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Staff now have the opportunity to attend suitable staff development opportunities across the three
partnership institutions. This is a further development of the agreement between the three institutions under
the provision of the South West Wales Higher Education Project for Staff Development. This edition of
Update includes details of staff development opportunities across the partnership but all staff should be
aware that additional courses supplementing the formal planned programmes will be agreed and published
throughout the year. Staff will be made aware of these opportunities and booking requirements through
email updates and supporting information made available via the Webl/intranet.

$

Andrew Morgan is the Staff Development Officer. He is responsible for overseeing the work of the Unit,
planning the programme, and liaising with other institutions, all university staff, schools, departments,
sections and appropriate committees concerning our work. You can phone him on (01792 29)5962 or email
a..morgan@swansea.ac.uk.

Rosie Plummer (Career and Development Officer for Researchers) and Sally Davies (Research Staff
Development Manager), together provide personnel and professional career advice specifically geared to
the needs of researchers at all levels. From your start with the University and on through your employment,
our aim is to provide integrated support that builds skills and capabilities, increases independence, and
enhances career prospects. You are welcome to contact either Rosie on (01792 51)3479 or Sally on (01792
60)2831 or by e-mail r.m.plummer@swansea.ac.uk / sally.a.davies@swansea.ac.uk.

Mark Thomas is the Project Coordinator for the South West Wales Higher Education Partnership and is
working with the three partner institutions to establish a joint Staff Development programme. He is happy to
deal with your enquiries in relation to Staff Development opportunities across the partnership either on your
behalf as an individual or in relation to your Department, School or Function. Telephone (01792 60)2832 or
email steven.m.thomas@swansea.ac.uk

The Swansea University Training Administrator for the Unit, who ensures that everything runs smoothly and
efficiently, can be contacted on (01729 29) 5762.

We would be very happy to talk to you about training and development, and other aspects of our work (or
your work). More information about Staff Development, including a copy of this edition of UPDATE can be
found at http://www.swan.ac.uk/university/Staffinformation/StaffDevelopment/. Why not add this URL to your
list of favourites now - before you lose this copy of UPDATE ! To enrol on any session contact the Staff
Development Unit on extension 5762 (external 01792  295762)

% &
Gareth Davies - Training Officer for SMU - is responsible for all training matters relating to this bulletin,
including liaising with all SMU staff, departments and appropriate committees. You can contact him on
01792 481087, extension 4087 or email him on gareth.davies@smu.ac.uk. Please note that some sessions
offered through SMU are not pre-dated. They will be arranged in response to interest expressed by
contacting Gareth at the aforementioned email address. Those expressing interest will be informed when a
date has been confirmed.

|
Your initial contact at Trinity is Heather Jones, Human Resources Officer  at heather.jones@trinity-
cm.ac.uk. or phone her on 01267 676927. Trinity University College organizes and delivers a Staff
Development programme throughout the academic year in addition to an annual Staff Development Week at
the beginning of September. Staff from Swansea Metropolitan University and Swansea University are
welcome to attend relevant Staff Development events run at Trinity. Details will be made available as
programme content, dates and venues are confirmed through 2009/10 (via update bulletins and
Intranet/Web).

0+ * ) 1. ' #



| |
0 ' 2 L'l # %"& 3
4 #4 5 ! (# 6
H#O# L(# 78 * 89
/ ! A I # 85
1) ! #
# < * #. 2<
4 1 # ! 3 ! # 23
= 85 58
>4, 8< I ?4. 57
@ ) ] 83 519
( # 78 # b<
A # 77 B A!( Cc7
n *
4 1 ) 4 1
)B)D 4 ' 44" (( -4) , ,), E,.) C<7
Tues 27 Oct How to make a podcast in 10 minutes A practical guide to how quickly and easily you can make podcasts
1-00 — 2.00 David Gill, Classics, Ancient History and for use in learning and teaching with examples of successful
Egyptology podcasts
Wed 11 Nov How to Organise a Conference Is there a chance you could be involved in organising a conference
1.00 - 2.00 Peter Belcher — Swansea University in the future? Would you like to pick up tips on avoiding pitfalls. If
Conference Services so, sign up for this informative session, at the end of which all
participants will receive a helpful checklist and an event budget
template. Conference Services will also be pleased to talk to you
about a specific event you may be considering.
Mon 16 Nov Are our students employment lemmings? Raising the importance of e-portfolios with employability under the
1.00 — 2.00 Chris Cardew & Charlotte Dix, Careers. careers SWWHEP Project.
Fri 20 Nov Referring Students for Money Advice and How many times have you heard a student comment that they are
1.00 - 2.00 Support struggling with their finances? Do you know how to help them —
Andrea Mateo, Money Advice and Support even if you had the time to do so? This session aims to introduce
Office Manager, Student Services you to the Money Advice and Support Office and to give you some
This session is aimed at personal tutors, information on the services that we offer and how we can help our
residence welfare officers and anyone in day- students manage their money and deal with creditors as well as
to-day contact with students. access the Financial Contingency Fund or International Student
Crisis Fund.
Wed 9 Dec Referring Students in need to Student Do you know what kind of support Student Services provide? Are
1.00 - 2.00 Services you clear about how and when to refer students on and who to?

Sarah Huws-Davies, Deputy Director,
Student Services

Aimed particularly at new Academic and front-
line support staff

This session provides a brief introduction to Student Services and
how we can help you by providing expert advice to your students
and reassurance that they are being well supported.

Thurs 21 Jan

Staying Legal....

An overview of general copyright issues and the CLA HE Scanning

1.00 - 2.00 Caroline Rauter & Michele Davies, LIS Licence. Making extracts (books and journals) available to your
students online and in print through PHOTEX and DIGEX.
Mon 25 Jan Introduction to the new Wellbeing Unit Student Counselling and Mental Health Co-ordination have merged
1.00 — 2.00 Rob Turner, Head of Wellbeing — Research and | to create a new, broader based and flexible approach to the overall
Development, Student Services wellbeing of students. Learn about the services available for
students and the process of referral. Also find out what the unit can
do for your department or school to help maintain your wellbeing
whilst coping with the needs of students.
Mon 8 Feb Until they perfect teleportation ... there’s Do you travel a lot for work? Could you attend your meetings,
1.00 - 2.00 always videoconferencing deliver your presentations or do your teaching via
Stuart Henson, Welsh Video Network videoconferencing? Learn how to save time, money and the planet
by using the WVN Videoconferencing studio on campus.
Fri 19 Feb The International Student Advisory Service The regulatory framework around international students has
1.00 - 2.00 (ISAS) become far more complex with the introduction of the Points Based

Neil Gaskin, International Student Adviser,
Student Services

Immigration System which has implications for both central services
and academic school. Staff need to be very clear on the
requirements and limitations of their roles for the University to be
confident in remaining compliant with the rules. This session will
look at the different roles and how to ensure students are
appropriately supported.




