, scheduling 
and planning, benefits realisation, risk identification and analysis, and stakeholder 
engagement, as well as a range of related templates that can be easily adapted and 
ready to use in the workplace. 

Course Outcomes
 
Attendees will be able to:
•	 develop an effective project scope 

and plan
•	 determine resource and customer 

requirements
•	 use basic tools to break down project 

tasks
•	 understand and identify risks, issues 

and benefits
•	 identify how to engage with key 

stakeholders
•	 confidently identify and progress next 

steps for their projects
•	 close and review a project

Benefits to You
•	 be confident in defining and 

managing your project or business 
initiative

•	 take-away course notes and a toolkit 
to use in the workplace 

•	 develop an action plan for the next 
steps in one of your current projects/
initiatives

Benefits to Your Organisation
•	 enhanced ability to deliver the 

promised outputs and benefits of a 
project or business initiative

•	 meaningful and lasting organisational 
change over time

Associated Courses
•	 Influencing Without the Power Card 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Hannah van Didden

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 17 AUG, 23 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“The most useful components of the workshop were the stakeholder consultations and 
the importance of clear and concise communication between the project team. Using 
real attendee projects was beneficial within the breakout groups.”

Getting The Application Right

Overview
Gain insights into the skills and qualities public sector agencies are looking for in 
employees. Discover how individual personal abilities measure up against the capability 
framework, identify the challenges in marketing yourself for career opportunities and 
learn new ways to confidently approach the job selection process.

Course Outcomes
 
Attendees will be able to:
•	 better understand government 

selection processes 
•	 develop their research abilities in 

relation to selection processes
•	 know how to use the latest tools 

and selection techniques to improve 
application and interview preparation

•	 undertake effective interview 
preparation

•	 maximise the use of post interview 
feedback for future advantage

Benefits to You
•	 use the capability framework as a 

career planning tool
•	 demonstrating self-awareness 

through matching skills and 
behaviours required to specific 
individual job requirements

Benefits to Your Organisation
•	 sharp and focussed recruitment 

practices to maximise your applicant 
pool

•	 achieving the ‘best fit’
•	 embedding core attraction and 

recruitment factors in your workplace

Associated Courses
•	 Managing The Recruitment 

Relationship 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Susan Kurtjak

LENGTH Half Day

TIME 9:00am - 1:00pm 

DATE 25 SEP

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

http://www.wa.ipaa.org.au/courses/2015-2016/Getting_The_Application_Right.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Getting_Started_in_Project_Management.aspx
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Grammar and Punctuation Essentials 

Overview
What are the principles that underlie clear and effective written English? It doesn’t 
matter how good your ideas are if your writing skills are not up to the task. This half-day 
interactive course shows you how to apply the basic rules of grammar and punctuation 
to improve your writing. The notes for the course include summary sheets that you can 
use at work and simple approaches to checking your written work.

Course Outcomes
 
Attendees will be able to:
•	 identify and correct common errors of 

grammar and punctuation
•	 apply the ground rules of sentence 

structure and syntax
•	 write with clarity and precision
•	 edit documents for grammatical 

correctnes

Benefits to You
•	 increased ability to work 

independently
•	 increased confidence in writing and 

editing skills
•	 increased productivity in all aspects 

of writing and editing

Benefits to Your Organisation
•	 reduce time that managers spend 

editing and rewriting documents
•	 create a shared understanding of 

what constitutes good writing
•	 project a consistently professional 

image through written material

Associated Courses
•	 Writing With Style: The Power of Plain 

English 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Dr Alan Hancock

LENGTH Half Day

TIME 9:00am - 12:30pm 

DATE 24 JUL, 16 SEP, 10 DEC

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

“I had the opportunity to practice what I had learnt. We broke up into little groups to go 
through examples to test what we had learnt. The facilitator also made sure he asked 
everyone to give answers so he could make sure everyone was understanding the 
information.”

Hard Conversations: Effective Feedback in 
Performance Management

Overview
Learn how to give effective feedback. Gain a comprehensive understanding of 
maximising the performance of individual staff members with a specific focus on 
performance feedback conversations. Participants will come away with strategies 
and practical tools to implement straight away into the workplace. This workshop is 
not a how-to for performance management reviews. It is about the ongoing feedback 
conversations you will have with your staff throughout the year.  

Course Outcomes
 
Attendees will be able to:
•	 have a different and more empathetic 

view of the ‘poor performer’ i.e. 
understand why they are performing 
poorly 

•	 have a toolbox of tools and strategies 
to get higher performance from team 
members 

•	 be capable of having effective and 
constructive difficult conversations 

Benefits to You
•	 equip yourself with a framework for 

understanding how to approach, 
plan and implement the performance 
conversations

•	 feel more confident in conducting 
constructive feedback and 
performance conversations with your 
staff

Benefits to Your Organisation
•	 better productivity by being able to 

setup action plans for team members 
based on development opportunities

Associated Courses
•	 Building and Leading High 

Performance Teams 
•	 Coaching Style of Leadership 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

“Thoroughly enjoyed the course, Alistair did a great job at making the course interactive 
and assisting in problem solving specific examples.”

CLASS SIZE: 20

FACILITATOR/S Greg Bayne or Alistair Box 

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 03 SEP

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

http://www.wa.ipaa.org.au/courses/2015-2016/Hard_Conversations_colo_Effective_Feedback_in_Performance_Management.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Grammar_and_Punctuation_Essentials.aspx
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NEW! Honing Editing and Proofreading Skills 
for Government

Overview
This course is suitable for all those in the public sector who either experience difficulty in 
editing their own material or who need help in re-writing or editing reports, briefings and 
submissions written by other people. The course focuses on the editing techniques that 
will improve documents by making them more professional, factual and persuasive. It 
will also help those attending to identify and correct common writing and editing errors 
and to improve their overall grammar and punctuation skills.

Course Outcomes
 
Attendees will be able to:
•	 know how to make their own writing 

and the writing of other’s more 
professional, factual and persuasive

•	 know what constitutes a well-written 
report, briefing or submission, and 
how to make it fit for purpose

•	 understand and have a good working 
knowledge of the editing process

•	 have a better understanding of the 
principles of modern grammar and 
punctuation

•	 write more clearly and concisely and 
to re-write more effectively

Benefits to You
•	 more confidence in your ability to edit 

your own and other people’s writing
•	 your writing will be substantially 

improved
•	 may enjoy an enhanced reputation in 

your organisation as a good editor 

Benefits to Your Organisation
•	 more confidence in your staff to 

produce professional, well-written, 
error free documents

•	 spend less time substantially re-
writing and editing documents 
submitted to you

Associated Courses
•	 Brushing Up On Your Grammar and 

Punctuation

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S John Harman

LENGTH Half Day

TIME 9:00am - 12:30pm 

DATE 11 AUG, 13 NOV

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

NEW! How to Develop Good Report Writing 
Skills

Overview
This course will assist all public servants in the essential skills of report writing. It is 
designed as an introduction to those new to report writing, as well as a refresher for 
those who are seeking to improve their report writing skills. The course aims to provide 
you with the knowledge and skills to become an excellent report writer.

Course Outcomes
 
Attendees will be able to:
•	 produce reports that are succinct, 

to-the-point and crystal clear
•	 gather and organise information 

effectively
•	 structure information that makes it 

easy for readers to understand and 
act on

•	 present complex information and 
issues in the simplest manner 
possible

•	 make conclusions that are supported 
by the report’s evidence

•	 produce appropriate and practical 
executive summaries

•	 have more confidence in their ability 
to write good reports

Benefits to You
•	 know how to write complex 

information in a clear, concise way 
and have more confidence in your 
ability to write excellent reports

•	 know how to write reports that are 
valued in your organisation

•	 an enhanced reputation as a person 
who can produce excellent reports

Benefits to Your Organisation
•	 have more confidence in your people 

to produce professional reports
•	 spend less time trying to understand 

the reports submitted to you
•	 have more confidence in the 

accuracy of reports 

Associated Courses
•	 Honing Editing and Proofreading 

Skills for Government

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S John Harman

LENGTH Half Day

TIME 9:00am - 12:30pm 

DATE 25 AUG, 01 DEC

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

http://www.wa.ipaa.org.au/courses/2015-2016/How_to_Develop_Good_Report_Writing_Skills.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Honing_Editing_and_Proofreading_Skills_for_Government.aspx
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Influencing Without the Power Card

Overview
In many organisations the need for effective influence is increasing, particularly in 
organisations that use a matrix structure or organisations where staff need to influence 
across divisions/areas and across levels. This workshop provides an insight into a 
model of influence with practical tools and strategies for more effective influence, and in 
particular influence without the use of power and authority. 

Course Outcomes
Attendees will be able to:
•	 have a significantly increased 

understanding of personal 
communication and decision making 
styles 

•	 communicate the ‘why’ for any action 
or task and explain the context for 
organisational goals and decisions 

•	 understand brain preferences and be 
able to communicate more effectively 
with others

•	 be confident in having a two-way 
conversation

•	 utilise skills learnt to keep employees 
engaged and motivated

Benefits to You
•	 gain insight into how you think, 

behave and influence those around 
you 

•	 understand how to communicate 
more effectively, with particular focus 
on why, how, who and then what

Benefits to Your Organisation
•	 use story-telling in a dynamic manner 

in the workplace to inspire and lead 
people effectively

•	 develop individual action plans based 
on the individual gaps

Associated Courses
•	 Building and Leading High 

Performance Teams 
•	 Coaching Style of Leadership 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Greg Bayne or Alistair Box

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 08 SEP, 03 DEC

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“Greg in his own presentation of this workshop demonstrated how powerful the 
influencing strategies that he was teaching can be. A dynamic, engaging workshop, 
with excellent content which changes the way I will be approaching my communications 
in work and life in general.”

Interviewing Skills for Investigations

Overview
This one-day course follows on from the one-day basic introductory course Introduction 
to Conducting Investigations. The interviewing of witnesses and complainants is an 
integral part of any investigation, after all the hard work is done and the documentation 
is compiled a single wrong move during an interview can spell disaster. This course 
is suitable for anyone who may need to conduct interviews of staff in relation to work 
matters. 

Course Outcomes
Attendees will be able to:
•	 plan an interview and investigation
•	 interview a complainant professionally 

and obtain sufficient detail for the 
investigation

•	 create realistic complainant 
expectations

•	 have developed their practical skills 
in simulated environments during this 
course

Benefits to You
•	 develop your interviewing skill-set
•	 conduct more thorough investigations
•	 gather better quality, relevant 

evidence

Benefits to Your Organisation
•	 build confidence and credibility in 

your agency’s investigative processes
•	 enhance integrity in the process
•	 treat all parties to an investigation 

fairly

Associated Courses
•	 Introduction to Conducting 

Investigations  

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Mark Kelly

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 14 JUL

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“The experience and comfort of the presenter on the material made the training very 
valuable.” 

http://www.wa.ipaa.org.au/courses/2015-2016/Interviewing_Skills_for_Investigations.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Influencing_Without_the_Power_Card.aspx
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Introduction to Conducting Investigations

Overview
This one-day introductory investigations course is suitable for anyone who may have 
to carry out investigations as part of their duties, and will provide the process and 
steps that should be followed when instigating an investigation of any kind. This 
includes issues as diverse as an investigation into a disciplinary matter, a public interest 
disclosure matter, a grievance or an occupational safety and health issue.