Wed 10 Mar Accessible Teaching of Visually Impaired Are your learning and teaching policies, procedures and practices
1.00 - 2.00 Students accessible to visually impaired students? This session will look at
Sarah Jones, Recording Centre for the Blind your duties under the DDA and SENDA, inform on sources of
advice and assistance, and advise on how to make your teaching
accessible to visually impaired students.
Fri 26 March Mind Mapping in Teaching and Learning Mind Maps may be very pretty, but what good are they teaching and
1.00 - 2.00 Matthew Allen and Helen Davies, LIS learning? Lots of good? From initial note taking to revising through
assignment and presentation planning, mind mapping may help
your students to organise their notes and thoughts better.
Thurs 15 A Beginners Guide to Social Engineering EG-353 — an Engineering Research Project module, has been using
April Chris Jobling, School of Engineering the NING Social Networking platform all year as part of an e-
1.00 — 2.00 learning enhancement project on Peer Support and Assessment.
Come and find out how it was done, how it went and you could do it
too.....
Fri 30 April Forget Post It Notes, try One Note An introduction to One Note, a note taking power tool which is much
1.00 - 2.00 instead..... more easily organised than 10,000 small bits of slightly tacky yellow
Pat Toland, LIS paper! This session will get you set up and cover the basics of
using this often overlooked part of MS Office 2007.
Wed 12 May The Swansea English Language Test The Session will cover:
1.00 - 2.00 (SWELT)tudents Background and Development
Kevin Child, Head of ELTS, and Brief overview of the methodology, content and results
Steve Tanner, SWELTS Coordinator (What the scores mean, etc.)
Numbers of students tested and enrolled on Swansea
University programmes
What ELTS can offer your School/Department, e.g. ad
hoc testing of individual students, overseas testing, sitting
in on application interviews to assess language
competence
Wed 21 May The Disability Office Swansea University has an excellent reputation for its support for
1.00 - 2.00 Adele Jones, Disability Office Manager disabled students. At the heart of this is successful teamwork
across the institution. This session will cover the services that the
Disability office provides, how it operates and what it achieves.
Thurs 10 Safeguarding Children, Young People and The University has a duty of care towards all its students and that
June Vulnerable Adults duty is enhanced in the case of under 18s and vulnerable adults. Is
1.00 - 2.00 Sarah Huws-Davies, your department meeting its obligations? This session will cover:
Deputy Director, Student Services The Duty of Care and University Policy on Safeguarding Vulnerable
Groups.
Tues 18 June | Top Technology Teaching Tools A whistle stop tour of new (or repurposed) practical learning
1.00 - 2.00 Various presenters technology.
Mon 28 June Dealing with Crisis Incidents Involving At some point, all Universities have to deal with death, injury or
1.00 — 2.00 Students serious illness of a student. If you were the person who received
Sarah Huws-Davies, the phone call notifying the University of such an event would you
Deputy Director, Student Services know what to do?
This session will cover: How to Respond; What information to
obtain; Who to notify and How the University will respond.

MANAGEMENT DEVELOPMENT
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Prince (PRojects IN Controlled Environments) is a structured method for effective programme management.
It is a de facto standard used extensively by the UK Government and is widely recognised and used in the
private sector, both in the UK and internationally.

We will again run the very successful Prince2 online courses for Foundation and Practitioner qualification.
Information will be sent out in the New Year.
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sCynergy Consulting will once again provide a ‘Management Master-Class’ programme for senior staff in

spring 2010, focused on ‘People-Centred Leadership’.

The overall aim of the Master-Class is to provide senior staff with some of the skills needed to support and

develop your staff more effectively. The specific objectives are:
to increase your awareness of your own behavioural styles and of different management and leadership
styles you can use, and to identify personal development objectives and actions for you as an individual,
to demonstrate that a ‘coaching style of leadership’, which focuses on staff's personal development, can,
when used more often, deliver improved business performance;
to enable you to experience the beneficial effects of personal coaching for yourself, including a 360°
assessment of your ‘thinking styles’, and to equip you with the fundamental skills needed to coach
others;
to identify scenarios and ways in which you can use a ‘coaching style of leadership’ with your own staff
(including day-to-day management of issues, development and appraisal discussions, ‘difficult
conversations’ and staff meetings);

5



to identify actions that you will take to improve staff development in your School or Department; and

to develop a ‘cadre’ of senior managers who will support one another in their own development activities
and who will act as ‘champions’ for the wider deployment of ‘People-Centred Leadership’ across the
University.

The programme consists of five modules, running from 13 January to 22 April, 2010. Please contact
Andrew Morgan if you feel that this course fits your development needs as a senior manager.

Subsidised or Free Part-Time Degrees
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Is the MA in Lifelong Learning for you? Are you involved in supporting, developing and providing lifelong
learning and training? Are you interested in adult continuing education and lifelong learning, their history and
policy contexts? Are you interested in your own development as a lifelong learner?

This part-time course offers students the opportunity to widen their knowledge and understanding of
historical developments and current issues in lifelong learning, and the chance for critical debate and
reflection on the theory and practice of this exciting field.

The scheme is run over three years on the basis of one evening a week and is particularly suited to those
wishing to study alongside other commitments.

"This course has been extremely beneficial as it has helped me to re-evaluate my working practices and has
offered me the opportunity to carry out research assignments which are directly relevant to my work. | think
people working in a range of education roles would find this course valuable - | wouldn't hesitate to
recommend it".

For further information contact: Dr Alyce von Rothkirch, MA in Lifelong Learning Co-ordinator, Email:
A.V.von.Rothkirch@swansea.ac.uk.
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Dates: Monday 21 September 2009
Monday 18 January 2010
Monday 24 May 2010

Time: 9.30 -3.30

Venue: Staff Development Unit

Target Staff:  Recently appointed academic
and academic related staff

Presenters: The Vice Chancellor and other

staff

The aim of these seminars is to discuss with new
members of staff the main elements of the
University’s policies and strategies, and to
address other issues such as Health and Safety,
Information Services, and Staff Development. By
attending one of these sessions, you will obtain a
current overview from the Vice Chancellor; have
the opportunity for your queries to be answered,
and to raise issues with the speakers - drawn
from the main offices and services of the
University.

H ,

Dates: Thursday 1 October 2009
Thursday 28 January 2010
Thursday 27May 2010

Time: 9.30-1.00

Venue: Staff Development Unit

Target staff: Recently appointed support staff

Presenters: the Vice Chancellor and other

staff
All new support staff should attend the first
seminar held after their start-date. The topics
covered are:
Welcome to the University from the
Vice Chancellor
Understanding the University's
mission and your role in helping the
university achieve its objectives
Facilities and opportunities available
in the University
Starting work at Swansea
Health and Safety
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Staff from the Admissions Office will take participants through the “admissions year” and prepare them for
taking on the vital role of Admissions Tutors. This an essential workshop for all new Admissions Tutors and
their support staff, but those who have previous experience and are returning to the job should attend in
order to learn of the many changes that have taken place in recent years. The sessions will also include an
introduction to the activities of the UK Student Recruitment and International Offices. Dates in October to be
arranged. Please contact the Admissions Office in September if you are interested in attending
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The ” is a certificated and Higher Education Academy/ Nu  rsing & Midwifery Council
accredited introduction to higher education teachin g, offered jointly by the University of Wales

Aberystwyth, University of Wales Bangor, University of Wales Lampeter, Swansea University and the
University of Wales Institute Cardiff.

The Scheme is aimed, primarily, at new teachers and is now a requirement of probation for Swansea
University teaching staff commencing their probatio n from September 2009.

Intending participants should note that the Scheme begins with a two-day Residential Induction at
Gregynog Country House _ running on two dates in each academic year.

Dates of next Residential Inductions —
Monday and Tuesday, 7 " and 8" of September 2009
Thursday and Friday 7 ™ and 8™ January 2010

If you are in any doubt about the requirement to undertake this training, further information about tHE
Scheme can be obtained by contacting Andrew Morgan, Staff Development Officer, at
a..morgan@swansea.ac.uk. or on ext. 5962.

J"* 0 or'" 0 alongside a course title indicates the importance of the training session
for staff engaged in the teaching certificate scheme. These sessions are open to all staff.

Date: Thursday 10 September 2009
Thursday 14 January 2010

Time: 9.30-4.30

Venue: Staff Development Unit

Presenter: Peter Read and Rona Campbell

This course offers a balance between making the best use of your voice, as well as tips and aids to ensure
an effective presentation. Advice will be given on common vocal problems: tension in the voice, the
importance of breathing correctly, the speaking mechanism, voice projection, modulation, variety of speech
and good and bad practice.

The course will cover:-

") "4 *

Voice Production Balance between personality and Information

Projection without shouting Difference between conversational and

Health and Hygiene presentational language

Breathing Good and Bad Habits of repetition

Diction Verbal and Postural habits

Pitch How to keep your audience awake - the

Posture dynamics, climate & commonality of the audience

Care and Protection of your greatest Presentation Skills, using equipment to enhance
asset — your voice the lecture
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Postgraduate tutors and demonstrators make a vital contribution to teaching in many departments and
hence to the quality of the student learning experience. In recognition of this, the University requires all
tutors/demonstrators to complete this course which aims to give them the knowledge, understanding and
confidence to carry out their duties to the benefit of the undergraduate students and also to the benefit of
their own CVs and careers.

Registered postgraduates who are nominated by their head of department (and who are not required to
carry out tutoring/demonstrating as part of their bursary or other contractual commitments) will be
remunerated for their full and successful participation in the training programme. Tutor/demonstrators from
the Arts, Humanities and Social Sciences undergo slightly different training from those in Science and
Engineering areas.

The table below indicates the core sessions ( ) and the specialist sessions. The core sessions last 2.5 hours
and sessions 3-6 will have varying durations.

Arts
Training Sessions Humanities Science
Social Studies Engineering
1 | Qualities of a Good Tutor. Communication skills. Supporting
learning — devising learning objectives, planning and organising a
teaching session, questioning skills (1)) ()]
2 | Small-Group Teaching. Assessment (1)) Tutors /
3 | Laboratory Demonstrating demonstrators
4 | Fieldwork take one or
5 | Working in IT Laboratories more of these
6 | Marking — Departmental Procedures and Practices — this options
session applies only to postgraduates who will be used by their dependmg.on
department and will be done ‘in-house’. their teaching
duties.
' # I A '5 F 7989
Al ! # I # K
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This fund is available to academic staff in order to bear some of the costs involved in the development and
implementation of new approaches to the teaching of their subject. If you have read reports of some of the
Teaching Quality Assessors, you may have noted the references to an over-reliance on traditional methods
in teaching and assessment.

A part of the Staff Development budget has been earmarked for a Teaching Innovation Fund. If you think
that some innovative aspect of your teaching would benefit from financial support from the fund, please

contact Andrew Morgan on 5962 to discuss your ideas.

| *

Dates: Tuesday 22 September 2009 and Wednesday 10 February 2010

Time: 9.30-12.30
Venue: Staff Development Unit
Presenter: Rod Ashley

Of interest to all staff intending to present research results through posters at meetings or conferences, this
session is aimed at those new to the format and seeks to draw out the important principles relevant to this
form of communication. Examples are used from a number of different contexts.

— The poster presentation is one of the required formats for presenting results for

assessment under the scheme. This session is aimed at candidates for the scheme who have not previously
used or prepared posters for the presentation of research results.
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Date: Tuesday 22 September 2009 and Wednesday 10 February 2010
Time: 1.30-4.30

Venue: Staff Development Unit

Presenter Rod Ashley

One of the major assessment components of the Scheme is the Reflective Teaching Portfolio. This portfolio
brings together the reports and results of your development as a teacher in higher education.

The session brings into focus the portfolio format: what to include, what to leave out and important elements
in the layout and presentation of the final document.
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Dates: Monday 19 October 2009 and Thursday 11 February 2010
Time: 9.30-4.30

Venue: Staff Development Unit

Presenter: Rod Ashley
The aims of this session are:

to expand upon some of the key theories in teaching and learning

to allow the opportunity to reflect on and put into practice some of these theories
At the end of this session you will:

understand some of the key theories

have an opportunity to reflect on these for your courses

have a focus for developing your own teaching skills

develop the learning skills and experiences of your students.
Course Content:

Domains of learning and learning taxonomy (Bloom et al)

Learning cycle (Kolb)

Reflective practitioner (Schon)

Surface and deep learning (Boud: Gibbs)

Problem-based learning (Boud et al)

Constructive alignment (Biggs)

The day will involve a number of brief inputs together with opportunities for reflecting and doing.

: #ooLd .

Date: Tuesday 20 October 2009 and Tuesday 9 March 2010

Time: 9.30-12.30
Venue: Staff Development Unit
Presenter: Rod Ashley

This session builds on the formal role of probation mentor by dealing with aspects of development in
teaching and learning that are fundamental to the teacher as a reflective practitioner.

The session is important for staff acting as " Teaching Advisors who will observe teaching.
The course provides advice and guidance in relation to the objectives of the Scheme and the assessment
requirements that apply to candidates.
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Date: Tuesday 20 October 2009 and Tuesday 9 March 2010
Time: 1.30-4.30

Venue: Staff Development Unit

Presenter: Rod Ashley

A key aspect of the tHE is to enhance professional learning and reflection. This session will offer advice on
action-learning research:-

identifying the issue/problem

how might student learning be improved

accessing the underpinning theory

implementing the change

evaluating the impact and

keeping the initiative manageable

#4 1) .

Date: Tuesday 3 November 2009
Time: 9.30-4.30

Venue: Staff Development Unit
Presenter: Rod Ashley

This one-day session will tie together three complementary aspects of the key teaching aims of a university
lecturer.

The assessment part will:
Offer a reminder of some principles of assessment
Demystify the assessment process
Focus on assessment for learning, not just assessment of learning

The learning outcomes part will consider:
Why learning outcomes?
How to devise effective learning outcomes
Matching learning outcomes to both assessment and learning

Constructive alignment is an approach to teaching devised by the Australian academic John Biggs, and now
widely used in both in further education and higher education. This session will outline the Biggs’ concept
and give opportunities to practise how it can be applied in delegates’ own discipline.

The day will also give opportunities for delegates to reflect on their practice and to develop approaches to
teaching and learning in their own courses.

Pl I = /I Al # '
o WL .
Date: Wednesday 18 November 2009
Time: 9.30 - 5.00
Venue: Staff Development Unit
Presenter: Professor Phil Race, Leeds Metropolitan University

What's wrong with exams? Too often, they take up too much of our time to mark, students get precious little
feedback on their performance other than their grade or mark, and the whole process can drive students’
learning towards surface learning, rather than helping them to deepen their learning. We have problems with
exams, regarding validity, reliability, transparency and authenticity. Too often our exams do not link well to
measuring student’s evidence of achievement of our intended learning outcomes.

In this workshop, we will explore what we can do to make exams more fit-for-purpose, and help them to be
better drivers for students’ learning.

After part|C|pat|ng in this workshop, you will be better able to:
Identify the problems we have in making exams valid, reliable, authentic, inclusive and
transparent to students;
Discuss how traditional time-constrained unseen exams can work against the principal factors
underpinning successful learning;
Explore alternatives to time-constrained unseen exams, and look at the pros and cons of each
of these alternatives;
Improve exams to align them more constructively with the evidence of achievement of intended
learning outcomes;

11



Design marking schemes and model answers, to speed up exam marking, and make exams
more transparent to students;

Explore the problems we have in marking essay-type and problem-type exam answers.
Explore how students can be helped to tune in to the standard and scope of exams, minimising
problems for them.

4 1 G .

Date: Tuesday 15 December 2009

Time: 9.30-12.30
Venue: Staff Development Unit
Presenter: Dr Kate Exley

Participants will have the opportunity to:
- Discuss the goals of small group teaching
Consider a range of teaching methods
Review strategies for involving students in discussion, including the development of ground
rules

Compare views on how to respond to some difficult situations and small group teaching problem
scenarios

Evaluate some of the more innovative approaches used in small group teaching, such as peer
assessment and tutor-less tutorials.

*

Date: Tuesday 15 December 2009 and Monday 22 March 2010

Time: 1.30-4.30
Venue: Staff Development Unit
Presenter: Dr Kate Exley

“A personal tutor is normally a member of the academic staff who provides pastoral care with regard to
student welfare and support and guidance for a student’s personal development planning.” (The UWS
Policy on Personal Tutoring.) But what is the job and how do | do it well? This session reviews policy and
best practice and considers the range of supporting agencies available in the University.

L # ALG /.