Course Outcomes
Attendees will be able to:
•	 recognise the importance of proper 

planning to the outcome of an 
investigation

•	 conduct basic factual investigations
•	 develop a greater awareness of 

issues relating to fairness and equity 
to those under investigation

•	 demonstrate an ability to discern 
between facts and innuendo

Benefits to You
•	 conduct investigations with greater 

confidence
•	 aids in a defensible decision making 

process
•	 develop your planning skills

Benefits to Your Organisation
•	 provides a systematic approach 

to investigations as well as better 
documentation of inquiries

•	 investigations comply with procedural 
fairness and natural justice

•	 investigations are conducted 
professionally and without bias

Associated Courses
•	 Interviewing Skills for Investigations 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Mark Kelly

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 21 OCT

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“Many take-away ideas to improve our complaints management processes. It was 
also valuable to have participants from other agencies to learn from other systems, 
processes and points of view.”

Introduction to Policy Work

Overview
This is an essential course for people who aspire to policy work, and is the first module 
of the Institute’s highly regarded suite of policy skills courses developed for public 
sector participants. You will learn how to conduct research for developing policy and 
gain a greater understanding of the phases in policy development and implementation. 
You will also strengthen your theoretical understanding of the underpinnings of public 
policy work.

Course Outcomes
Attendees will be able to:
•	 develop a broad understanding of 

theory underpinning public policy 
work

•	 understand the hallmarks of policy 
success

•	 become familiar with the processes 
of policy research

•	 have a greater understanding of 
phases in policy development and 
implementation

Benefits to You
•	 understand the context in which 

government policy is developed
•	 know what skills and attributes are 

required for policy work
•	 understand what senior decision-

makers are looking for in policy 
proposals

Benefits to Your Organisation
•	 staff will have a better idea of when 

policy is needed
•	 staff will understand what is required 

for effective policy implementation

Associated Courses
•	 Policy Evaluation 
•	 Writing Policy Documents 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Jan Saggers

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 20 AUG, 27 OCT

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“I really enjoyed this class. I thought that Jan was very knowledgeable and competent. I 
liked the small group setting as it gave everyone an opportunity to participate.”

http://www.wa.ipaa.org.au/courses/2015-2016/Introduction_to_Policy_Work.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Introduction_to_Conducting_Investigations.aspx
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Leadership: What Every New and Experienced 
Manager Needs to Know

Overview
This workshop provides a comprehensive overview of the strategies necessary for 
leading a team successfully. Participants will be provided with a framework that will 
assist with increasing their understanding of how and when to apply different leadership 
styles. This workshop is of particular relevance to those new to management roles 
but also to anyone who needs to lead people to meet performance goals, change or 
significant challenges.

Course Outcomes
Attendees will be able to:
•	 have a comprehensive understanding 

of strategies for leading a team 
successfully 

•	 understand the framework on 
how and when to apply different 
leadership styles 

•	 come away with strategies and 
practical tools to implement straight 
away into the workplace 

Benefits to You
•	 explore what makes a great leader
•	 understand various leadership styles
•	 learn strategies for maximising 

performance

Benefits to Your Organisation
•	 immediately be able to apply tools 

learnt on the course in day-to-day 
leadership

•	 be able to lead people to meet 
performance goals, change or 
significant challenges

Associated Courses
•	 Building and Leading High 

Performance Teams 
•	 Hard Conversations: Effective 

Feedback in Performance 
Management 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Greg Bayne or Alistair Box 

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 21 AUG, 19 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“By far, the most valuable training I have attended. The facilitator was effective and 
created a good learning environment.”

NEW! Leading with Emotional Intelligence 

Overview
This new two-day workshop is designed for mid level to senior leaders who want to 
improve their personal and interpersonal skills and drive not only better employee 
performance, but also higher levels of employee satisfaction and success. You will 
learn not only how to improve your self-awareness but also how it impacts on decision 
making. This workshop may also redefine the way you think of emotional intelligence 
and its relevance to your productivity in the workplace.

Course Outcomes
Attendees will be able to:
•	 Better understand the relationship 

between emotions and performance / 
leaders EI and engagement

•	 Better set goals for oneself and for a 
team

•	 Build a more productive workplace 
environment

Format
•	 A 360-degree emotional intelligence 

assessment as pre-work 
•	 Inspirational content 
•	 Participative methods 
•	 Experiential scenarios 
•	 Role-play based applications 
•	 Post-program action learning project. 

Benefits to You
•	 Demonstrate greater self-awareness
•	 Demonstrate improved empathy 
•	 Improve your personal resilience
 
Benefits to Your Organisation
•	 Improved leadership
•	 Increased employee engagement
•	 More collaborative team-work 
•	 Reduced levels of occupational stress
•	 Create a more positive, productive 

work environment
 
Associated Courses
•	 Personal Effectiveness

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Dr Kim Schofield

LENGTH Two Day Course

TIME 9:00am - 4:30pm 

DATE 20 OCT and 27 OCT

COSTS 

MEMBER $1,165

CORPORATE $1,245

NON-MEMBER $1,475

http://www.wa.ipaa.org.au/courses/2015-2016/Leading_with_Emotional_Intelligence.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Leadership_colo_What_Every_New_and_Experienced_Manager_Needs_to_Know.aspx
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Managing The Recruitment Relationship

Overview
Applying for a job is generally a big deal and a major investment in an individual’s 
time and emotion. However, recruitment can become a set of isolated processes 
that attempt to resolve the immediate problem of replacing staff, with little focus 
on attracting and supporting potential applicants through the process. This course 
provides a range of techniques to ensure all applicants feel appreciated whether 
successful or not, and encourage applicants to apply for other jobs within your agency.