Date: Wednesday 16 December 2009

Time: 9.30-12.30
Venue: Staff Development Unit
Presenter: Dr Kate Exley

This workshop will provide a forum in which to discuss and review approaches used to conduct student
group work. It will consider the aims of group work, the intentional skills development, the benefits and the
practical difficulties associated with it. A significant challenge for those wishing to introduce group working
activities in their courses is the assessment of groups; what should be the focus of assessment, can group
work be assessed in a way which is fair, reliable and valid? What are the course design choices that need to
be made when planning group or team activities. The workshop will be discursive and exploratory and aims
to tease out the key issues and provide guidance and examples of practice which participants can tailor to
their own teaching and learning situations and contexts.

The workshop is aimed at those who are involved in the organisation and leadership of student group work,
in which students work in small teams to accomplish specific tasks or projects. It is intended to help those
who are new to this style and approach of teaching and for those experienced colleagues who wish to
review their own practice in this regard.

At the end of the session participants should be able to:-

Clarify the benefits of students working in groups and identify the key skills associated with
effective team working

Consider a range of ways in which student group work can be organised and managed

Review the role of the tutor/supervisor in leading and facilitating effective group work

Revise the key issues of assessment in relation to students working in groups

Evaluate the strengths and weaknesses of a range of different assessment strategies and
processes.

12
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Date: Wednesday 16 December 2009
Time: 1.30-4.30

Venue: Staff Development Unit
Presenter: Dr Kate Exley

This session is aimed at those members of staff who teach and formatively assess students at both
undergraduate and postgraduate level.

Recent student satisfaction survey results have highlighted the importance students place on good
feedback. Unfortunately, some of their views on the feedback they receive are quite critical. They believe
that sometimes feedback has been unhelpful, too little and too late, too critical, not critical enough, etc.
However, teachers can feel frustrated when students fail to make good use of the feedback they are given
and continue to make the same mistakes over again. It can feel a thankless task if students don’t consider
the feedback comments teachers have spent considerable amounts of time producing for them.

This workshop therefore aims to address two questions:
1. What does excellent feedback look like and
2. How do we encourage students to make full use of feedback to enhance their learning and
achievement?
At the end of the session participants will be able to:-
- Consider how feedback can support learning
Review the principle features of effective feedback
Describe the varied purposes and foci for feedback
From a practical perspective consider how to improve the delivery of feedback
Discuss a range of strategies that encourage students to make fuller use of the feedback they

receive
Date: Tuesday 23 March 2010
Time: 9.30-4.00
Venue: Staff Development Unit
Presenter: Dr Kate Exley

This interactive workshop will explore the potential benefits and difficulties of seeking to engage students in
a lecture. A variety of approaches will be considered which aim to move students from being passive
consumers to active learners in this most formal of large group teaching settings, in particular, the use of
guestions and quizzes.

The session will review practical options for asking and setting questions, managing the interaction in class
and taking and responding to feedback from the students. It will also include presentations from the tutor,
individual group and individual exercises and will aim to give participants a number of practical strategies for

engaging their students in the lecture. A course handout will be provided.

A B A #4 | 0

The Swansea elLearning support team offer a range of development opportunities to staff that will help
develop their use of the Virtual Learning Environment (VLE) tool — Blackboard.

BBO0O01 Introduction to Blackboard — This is a short session which will introduce the elements of
Blackboard and some of the learning and teaching benefits, through presentation and hands-on
participation.

BB002 Building a Course Site — a practical workshop which takes you through the steps of designing your
first Blackboard module.

BB003 Using Communication Tools — a practical workshop which explores the Blackboard
communication and collaboration tools.

BB004 Creating Assessments — a practical workshop which explores the use of the Blackboard quiz and
survey tools, the assignment functions, the Turnitin plagiarism detection tool and the inbuilt grade
book.

For further information click the “BbSupport” tab i n Blackboard or go to
http://www.swan.ac.uk/lis/blackboard/support/staff/ workshops.html

The Swansea elLearning team are always happy to discuss any individual training needs, or other issues
related to eLearning, and can be contacted on ext. 2250 or emailing blackboard@swansea.ac.uk

13



4 B A # o« o I N

Dates/Times: to be advised

Venue: PC Room 1, LIS

Presenter: Chris Hall, E-Learning Support officer, LIS

Do you think your Blackboard courses are a bit boring? If you can use Microsoft Word, you can create
dynamic course content with Course Genie. From one Word document you can generate a set of web
pages that include navigation and interactive features which can quickly be uploaded to Blackboard.

This hands-on session will enable you to convert your Microsoft Word documents into e-learning materials
for use as web pages or for your Blackboard modules.

Further information and details of training sessions can be found at
http://learninglab.swan.ac.uk/coursegenie.html

7+ ) I* #
A4 44 ((4 ) " 4+ )A+H)* (+*.,.G*)*
L)L),
G * # - 1?
C<7 # # !
# H
N ?
= # ! ! ?
8 ! M I* #N
7 # < H#? # # #
2 3 I # M N
5 . 1 # #4)G., 6 M N % &
C G M N
+ # #1 % & H
=4.+
# *I 14 7996 89

The Academic Registry provides a range of training and advice sessions both scheduled and ad-hoc, details
of which are given below. Please contact us if you cannot make the session timetabled or have a
suggestion for a training session you would like to see provided.

#/ 411)

In addition to specific training sessions, staff from the Welsh Language Office will be happy to visit
departments and Schools to offer guidance and advice on any issues that interest or concern staff relating to
the Welsh language within the University.

This could include development of Welsh-medium academic provision, student rights to submit work through
the medium of Welsh in English-medium modules, opportunities for learning Welsh or becoming more
involved with the Welsh language in the institution, language awareness sessions, or general
queries/clarification about the Welsh Language Scheme and our obligations under the Welsh Language Act
1993.

To arrange a suitable time, please contact the Welsh Language Office on extension 3077 or by emalil
welshlanguageoffice@swansea.ac.uk
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Date: Wednesday 16 September 2009
Time: 10.00 — 12.00

Venue: Staff Development Unit
Presenters: Huw Morris, Academic Registrar

Target Audience: Heads of Schools/Postgraduate programme co-ordinators and academic staff with
interest.

An overview of developing Joint Postgraduate degrees within the Bologna Process, discussing potential
funding opportunities through Erasmus Mundus Il. This session will also explore ideas from Schools and
how the Research Faculty and the Academic Registry can assist academic colleagues in facing the
challenges.

09! # 41 I 8662
Date Wednesday 16 September 2009
Time 2.00 - 3.00
Venue: Staff Development Unit
Presenter: Osian Rhys, Welsh Language Officer

This session will give an overview of the University's obligations under the Welsh Language Act and will
cover:

A general introduction to the Welsh Language Scheme

The rights of students to submit assessed work through the medium of Welsh

Using the Translation Unit

= 7996/89
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The importance of the first year experience for students in forming their attitudes and approaches to their
University life cannot be underestimated. Early engagement with their subject, peers and academic team
can have a major impact on their success at University. This seminar will demonstrate examples of good
practice in engaging students early to improve retention, satisfaction and attainment.
Contact: Phil Brophy
Date: Autumn Term 2009

(# A #

The importance of assessment for learning and feedback on assessment is rarely out of the limelight in
Higher Education. This session will highlight good practice from other institutions and look at how the
University is working to improve the way students are given and use feedback.

Contact: Phil Brophy

Date: Autumn Term 2009

| 4 I # !

The University’s annual Learning and Teaching conference will be taking place in the summer term 2010.
The conference will focus on developments and innovation in Learning and Teaching including in particular
the outcomes of a number of HEFCW E-Learning projects. Examples that you would like to share from your
School or subject area are welcomed.

Contact Phil Brophy

Date: Summer Term 2010

L# = *1 # #
Dates: Friday 2 October,2009, Monday 25 January and Tuesday 18 May 2010
Time: 2.30-4.00
Venue: Staff Development Unit
Presenter: Kevin Brice, Academic Registry

The session will provide in depth information on the postgraduate research regulations and procedures.
There have been a series of changes to the regulations and procedures over the last two years and this
session will provide members of staff with an opportunity to make sure they are aware of the latest
developments and are getting the most from the procedures. Staff will also have an opportunity to provide
feedback to the Postgraduate Research Faculty and the Academic Registry.

I # # [ , ! #
Date: Tuesday 27 October 2009
Time: 10.00 — 11.00 hour
Venue: Staff Development Unit
Presenter: Anita Davies, Academic Registry
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Target Audience: School staff who are thinking of developing a new programme
The session is intended to explain the issues involved in putting together a new programme of study,
including an explanation of the Programme Creation software.

I # # # | !
Date: Tuesday 27 October 2009
Time: 2.30-3.30
Venue: Staff Development Unit
Presenter: Anita Davies, Academic Registry

Target Audience: School staff who are involved in updating their programme specification, following annual
monitoring/internal reviews. The session is intended to explain the importance of maintaining an accurate
description of the programme and will outline how to use the on-line programme specification database for
those updates and also as a source of information for School handbooks

4 ## I )

Date: Friday 20 November 2009

Time: 9.30 - 12.00

Venue: Staff Development Unit

Target Audience: Academic Staff

Presenter: Jacqui Walsh, Academic Registry staff

Purpose: This session is geared in particular for new Examination Officers, but will be helpful for existing
Officers to hear about updates and revisions of procedures for the 2008/09 session. Key sources of
information shall be an Examinations Officer booklet outlining the key duties, and various policies and
guidelines of application to the assessment of students.

| | LH

Date: Wednesday 20 January 2010

Time: 9.30 — 1.00. Lunch will be served at the end of the formal session
Venue: Council Room, Abbey Building

Staff new to Higher education in the UK, examination officers or staff wishing to become external examiners
are encouraged to attend this session. For further information or to enrol, contact Mrs Val Mills in the
Academic Registry on ext. 5579 or email her on v.mills@swansea.ac.uk.

"H# A G #
Date: Tuesday 18 May 2010
Time: 10.00 - 11.00
Venue: Staff Development Unit
Presenter: Rachel Hicks, Academic Registry

Target Audience: School staff who prepare School Handbooks
The session is intended to identify and share good practice in use in School Handbooks and provide
opportunities to improve the school handbook template for 09/10.

o# #
Date: Wednesday 23 June 2010
Time: 10.00 — 11.00 hour
Venue: Staff Development Unit
Presenter: Anita Davies, Academic Registry

Target Audience: Programme Directors, Chairs of Boards of Studies and anyone filling in the AMMP forms
This session is aimed at supporting and directing those involved in creating AMMP1 and/or AMMP2
documentation. Those Schools with non-standard programmes should ¢ ontact Anita Davies

| # # , 4 1 # !
Date: Early in the new Academic Year
Presenter: Louise Rees/Phil Brophy

Target Audience: any new School Learning and Teaching Committee Chair or Deputy-Chair
The session will overview the role of the LTC Chair, explaining relevant University procedures as well as
outlining key tasks throughout the session.
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Who: Staff of the Taught Programmes # 1 *
Office, Academic Registry Details to be advised.
When: flexible, upon request Presenters: Sue Brooks/Anita Davies,
Where: Academic  Registry  Meeting Academic Registry
Room Target Audience: School staff who are involved in
conducting school academic audits and periodic
1 # programme reviews. The session is intended to
| # * )/ I explain the procedures in conducting a school
academic audit and periodic review.
Who: Dr. Jackie Williams, Postgraduate
Research  Office,  Academic 'l #
Registry
When: flexible, upon request Date: normally
Venue: Academic  Registry  Meeting
11 # ) Room
Presenter: Jane Lewis-Normand, Academic
Date: Normally October although no Registry . . .
specific date as yet Target Audience:  School Unfair Practice
Time: tba representatives
Venue: Academic  Registry  Meeting This session will overview the University's
Room procedures in relation to Unfair Practice,
Presenter: Academic Registry staff highlighting any amendments to the procedures
Target Audience: any new Dean or Associate from the prior session.
Dean - including the Research Faculty. The

session will overview the role of the
Dean/Associate  Dean, explaining relevant
University procedures.
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Careers and employability figure more prominently in the minds of students (and parents) with the new
variable fees’ structure. Staff in Careers can help to deliver workshops on any of the above employment

related themes. #"H " IH 786 # H
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What makes an individual employable is a combination of quantifiable and qualitative attributes. Employers
look for graduates to be able to work in a team, communicate clearly, listen well, be interested and keen to
learn, take criticism, read, write and be able to apply number. These skills are not a substitute for specific
knowledge and technical skills, but they make the difference between being good at a subject and being
good at a job. Personal development planning can support the development of these skills.

PebblePad is an e-portfolio with PDP tools built in. It can be used to build up a portfolio of evidence of skills
in practice, give support on how to develop skills by action planning and reflecting on learning. It has a built
in CV builder that can be used to inform and market attributes to tutors and employers.

If you would like to know more about PebblePad contact Chris Cardew, E-Learning and PDP Co-ordinator,
SWWHEP, c.j.cardew@swansea.ac.uk or ext 2428
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Please note that Student Counselling and Mental Health Support have merged to create Wellbeing Services.
We offer a number of training sessions within the Staff Development programme or we can deliver tailor-
made sessions to particular departments or groups of staff by arrangement.

Previous training has included cultural awareness, inter-cultural communication, listening skills, referral,
managing stress, relaxation, supporting transition, student self-harm, handling crises and a broad range of
mental health issues, this range is being expanded and will include aspects of physical health.

3 4455 6
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Dates: Wednesday and Thursday, 14 and 15 October 2009 — 9.30 — 5.00
Monday and Tuesday, 15 and 16 March 2010- 9.30 — 5.00
Venue: Staff Development Unit:

Course Tutor: Julia Terry, School of Health Science, Swansea University

This course runs over two consecutive days and is suitable for all staff , particularly those working directly
with people, for example personal tutors and student support staff. However, the course is applicable to all
This twelve hour Mental Health First Aid (Wales) course is part of the national training programme for Wales
and its’ partners include the Welsh Assembly Government, Health Challenge Wales and Mind Cymru.

The course will cover the following areas:
What is meant by mental Health/mental ill health
The signs and symptoms of common mental health problems, including depression, anxiety
disorders and psychosis
The range of effective interventions and treatments
How to access help and support

Course Aims:
To preserve life where a person may be a danger to themselves or others
To provide help to prevent a mental health problem developing into a more serious state
To promote recovery of good mental health
To provide comfort to a person experiencing mental distress

There are many reasons why people might want to train in Mental Health First Aid (MHFA):-
Mental health problems are common, especially depression, anxiety and misuse of alcohol and
other drugs. One person in four will experience some form of problem with their mental health
in the course of a year
Many people are not well informed. Understanding how to recognise mental health problems
and what effective treatment is available is not widespread. With greater community
awareness, people will be able to recognise their own and others’ problems and feel more
comfortable about seeking assistance. Members of the general public often do not know how to
respond.
In a mental health crisis situation, the helper’s actions may determine how quickly the person
with the problem gets help and/or recovers. In MHFA (Wales) they learn an approach to help be
calm and confident and to respond in an appropriate way to give the best help.

To find out more visit http://www-mhfa-wales.org.uk

@

Equality Impact Assessment is a systematic analysis of all policies, procedures and practices to determine
whether any discrimination exists on the grounds of gender, race or disability. All Schools and Departments
have been requested to carry out this assessment process and it is well underway in certain areas of the
University. If any person or team requires further assistance on impact assessment, they are welcome to
contact Alan Kerfoot, Equality Trainer, on extension 5351 or email him on a.kerfoot@swansea.ac.uk. Alan
can deliver the further training within the School or Department itself.
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Dates: Friday 2 October, 2009, Thursday 21 January and Monday 19 April 2010
Times: 10.00 - 11.00

Venue: Staff Development Unit

Presenter: Alan Kerfoot, Equality Trainer

This session looks at the legislative framework behind the recent changes in disability law. In particular, it
focuses on what constitutes a disability and how the legal model fits together with the social and medical
models. Case studies will be undertaken on what is considered to be a reasonable adjustment for students
or staff with a disability.