Course Outcomes
Attendees will be able to:
•	 better plan recruitment processes 

and outcomes to ensure the 
applicant has a good experience and 
considers the agency an employer of 
choice

•	 minimise recruitment risks through 
implementing structured applicant 
care processes

Benefits to You
•	 recognise your approach to 

recruitment
•	 understanding core attraction and 

retention factors which influence 
recruitment outcomes

•	 apply job support and readiness 
strategies to become a recruitment 
champion

Benefits to Your Organisation
•	 build the capacity of the organisation
•	 creating brand ambassadors

Associated Courses
•	 Getting The Application Right 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Susan Kurtjak

LENGTH Half Day

TIME 9:00am - 1:00pm 

DATE 21 SEP

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

Mental Health in the Workplace 

Overview
A brief introduction to common (and not so common) mental health conditions which 
might present in the workplace. Participants will develop an understanding of signs 
and symptoms of mental health conditions, and learn strategies for managing people 
with these conditions. Community resources will also be discussed. This workshop 
is designed for team leaders and managers to develop skills and confidence in 
understanding and managing mental health conditions. 

Course Outcomes
Attendees will be able to:
•	 understand the behavioural, 

emotional, physical and cognitive 
components of depression, anxiety 
disorders, substance use disorders 
and psychotic disorders

•	 understand personality disorders and 
implications for the workplace

•	 have confidence in dealing with 
individuals with mental health 
conditions

•	 understand issues for managers in 
relation to workers compensation and 
stress claims

Benefits to You
•	 increase your confidence in talking 

about, and dealing with mental health 
issues

•	 understand your obligations around 
dealing with mental health conditions 
in the workplace

Benefits to Your Organisation
•	 develop open communication in the 

workplace about mental health issues
•	 intervene early and support people in 

seeking treatment if required
•	 comply with Workers Compensation 

requirements

Associated Courses
•	 Building and Leading High 

Performance Teams 
•	 Coaching Style of Leadership

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Kath Polglase

LENGTH Half Day

TIME 9:00am - 12:30pm 

DATE 27 JUL, 27 NOV

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

“This course helped me to recognise the symptoms of people in the work place who 
may have mental health issues”

http://www.wa.ipaa.org.au/courses/2015-2016/Mental_Health_in_the_Workplace.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Managing_The_Recruitment_Relationship.aspx
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NEW! Personal Effectiveness

Overview
This one-day workshop is designed to help you improve your self-awareness, resilience, 
influence and relationships within and outside of the workplace. You will understand 
how self-awareness impacts on decision-making and how to better manage workplace 
behaviours in order to improve relationships and productivity. At the end of the 
workshop you will come away with a personal development plan, which includes clear 
goals, and actions that you can immediately implement in the workplace.

Course Outcomes
Attendees will be able to:
•	 Demonstrate greater self-awareness
•	 Demonstrate improved empathy 
•	 Improve your personal resilience
•	 Be better equipped to contribute 

to a more productive workplace 
environment 

 
Format
•	 An emotional intelligence self  

assessment as pre-work 
•	 Inspirational content 
•	 Participative methods 
•	 Experiential scenarios 
•	 Role-play based applications 

Benefits to You
•	 Feel less stressed and be better 

equipped to manage high work 
demands 

•	 Enhance your relationships within and 
outside of the workplace

•	 Make better decisions that result in 
greater stakeholder buy-in

•	 Influence others more effectively

Benefits to Your Organisation
•	 A more positive, productive work 

environment 
•	 Improve employee engagement
•	 Enhanced teamwork and 

collaboration 

Associated Courses
•	 Leading with Emotional Intelligence 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Dr Kim Schofield

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 31 AUG

COSTS 

MEMBER $620

CORPORATE $660

NON-MEMBER $775

Policy Evaluation

Overview
Government and stakeholders are increasingly requiring public sector agencies 
to evaluate their policies, strategies and new initiatives. This comprehensive and 
practical one-day course will assist you to build in evaluation at the start of the policy 
development cycle, and plan a high quality evaluation study. 

Course Outcomes
Attendees will be able to:
•	 be aware of contemporary 

approaches to policy evaluation
•	 identify the key steps in planning an 

evaluation of a policy or strategy
•	 develop key questions for an 

evaluation brief
•	 have practised the skills to write an 

evaluation brief
•	 take-away practical tools and 

templates that are helpful in 
producing high quality evaluation 

Benefits to You
•	 understand the multiple uses of 

evaluation in policy work
•	 understand how to make evaluation 

studies more powerful influences in 
policy development and review

Benefits to Your Organisation
•	 develop a strategic approach to 

policy evaluation
•	 resources for evaluation studies may 

be allocated more efficiently and 
effectively

Associated Courses
•	 Introduction to Policy Work 
•	 Writing Policy Documents  

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Professor Rick Cummings

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 21 JUL, 29 OCT

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“Fantastic course. A wealth of useful information including a broad overview plus 
references for further reading and further professional development. Couldn’t ask for 
more!”

http://www.wa.ipaa.org.au/courses/2015-2016/Policy_Evaluation.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Personal_Effectiveness.aspx
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Presenting to Influence and Persuade With 
Confidence

Overview
Most presentations are made in-house to small groups of colleagues. They are an 
opportunity to persuade people to your point of view; a unique chance to influence 
your audience. But without the requisite skills – without the knowledge of how to 
structure the presentation, of how to overcome your nervousness and of how to make 
your presentation more effective using rhetorical techniques and, at certain points, the 
precise words – that chance could be lost. 

Course Outcomes
Attendees will be able to:
•	 plan, prepare and deliver a logical 

and memorably persuasive 
presentation 

•	 learn how to influence an audience, 
leading it to a logical conclusion

•	 overcome the natural fear that many 
presenters experience 

•	 become adept at finding the right 
words and phrases to persuade the 
listener 

•	 achieve a higher level of self 
confidence through knowing how 
to prepare mentally, physically and 
emotionally 

Benefits to You
•	 build your confidence and self-

esteem in presenting to a group
•	 learn how to persuade through the 

power of the spoken word
•	 learn the logical sequences of 

planning a persuasive presentation

Benefits to Your Organisation
•	 good public speakers reflect well on 

the credibility of the organisation and 
give the organisation an edge

•	 logical and memorable presentations 
can persuade the audience to view 
the organisation favourably and act 
positively on its behalf

Associated Courses
•	 Influencing Without the Power Card 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S John Harman

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 09 DEC

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“I really enjoyed the course. The content was excellent and I am even lookiing forward 
to using the tools for my next presentation.” 

Strategic Planning 

Overview
Learn about the TLC Solutions Strategic Planning tool and process. A simple but 
effective tool that includes current and future state, critical focus items and strategy 
development. This is an interactive workshop where you will gain the knowledge and 
practical skills to conduct a strategic planning process. 

Course Outcomes
Attendees will be able to:
•	 understand how to conduct a 

strategic planning process
•	 understand what the essential criteria 

are that need to be addressed
•	 identify and prioritise strategic issues
•	 determine a strategy for key issues
•	 better understand how to develop 

skills and resources to deal with the 
future

Benefits to You
•	 clarify the ‘how’ of the strategic 

planning session
•	 learn how to identify and prioritise 

strategic issues 
•	 be able to determine a strategy for a 

chosen number of key issues

Benefits to Your Organisation
•	 understand how your agency 

works and how strategically and 
operationally that affects desired 
outcomes

•	 understand capabilities of self 
and business, and practical 
implementation

Associated Courses
•	 Influencing Without the Power Card 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

“I learnt more than what I expected to learn about strategic planning, and the workshop 
setup was effective as all participants were able to share amongst the group, ask 
questions and seek input.”

CLASS SIZE: 20

FACILITATOR/S Greg Bayne or Alistair Box

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 17 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

http://www.wa.ipaa.org.au/courses/2015-2016/Strategic_Planning.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Presenting_to_Influence_and_Persuade_with_Confidence.aspx
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Supporting High Level Committees and 
Boards

Overview
Executive officers to high level committees and boards exercise a number of support 
functions to ensure the effective operation of the committee/board. Through a series of 
practical activities this full-day workshop will assist officers who wish to provide quality 
executive support to committees.

Course Outcomes
Attendees will be able to:
•	 communicate effectively with internal 

and external customers regarding the 
business of the committee or board

•	 establish and manage a program of 
business for the committee to ensure 
maximum participation by committee/
board members

•	 ensure agenda papers are easily 
accessible for discussion and action 
by the committee

•	 produce records of meetings that are 
meaningful, accurate and meet all 
compliance requirements

•	 actions undertaken by the committee 
are undertaken in a timely and 
appropriate manner

Benefits to You
•	 have a clear understanding of how to 

provide executive support necessary 
to ensure that committees are 
effective in addressing their terms of 
reference both during and between 
meetings

Benefits to Your Organisation
•	 gain a better understanding of how 

to provide the executive support 
necessary to ensure the smooth 
running of key committees and 
boards

Associated Courses
•	 Administration Skills: Supporting 

Committees and Boards 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

“The course content was excellent and and the facilitator had a depth of experience 
which enabled her to handle all questions and queries.”

CLASS SIZE: 20

FACILITATOR/S Jan Rodgers

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 01 SEP

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

Writing an Effective Business Case 

Overview
It is a frustrating process when you put significant effort into developing your business 
case, only to have it returned with requests for further information or clarity. This course 
is designed to assist you with targeting your business case to its intended audience 
with appropriate information, structure and format. This highly interactive course will 
also assist you in understanding how to build a cohesive case with an appropriate level 
of justification and supporting data.

Course Outcomes
Attendees will be able to:
•	 determine the context (strategic 

need) of the business case
•	 identify the scope of the business 

case
•	 define aims and objectives
•	 stakeholder analysis and engagement
•	 state the elements required for a 

cohesive and persuasive argument 
for the business case 

Benefits to You
•	 assist you in targeting your business 

case to its intended audience with 
appropriate information, structure 
and format 

•	 understand how to build a cohesive 
case with an appropriate level of 
justification and supporting data

Benefits to Your Organisation
•	 develop a customised business case 

outline which is designed to suit your 
organisational context 

•	 a strong focus on risk and 
stakeholder management 

 
Associated Courses
•	 Writing Skills for Government 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Karen Schwenke

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 13 OCT

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“This course was exactly what was required to put into place the theory and practical 
components of business case writing. It was methodical and allowed for personal 
interaction and questions that were completely relevant to the topic. Thank you! ”

http://www.wa.ipaa.org.au/courses/2015-2016/Writing_an_Effective_Business_Case.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Supporting_High_Level_Committees_and_Boards.aspx
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NEW! Writing Ministerial Letters and Briefings

Overview
This one day course is for middle-level public sector employees who do not have 
extensive writing experience in writing ministerial letters and briefings. The course 
will provide participants with a sound understanding of the role, purposes and types 
of ministerial letters and briefings they will be asked to write. Participants will receive 
detailed instruction on the knowledge, techniques and skills required to produce 
quality writing which meets the needs of their agencies and Ministers.