, @ B
Dates/Times: Monday 8 February 2010 - 10.00 — 11.00

Monday 19 April 2010 — 2.30 — 3.40
Venue: Staff Development Unit
Presenter: Alan Kerfoot, Equality Trainer
This session covers the Impact that the Equality Bill will have on higher education institutions. The Bill was
introduced into the House of Commons in April 2009. The stated aim of the Bill is to “harmonise
discrimination law, and to strengthen the law to support progress on equality”. The Bill will replace all
existing equality legislation, including the equal Pay Act.

* #

Dates: Tuesday 13 October 2009 and Monday 1 February 2010
Time: 9.30-4.30

Venue: Staff Development Unit

Target Audience: University Senior & Line-Managers

Presenter Fiona McPhail, McPhail Watmore Associates.

This course is designed for all those involved in recruiting staff. It is highly interactive and practical and
covers key issues in the recruitment process. The session will look at the legal framework within which
recruitment takes place; the development of job descriptions and person specifications and how to assess
candidates against agreed selection criteria. The latter part of the session will look at the structure of the
selection interview and question planning.

By the end of the course, participants will have an understanding of the relevant legislation and will know
how to structure job descriptions and person specifications. They will also know how to identify and assess
selection criteria for their own posts. Participants will understand the structure of a selection interview and
how to frame questions in an appropriate manner in order to assess candidates at the interview.
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This course is targeted at managers and will provide them with the knowledge and understanding of
discriminatory practices as defined through Equality Legislation. This will include Disability, Race, Religion
& Belief, Gender, Sexual Orientation and Ageism.

Contact: Gareth Davies - ! H# > HHA
# I* A. ; #
Date : Monday 9 November 2009
Time: 9.30-12.30 and 1.30 — 4.30
Venue: Staff Development Unit
Presenter: Fiona McPhail, McPhail Watmore Associates
Target Audience: University Senior & Line-Managers

This practical session will provide participants with the skills and confidence to conduct effective Return to
Work interviews. We will look at structuring these meetings and dealing with any issues which arise
appropriately in line with legal and university requirements

Il # ! #G
Date: Tuesday 10 November 2009 and Monday 12 April 2010
Time: 9.30-4.30
Venue: Staff development Unit
Target Audience: University Senior & Line-Managers
Presenter: Fiona McPhail, McPhail Watmore Associates
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This course is intended for those who, as part of their role, will have responsibility for addressing issues of
discipline and grievance at work. It will provide an overview of legislation governing discipline and grievance
processes; look at the University’s policies and procedures and provide the opportunity for staff to undertake
practical exercises based on the types of situations which they would be expected to address within the
scope of their role. By the end of the session, participants should feel confident in their ability to address
issues effectively in accordance with university guidance.
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Aimed at Receptionists and other front line staff who frequently have to deal with difficult people.

Participants will be given the opportunity to consider and practice techniques to handle difficult behaviour
and develop their own communication skills to be more assertive in appropriate situations.

Contact: Gareth Davies - ! H# > HHA
I %. &
Date: Friday 11 September and Monday 16 November 2010
Time: 10.00 — 11.30
Venue: Staff Development Unit
Presenter: Alan Kerfoot, Equality Trainer

This session is for members of staff who sit on a recruitment and selection panel and who feel they need, or
would benefit from, equality training. The session takes participants through the Marshall Online Training
Programme and the training covers all areas of diversity. It will help participants, including senior managers,
reach a higher level of understanding of equality work.
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Date/Time Tuesday 24 November 2009 - 9.30 — 12.30 and 1.30 — 4.30
Wednesday 3 February 2010 - 9.30 — 12.30 and 1.30 — 4.30
Venue: Staff Development Unit — maximum of 10 per session
Target Audience: University Senior & Line-Managers
Presenter: Sylvia Vacher, Objectives Training and Development

Professional Review has the long term aim of ensuring that we have engaged and motivated staff and that
everyone is pulling in the same direction. Review has become a positive tool for development in many
Universities, however, to make it work, the reviewers need to understand the process and feel both
confident and competent in conducting the review meetings. This course has been specifically designed to
give reviewers a clear understanding of the purpose of Professional Review and to develop the skills
required to conduct one in an effective and positive way.

On completion of this course participants will be able to:
- Understand the benefits and basic principles of Professional Review
Recognize the various stages of the Professional Review process
Familiarize themselves with the paperwork
Prepare and carry out successful Professional Review meetings
Identify and agree appropriate objectives
Handle feedback in a positive way
Conduct effective interim meetings
Follow-up the appraisal with appropriate training and support

Course Content:
Welcome and Introductions
An outline of the Professional Review and Development Programme
Why is review important?
Preparing the review meetings
Agreeing SMART goals
During the meeting — questioning, listening and giving constructive feedback
Overcoming communication barriers
Getting Agreement — dealing with difficult situations
Twenty Points in Conducting Review Meetings
Individual Action Plan
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Date: Thursday 10 December 2009 and Monday 29 March 2010
Time: 9.30 - 12.30 and 2.00 — 5.00

Venue: Staff Development Unit

Target Audience: Senior Administrative Line-Manage  rs

Presenter: Melanie Hall, University of Glamorgan

The role of the mentor is recognised as being very important in all areas of the workplace. Mentoring isn’t
just about advice from an ‘old hand’ , best practices now prove that facilitated mentoring can give the
mentee the same opportunity offered the apprentice of medieval times: a chance to learn from a master.
(Murray 2001).

This course is an interactive half day session that will introduce you to the processes and skills involved in
becoming a mentor. Topics and activities include:-

The context and background to mentoring — defining what mentoring is and what is not
Understanding the objectives, processes and benefits of the mentoring process

What values and ethical issues are involved

What are the ground rules and boundaries?

What skills, qualities and characteristics make a good mentor?

This course will also give participants the opportunity to develop and practice basic mentoring skills and to
try out some resources/aids/materials useful when working with mentees.
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Dates, times and venue to be advised
Presenter: Julie Powell, Procurement, Finance

These two hour sessions will be aimed at staff who are involved in the POP system but who have not yet
received basic training. This training is available to staff who have been approved as inputters or
authorisers by their Head of Department/School. Numbers of participants are limited to fourteen
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Dates, times and venue to be advised:

Presenter: Julie Powell, Procurement, Finance

These two hour sessions will be aimed at members of staff who have been using the POP system but need
assistance with particular aspects of ordering, receipting, housekeeping, etc. Staff members who wish to
attend will be contacted prior to the session and asked to highlight areas they wish to discuss, so that
practical examples can be used on the day. Numbers of participants will be limited to fourteen
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In the difficult economic climate, we are coming under increasing pressure to deliver better value through
effective procurement, and this is a challenge facing all public sector organisations in Wales. Many who are
involved in procurement activities will have received little or no formal training. In order to provide the
necessary skills to ensure that procurement continues to deliver best value, over the next two years, the
Higher Education Purchasing Consortium Wales (HEPCW) will be delivering a series of training courses
covering key procurement areas. Targeted at those who are not procurement specialists, but have
purchasing responsibilities, the courses will cover a range of topics including:- Introduction to Procurement,
Negotiation Principles, Introduction to EU Procurement. Further details regarding the training timetable will
be published on the HEPCW website http://hepcw.procureweb.ac.uk.

! #
Date: Friday 6 November 2009
Time: 2.00-3.30
Venue: Staff Development Unit
Target Audience: School and Departmental Heads
Presenter: Phil Gough (Director of Finance) and Colin Decker (Head of Joint Internal Audit Service).

This seminar will explain the process followed by the Joint Internal Audit Unit (JIAU) in carrying out
departmental/school audits. The key financial rules, against which departments will be audited, will be
explained and experience of previous audits shared.
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Dates: Wednesday 11 November 2009

Time: 2.30-4.30

Venue Staff Development Unit

Target Staff:  Staff involved in the purchasing process
Presenter: Rhidian Morgan (Head of Procurement, Finance)

This seminar will outline the University’'s Purchasing Procedures. All staff with a direct involvement in the
purchasing process should attend to apprise themselves of their obligations when conducting business on
behalf of the University.
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Date: Friday 20 November 2009

Time: 2.30-3.30

Venue: Staff Development Unit

Presenter: Phil Gough, Director of Finance and Pat Price, Senior Assistant Director, Finance.

This session will review the changes to the University’s Financial Policies and procedures that have been
approved for the 2009/2010 financial year.

I #B

Date: Friday 11 December 2009

Time: 10.00 — 11.30

Venue: Staff Development Unit

Presenter: Phil Gough (Director of Finance) and Rhidian Morgan (Head of Procurement)

The University spends considerable sums on the reimbursement of travel and subsistence. Not following
the University's policies correctly leads to delays in the reimbursement of expenses which, in turn, causes
frustration amongst members of staff. The purpose of the seminar is to explain the University’s policies to
ensure that they are operated as efficiently as possible.
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These sessions provide excellent opportunities to develop and refine your professional, personal and
research skills and perspectives, whether you are planning for an academic career or may adopt a different
employment pathway. As well as covering some highly relevant and topical areas, the workshops are a
great chance to establish and build your contacts with others. Extending your knowledge and networks
beyond your immediate group creates connections that stimulate just the kind of inter-disciplinary ideas that
underpin advances and personal progression.
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Date/Time Wednesday 23 September 2009 and Tuesday 12 January 2010 — 9.30 — 12.30

Venue: Staff Development Unit

Target staff: Researchers and academic staff — 8 — 12 participants

Presenter: Dr Rosie Plummer is based in the Staff Development Unit at Swansea, where she has
particular responsibility for professional skills and career development of research staff.

This hands-on interactive workshop will give participants the opportunity to consider different styles of CV,

and ways to adapt their assets to present themselves to best advantage in job applications.

Course content:
Identifying the target - where are you going?
The purposes of a CV and the message it gives
Ways of creating a better CV - using structure and content positively
Identifying what you have to offer — skills and attributes portfolio
Making the connection — capitalising on assets and abilities
Getting the message across — the power of language and art of reflection
Recognising the gaps, and devising ways to address them
Assessing what is needed for that particular next job or career move
Putting it all in context - cover letters, application forms
Evolution and improvement
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Course Participants will attend the first full day and one half day follow up Action Learning Day
Dates: Set 1: Friday 18 September 2009 — 9.30 — 5.00

Action Learning Day: Tues 17 Nov 2009 -2 sessions: 9.30 — 12.30 or 1.30 — 4.30
Set 2: Monday 14 December 2009 — 9.30 — 5.00
Action Learning Day: Fri 26 Feb 2010-2 sessions: 9.30 — 12.30 or 1.30 — 4.30

Venue: Staff Development Unit
Target staff: Senior and Middle Managers
Tutor: Sylvia Vacher, Objectives Training and Development

In these rapidly changing times it is too often the case that teams and individuals become unfocussed and
often de-motivated just when a positive outlook, an innovative approach and forward thinking are required.
Increasingly, as managers and leaders, we need to focus our finite personal resources on planning for the
future rather than spending out time overseeing the day to day performance of others. We, therefore, need
to create an environment which empowers out teams, ensuring that individuals develop ownership, a sense
of direction and personal responsibility. As leaders, identifying and developing out Coaching Skills is a fast
track route towards achieving both the sustained behaviour change and team momentum required for
success both today and into the future.

Your tutor, Sylvia Vacher, has been working as a training and development professional for twenty years
and is presently coaching senior staff in a number of HE institutions. She aims to bring energy and positive
thinking into the workplace in order to release individual and team potential and to achieve goals in a
focussed and sustainable way.

The training will be conducted in groups of up to ten participants and the facilitator’s style is dynamic and
participative. During the session, participants will explore the principles behind coaching as well as
developing and practicing the skills in a group work session. All participants will be forwarded a question
sheet to help them prepare for the day, as well as completing an assignment to review in the Action
Learning Group session two months later.

Course Content:

Introductions and beliefs - Identifying the Coaching Cycle
The Why and What of Coaching - Becoming a TOP COACH
Coaching — a helping hand for - Developing dialogue and
you and your team exploring language

Preparing for coaching — setting - Learning to listen

the coaching scene
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Giving feedback and setting - Coaching in Context
goals - Review and Assignment
Overcoming resistance

On completion of the training programme, participants will be able to:-

Recognise and utilise - Have increased confidence in
opportunities for coaching their team and free up your time
Use the techniques and language - Pass their coaching skills along
of the TOP COACH the management chain.
Manage more effectively and with
less stress
'(#!1B# G # *

Date: Wednesday 30 September 2009, Tuesday 9 February and Thursday 20 May 2010

Time: 9.30-4.30

Venue: Staff Development Unit

Presenter: Dr Rosie Plummer in partnership with Department of Research and Innovation and a senior

scientist experienced in making successful grant applications.
This workshop is designed to give participants an initial grounding and some practical understanding of
how to create funding bids as well as an insight to increase their chances of success.

The workshop will cover:-

Framework and components of - Planning and drafting a bid

preparing a bid for funding - Reviewing and ranking — how it is
Sources of information and advice done

Involving partners and collaborators - Hints, tips and success factors

near and far - Getting feedback and improving
How to make your bid stand out future bids.

By the end of the session, participants will be able to:-
- Appreciate the whole process of making a funding bid

Understand how to tackle key components of preparing bids
Identify who needs to be involved, how and why.
Formulate an outline bid and understand how to develop this
Be able to interpret the guidelines and know what counts
Recognise how to make their bid ‘hit the spot’
Reflect on how to improve further for the next time.
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Dates: Monday 12 October 2009, Thursday 4 February, Tuesday 20 April 2010
Times: 9.30-12.30 and 1.30 — 4.30
Venue: Staff Development Unit

Target staff:  Academic staff new to Research Student Supervision, U niversity Senior Line-Managers

Presenter: Dr Margaret Collins, TrainingforUniversities

In three years time you hope your student will get a PhD. As a supervisor are you clear about why you are
doing this, what you are expecting them to achieve and exactly how will it happen? This workshop will
explore the planning for and mechanics of motivating and directing a student who is studying for a PhD.

Participants in this workshop will learn the value of planning a PhD project with measurable outcomes,
clarifying the requirements of the University and outlining the responsibilities of both the students and their
supervisor(s). They will learn strategies for management and techniques for monitoring the progress of their
students.

At the end of the workshop, participants will:
- Be clear on their responsibilities as a PhD supervisor
Know the responsibilities of a PhD student
Understand how to use and structure the supervisory meetings
Have plans for monitoring student progress
Have a plan for preparing their student for thesis submission and the viva exam.
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Date: Thursday 22 October 2009

Time: 9.30-4.30
Venue: Staff Development Unit
Presenters: Steve and Christina Rayner, sCynergy Consulting

A workshop for researchers who want to know why they should and how they can collaborate with others.

This one day interactive workshop will enable you to:
Identify the benefits of collaborative research
Learn useful skills and tools that will help you organise and participate in collaborative research
projects.
Make connections with other researchers from different disciplines
Learn from an “expert” who has successfully led collaborative research projects.

The course will cover:
The benefits of collaborative research
Tips from an “Expert”
Making connections: How to find the right research partners
How to organise collaborative research: How to work together and who does what?