Course Outcomes
Attendees will be able to:
•	 understand the purposes, importance 

and types of Ministerial letters and 
briefings and the differences between 
them

•	 know the characteristics of well 
written Ministerial letters and briefings 
which meet the needs of the Minister 
and the agency

•	 understand how to decide what is 
important and relevant and what can 
be left out

•	 understand and be able to apply the 
techniques and strategies that result 
in high level writing skills, particularly 
in relation to Ministerial letters and 
briefings

Benefits to You
•	 you will understand what makes a 

quality and effective ministerial letter 
and briefing

•	 you will be able to apply that 
knowledge and your skills to improve 
your ministerial letters and briefings 
immediately

•	 you will become an effective writer 
with the capacity for continual 
improvement of your writing

 
Benefits to Your Organisation
•	 your manager will spend less time 

editing or returning your work to be 
rewritten

•	 your documents will better represent 
your agency and your Minister

Associated Courses
•	 Writing Skills for Government

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Gloria McQuillan

LENGTH Full Day

TIME 9:00am - 4:30pm 

DATE 28 JUL, 21 SEP, 04 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

Writing Policy Documents

Overview
This one-day course is part of the Institute’s popular suite of practical policy courses. It 
identifies the range of policy documents public sector employees might be required to 
prepare. It also includes practical work in designing and preparing policy documents. If 
you are new to the public sector and/or new to a policy role this course will assist you to 
develop the necessary knowledge and skills required to produce effective, high quality 
policy documents.

Course Outcomes
Attendees will be able to:
•	 understand the different types of 

policy documents in relation to the 
policy cycle

•	 identify the key features of a good 
policy document

•	 identify key processes followed to 
develop a policy draft

•	 understand the quality control issues

Benefits to You
•	 understand the different types 

of policy documents used in 
government

•	 understand the process involved 
in developing a policy statement, 
proposal or initiative

Benefits to Your Organisation
•	 develop more comprehensive and 

effective policy documents
•	 understand document tone and 

writing for a range of audiences from 
Ministers to the general public

Associated Courses
•	 Introduction to Policy Work 
•	 Policy Evaluation 

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

“The policy document checklist provided a great tool for ensuring our policy is 
appropriate and effective. With very little policy writing experience, it has given 
me a very good overview of what to consider when creating future policies.”  

CLASS SIZE: 20

FACILITATOR/S Jan Stuart

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 10 SEP, 28 OCT

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Policy_Documents.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Ministerial_Letters_and_Briefings.aspx
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Writing Skills for Government

Overview
Writing is at the heart of what government does. Through a series of practical exercises 
this popular one-day workshop will provide participants with an understanding of the 
key principles, techniques and skills required to produce effective and quality writing in 
the government setting.

Course Outcomes
Attendees will be able to:
•	 understand the principles of writing 

with clarity and impact 
•	 understand the requirements for 

preparing effective documents in a 
government context 

Benefits to You
•	 improve your writing skills
•	 understand effective writing in a 

government context
•	 be aware of the different types of 

government writing

Benefits to Your Organisation
•	 senior staff will save time with less 

editing and re-writing
•	 your documents will better represent 

your agency

Associated Courses
•	 Writing Ministerial Letters and 

Briefings
•	 How to Develop Good Report Writing 

Skills

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Gloria McQuillan

LENGTH One Day

TIME 9:00am - 4:30pm 

DATE 18 AUG, 30 NOV

COSTS 

MEMBER $495

CORPORATE $535

NON-MEMBER $650

“It was a very informative training course and the facilitator was more than 
helpful. I feel now that if I had to write a briefing note, PQ or even a Ministerial I 
would not feel so anxious about how to go about it! ”

Writing With Style: The Power of Plain English

Overview
Whatever you are writing, you need to make sure you put your reader first. This 
workshop shows you how to write the kind of English that communicates effectively 
with a reader, that is clear and concise. You will learn how to streamline your written 
work by following some straightforward rules, and how to structure a piece of writing for 
maximum readability and impact. 

Course Outcomes
Attendees will be able to:
•	 use time and effort efficiently when 

writing and re-writing
•	 write material that is reader-centred
•	 edit documents for readability, 

content, structure and style
•	 produce written material that 

communicates effectively with a 
range of readers

Benefits to You
•	 increase your confidence in writing 

and editing 
•	 increase your productivity in all 

aspects of work that involve writing

Benefits to Your Organisation
•	 reduce the time that managers spend 

editing and re-writing documents 
produced by their team members

•	 create a shared understanding of and 
approach to writing

•	 project a consistently professional 
image through written material

Associated Courses
•	 How to Develop Good Report Writing 

Skills 
•	 Writing Writing Skills for Government  

Career Stage

To find out more or to register go to www.wa.ipaa.org.au

CLASS SIZE: 20

FACILITATOR/S Dr Alan Hancock

LENGTH Half Day

TIME 9:00am - 12:30pm 

DATE 19 AUG, 10 NOV

COSTS 

MEMBER $340

CORPORATE $365

NON-MEMBER $435

“Dr Alan Hancock is an engaging and interesting presenter. I enjoyed the 
session and was sorry when it came to an end.”

http://www.wa.ipaa.org.au/courses/2015-2016/Writing_With_Style_colo_The_Power_of_Plain_English.aspx
http://www.wa.ipaa.org.au/courses/2015-2016/Writing_Skills_for_Government.aspx
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Greg Bayne 
Greg has a passion 
for leadership and 
maximising the potential 
of both indiviuals 
and groups. He has 

worked in the corporate arena as 
a psychologist, a management 
consultant and a coach. He holds a 
Masters in Counselling Psychology 
(Cum Laude), in addition to an 
undergraduate degree in education 
and an honours degree in Psychology 
and has been assisting people to 
achieve their personal capability for 
over 13 years. 

Alistair Box 
Alistair is a registered 
psychologist, 
experienced 
facilitator and coach. 
Commencing his 

career within the public sector 
as a rehabilitation consultant for 
WorkCover WA. Alistair is an 
engaging facilitator who draws on 
his past experiences and formal 
education in leadership and 
management to provide both colour 
and theoretical relevance in his 
workshops. 

Professor Rick Cummings 
Prior to joining Murdoch University, 
Rick Cummings held a number of 
senior policy and research positions 
in the WA government. He has more 

than 20 years experience in planning 
and conducting evaluation studies 
in Australia and overseas, and has 
lectured in post-graduate courses 
on evaluation, as well as conducting 
workshops on designing evaluation. 
Rick is currently President of the 
Australasian Evaluation Society. 

Vivian Garde 
Vivian has over 14 years experience 
working with and within organisations 
to engage stakeholders and the 
community in decision making 
processes and in making this a way 
of doing business. Vivian created 
and implemented the Community 
Engagement Framework for South 
East Water which was awarded the 
Core Values award for Best Public 
Participation Framework by the 
International Association for Public 
Participation in 2010. 

Professor Phil Hancock 
Phil is currently Associate Dean of 
Teaching and Learning in the Faculty 
of Business at the University of 
Western Australia. He is a Fellow of 
CPA Australia and an Associate of the 
Institute of Chartered Accountants. 
He has over 30 years experience 
in teaching and has won various 
teaching awards including a National 
Carrick Institute award. He is active in 
training programs and has presented 
seminars in the public sector including 
a program on Strategic Financial 

FACILITATORS

Management through Premier and 
Cabinet. 

Dr Alan Hancock 
Dr Hancock is an author and 
scriptwriter; his work is published 
internationally, and produced by the 
ABC and BBC. He has worked in 
business language training, and has 
a wide experience of training and 
mentoring writers and presenters. He 
works as a lecturer at ECU and Curtin 
University. Dr Hancock is a skilled and 
experienced presenter, who brings 
his understanding of, and skills in, 
stage work and storytelling to his 
presentations. 

John Harman  
John Harman has written for a living 
all his working life. An ex-Fleet Street 
journalist he is also a scriptwriter, 
having written scripts for many 
popular UK television series. John has 
lectured extensively: at the University 
of Cambridge UK, at UCLA Davis 
in the United States and at UWA. 
He is an adjunct senior lecturer at 
the school of Communications and 
Contemporary Arts at ECU. He 
specialises in conducting workshops 
for companies and for State and 
Local Government on: simple and 
effective writing skills; presentation 
skills; the use of creativity and 
visioneering in leadership.

Mark Kelly 
Mark is a former serving officer with 
the West Australian Police Service. 
During his 20 years of service, he 
worked as a Detective and also as 
a Senior Trainer in the Leadership 
and Management faculty. Mark is a 
respected facilitator who has worked 
with all levels of management, both 
within Australia and internationally. 
He is also a former WA Regional 
Manager for Loss Prevention for a 
national retailer. He teaches with a 
passion, his classes are laced with 
humour and personal examples and 
he believes in the maintenance of high 
standards and is meticulous in his 
preparation. 

Susan Kurtjak 
Susan has over 30 
years experience 
in Commonwealth 
Government. Before 
starting her own 
consultancy in 2012, 
Susan held the 

senior position of Regional Director 
of the Australian Public Service 
Commission in WA/SA/NT. She 
brings a good balance of operational 
and senior management experience 
to her workshops and has managed 
large scale change management 
projects and handled downsizing, 
skill retention projects and positive 
transition exercises. Susan is a skilled 
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HR strategist, trainer and course 
designer and has expertise in turning 
theory into practical solutions in the 
workplace. She has a Executive 
Masters in Public Administration 
and a Certificate IV in Training and 
Assessment. 
 
Joel Levin 

Joel provides 
organisational 
development and 
facilitation services 
across the State. His 

work includes: design and facilitation 
of community and stakeholder 
engagement. Joel has an educational 
background including Community 
Engagement (Certificate Public 
Participation), Neuro Linguistic 
Programming (Master Practitioner), 
Training and Assessment (Dip 
Training and Assessment) and is a 
full member Psychotherapists and 
Counsellors Association of WA. 

Gloria McQuillan
Gloria has extensive 
writing experience and 
a passion for 
outstanding writing that 
is designed and written 
to leave readers in no 

doubt about what the author is telling 
them, recommending to them, or 
requiring of them. Gloria is also 
passionate about developing writing 
expertise in others. Her experience 

includes: five years as Senior Adviser 
to the Western Australian Deputy 
Premier, eleven years experience at 
Edith Cowan University. Previous 
experience includes publication of 
Building Partnerships between 
Consumers and General Practice: a 
Consumer Action Plan for Divisions of 
General Practice, the Northern 
Territory Government policy for the 
provision of infrastructure in homeland 
centres (Aboriginal outstations), policy 
and options papers for the Northern 
Territory Cabinet, a three year 
Community Housing Plan approved 
by Territory and Commonwealth 
Ministers and numerous other papers.

Kath Polglase 
Kath is an executive 
coach and consulting 
psychologist. Kath’s 
focus is on maximising 

performance and enhancing the 
well-being of individuals and teams. 
With a master’s degree in counselling 
psychology, post graduate 
qualifications in education and strong 
managerial experience, Kath offers a 
professional and positive outlook to 
motivating staff, developing leaders 
and inspiring untapped potential 
in individuals and groups. Kath is 
an experienced and skilled trainer 
and facilitator who believes learning 
should be interactive and fun. 

Peter Robinson 
Peter Robinson is an academic within 
the UWA Business School and a 
Fellow of CPA Australia. Peter has 
over 30 years’ experience in teaching 
and is highly regarded by both 
undergraduate and post-graduate 
students. He is active in professional 
development programs within the 
private, public and not-for-profit 
sectors. 

Jan Rodgers
Jan has over 30 years experience in 
the public and not-for-profit sectors.  
Her career has included teaching, 
policy development, strategic 
planning and management.  She 
has both served on and supported 
a number of Boards in Western 
Australia.  Board membership 
experience includes the Library Board 
of Western Australia and Edith Cowan 
University.  She has wide experience 
writing in the public sector ranging 
from routine correspondence and 
reports to strategic documents and a 
series of educational monographs.

Jan Saggers 
While in government, Jan worked for 
seven agencies in research and policy 
roles and spent one year as Executive 
Officer to the Ministerial Taskforce 
on the Condition and Status of 
Teaching. Since leaving government 
in 1995, Jan has consulted back 
to government on a variety of 

projects involving strategic people 
management, policy development, 
organisational design, systems 
review and executive selection and 
remuneration. 
 
Dr Kim Schofield
Kim possesses extensive experience 
in human resource management 
and capability development gained 
through his accumulated 25 years of 
service in the UK Health Service, UK 
Local Government, UK Private Sector 
and the last 14 years in the WA State 
Government. His last position was as 
Deputy Commissioner with the WA 
Public Sector Commission where 
he had responsibility for leading the 
Capability Development Division. 
Kim played a key role in setting the 
strategic direction for development 
of the WA Public Sector and was a 
member of the Corporate Executive 
of this independent statutory office 
reporting to Parliament.

Karen Schwenke 
Karen has over twenty years 
experience in public and private 
sector companies, providing services 
in project support, organisational 
and managerial development, quality 
and risk management, training and 
human resources. She has worked 
with numerous Team Leaders and 
Middle Managers in designing and 
implementing change programs in 
many industries. 
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Maxinne Sclanders 
Maxinne (BEd, MEd) specialises 
in policy research, analysis and 
review, planning and evaluation. 
Her experience includes the 
development of legislation, the 
application of regulatory requirements 
in the gambling industry, health 
promotion, education and ethics. 
She has demonstrated her ability 
to communicate successfully 
with people from a wide range of 
backgrounds. Her professional 
networks extend across Australia. 

Jan Stuart 
Jan has a career spanning over 
twenty years in senior policy and 
management roles in the State public 
and higher education sectors, most 
recently at the University of Western 
Australia. She has worked in a 
number of functional settings – public 
sector management, human resource 
management and education – and 
has experience in policy development, 
strategic planning and review, and 
organisational development. 

Hannah van Didden  
Hannah has more than 15 
years of experience in business, 
communications, planning and 
program/project management in 
Government and private consultancy, 
with formal qualifications to match. 
Known for her personable approach, 
energy and ability to get fast action 

and results, she has realised high 
value projects as a Project Manager, 
Program Manager and PMO Manager 
across diverse areas. Hannah’s 
engaging style and varied expertise 
make for a memorable and highly 
applicable learning experience. 

TERMS & CONDITIONS

TRAINING & EVENT REGISTRATIONS

Confirmation 
Upon receiving your registration, a confirmation 
email will be sent by the Institute to the email 
address you have provided by the next working 
day (Monday - Friday), including weekend 
registrations. Once the confirmation email has 
been sent, it is taken that your registration is 
valid for the purposes of cancellations, transfers 
and payments. When your registration is 
confirmed, it is assumed you have obtained 
approval from your organisation. If you don’t 
receive the confirmation email within 48h from 
your registration, please contact our office.

Payment 
Your registration is to be paid in full before 
you attend our training courses and/or events. 
Payment wherever possible must be made by 
Credit Card. In special circumstances and on 
request we may accept payment via Electronic 
Funds Transfer (EFT). A remittance advice to be 
sent to the Accounts Department at  
accounts@ipaawa.org.au.

Invoices & Receipts
Every registrant receives a confirmation email 
with a tax invoice attached. Once a registration 
has been paid the participants will receive a 
receipt. It is the responsibility of the attendee 
to pass this invoice and receipt onto their 
accounts department. Requests for additional 
copies of invoices and receipts will incur an 
administration fee of $16.50 and may take up 
to five (5) working days to re-issue additional 
copies.

Cancellation and Refund Policy
To receive a full refund notice of cancellation 
must be received in writing, preferably by email 
or fax, more than 14 days prior to the course or 
event delivery date.
•	 If you cancel between 8 and 14 days 

prior, you will receive 50% refund of the 
course fee, please note that any merchant  
fees are non refundable.

•	 No refund will be given on cancellations 
received within 7 days of the delivery date.

•	 Substitutes are always welcome, please 
advise us in writing if you are unable to 
attend and wish to send someone else 
in your place. The substitutes should 
have the same membership status or a 
surcharge may apply. 

•	 No shows - you or your organisation is 
still responsible for full payment of your 
registration. 

Unfortunately being unable to attend due to 
illness/health/personal reasons is still deemed 
a ‘no show’ and not eligible for a refund. Again 
we suggest finding a replacement if at all 
possible.

Transfers
If you wish to transfer to another training 
course, this must be done in writing at least 
14 days prior to the original course date. 
Transferring between courses is not possible 
inside 14 days, however a substitute may be 
sent in your place. A transfer is not possible for 
an event as they are often held only once.

Changes
We reserve the right to make changes to the 
course or event date if registration numbers are 
not met. If a course or event is cancelled, you 
will be notified in writing and your registration 
will be transferred to the next available course 
date (or a refund made available to you for an 
event registration). If a suitable date cannot 
be found for the course, your fee will either 
be refunded in full or held in credit towards 
your next course choice depending on your 
preference. 

At times the training course content may 
change to meet the needs of participants on 
that particular day. Any changes are made only 
in the interest of the participant, ensuring the 
best possible learning outcomes.

For full terms and conditions visit www.wa.ipaa.org.au.
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