! I #. !

Date: Wednesday 28 October 2009
Time: 9.30-4.30

Venue: Staff development Unit
Presenter: Roger Mayhew

The objectives of this course are:
- To understand the situations in which negotiating and influencing strategies could be used
To consider the different strategies of negotiating
To improve preparation for negotiating
To consider different influencing styles
Develop confidence in using negotiating and influencing skills

*

Date: Thursday 29 October 2009

Time: 9.30-4.30

Venue: Staff Development Unit

Presenter: Roger Mayhew, Kings College London

The objectives of this course are:
- To understand what is meant by supervision
To identify the key roles and responsibilities of supervisors
Explore the relationship with management
To understand what helps and hinders effective supervision
To analyse a variety of situations faced by supervisors
To consider a range of interpersonal strategies to be used in supervising staff.

"H7 #

Date: Monday 2 November 2009
Time: 9.30-4.30

Venue: Staff Development Unit
Presenter: Sara Robb

Public Relations has radically changed in the last ten years and so has its relationship with the media and
journalists. As organizations and pressure groups grow and crises become more frequent, the media can
literally ‘make or break’ a company or individual. Media attention has therefore become significant for most
organizations and there is an increasing responsibility for individuals to develop some level of Public
Relations (PR) expertise.

This workshop will seek to answer these questions and give participants a better understanding of the
media; how to ‘handle’ approaches to and from the media and how to develop key messages for the media
in a format (press release) which journalists require. In the afternoon there is an opportunity to experience,
first hand, what it is like to present to camera and tackle tricky, leading questions from a journalist.
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This workshop is for anyone who would like a better understanding of the media, how it works, ‘what makes
news’ and to further their skills in ‘handling the media.’

Course content:

What is Public Relations? - Protocols for approaches to and from
Working with the Press Office the media

News and the media - Using the media  (illustrative
Developing written key messages for examples)

your publics - Interview techniques

By the end of the session you should be able to:

prepare key messages in a format - identify appropriate communication
suitable for the media channels
recognise what makes news - have experience of dealing with a TV
deal with the media confidently interview
Al #

Date: Wednesday 4 November 2009

Time: 9.30-4.30

Venue: Staff Development Unit

Presenter: Complete Training Solutions

Clear and well-structured minutes are essential to reinforce a meeting’s value, and this course has been
designed to equip the appointed minute taker with the skills necessary for accurately reporting the meeting
and actions to be taken.

Whether experienced or with little previous training, you will achieve an improved understanding of the
importance of professional and informative minutes to the success of meetings.

At the end of the event, the delegate will be able to:
Put together an agenda, work effectively with the chairperson and colleagues
Prepare and plan successfully for the meeting
Overcome any barriers to listening and improve your own listening skills
Determine the key points and remain focused
Avoid distractions and common pitfalls
Choose from different types of minutes and methods of note taking

The course will cover:
Arranging your notes into the finished format
Ensuring the layout is easy to understand
Using a structured approach
Ensuring clarity and brevity
Satisfying the criteria and time constraints

Follow up
O / #A # 1
Date: Friday 6 November 2009 and Wednesday 14 April 2010
Time: 10.00 - 12.30
Venue: Staff Development Unit
Presenter: Rhidian Morgan — Head of Procurement at Swansea University

Research spending is more closely scrutinised now than ever before, so learning to use funding effectively is
an important career skill for aspiring researchers. Whether you are simply ordering consumables and
arranging conference travel, or involved in buying equipment worth a million pounds, this whistle-stop
introduction provides an invaluable tool kit. It aims to guide you through the processes and practices of
effective spending of research funds, so that you get better value and avoid serious pitfalls — that way
research funds go further and work progress is smoother.

Course content:

How to spend research funds - - How do you ensure you get what
what you can and cannot do you want when you want it?

The framework, requirements, - What is a contract?

and virement (viewed from all - Contract terms and conditions
angles) . Value for money — and how can
The spending process you be sure you get it?
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Pros and cons of different - Examples, special situations, and

systems for getting goods and odd cases
services - On the horizon — a quick look at
The proof — how better buying e-procurement processes

makes research funds go further
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Date: Thursday 12 November 2009 and Thursday 11 March 2010
Time: 9.30-12.30

Venue: Staff Development Unit

Presenter: Dr Rosie Plummer

Making factual connections is widely understood as an essential part of everyday work and research. Less
well understood or respected is the importance of making and cultivating interpersonal connections.
‘Networking’ as it is known, is an increasingly important way to get new ideas, develop perspectives, learn,
influence, and make personal and career progress. Building connections with a wide range of others is both
a worthwhile investment of effort and brings potential mutual benefit.

The course will cover:-
What constitutes networking?
Why build contacts and connections? — Potential cost: benefits
The importance of rapport and mutuality
Exploring different types of networks
New and not-so-new networking tools
How to create and harness opportunities more effectively

Ways to record, maintain and refresh your connections.

By the end of the session, participants will be able to:
- Understand the concept of ‘networking’
Appreciate the potential mutual benefits of making connections
Recognise different types of networks
Establish and develop their networking opportunities
Adopt different tactics and tools for building contacts
Improve the way they ‘manage’ their network connections

B #! (2?2 0 + K % ) &

(This is one of a pair of sessions. It is preferable that you do both, although each can stand alone if
necessary)

Date: Thursday 19 November 2009

Time: 9.30-4.30

Venue: Staff Development Unit

Presenters: Steve and Christina Rayner, sCynergy Consulting

A workshop for today’s researchers who aspire to become tomorrow’s pioneers, managers and leaders in
academia or other employment. This workshop is an ideal introduction to ‘Building your future: developing
core skills’ but may also be attended as a stand-alone workshop.

The programme will cover: Effective Qualities and Behaviours; Understanding your Personal Style and
Impact (including self-assessment exercise); The Nature of Management and Leadership and Personal
Action Planning.

This 1-day interactive workshop will enable you to:
identify key transferable skills you will need as effective pioneers, managers and leaders of the
future, and
decide whether management and leadership are relevant in your career
You will:
Understand the key qualities and behaviours needed to be effective across a range of roles
including management and leadership
Understand your own ‘style’ and know how to change it to enhance your impact
Explore the nature and relevance of management and leadership
Identify personal development goals and actions
Benefit from the presenters’ first-hand, practical experience

You will leave the workshop with a clear action plan for your personal development.
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Date: Monday 23 November 2009

Time: 9.30-4.30

Venue: Staff Development Unit

Presenter: Sylvia Vacher, Obijectives Training and Development.

In order to achieve our goals in research we need both personal management skills and the ability to
develop an effective working relationship with our manager. This session will explore both of these areas
and help you further develop your skills.

Course content:
How to make progress in research
Getting organised
What are personal management skills?
A personal SWOT analysis
Working with your manager
Recognising the challenges faced by
managers and you
Understanding the transaction

Taking responsibility — the role of
assertiveness

Communication for results
Clarifying goals and outcomes
Assessing your progress —
targets and goals

Avoiding the pitfalls

Gaining support

Action plan for development

reaching

By the end of the session, participants will be able to:

- Recognise the personal skills required to make progress in their research
Manage their work and organise themselves more effectively
Identify their personal strengths and weaknesses
Develop a positive working relationship with their manager
Face up to personal challenges in an assertive manner
Utilise effective interpersonal skills in all their transactions]
Identify their goals and set clear outcomes
Recognise the importance of gaining support from others
Avoid some of the common pitfalls experienced by researchers
Set an action plan for further development

+ + K;* ! )
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Date/Time: Wednesday 25 November 2009 - 9.30 — 4.30
Venue: Staff Development Unit
Target staff: Researchers and others who would like to review their work or career choices and goals.
8 — 12 participants
Presenter: Dr Rosie Plummer

Whether you are aspiring to an academic career or considering moving out of a University role this
workshop provides an informal chance to review your work and career objectives, and consider how your
skills and competencies match up to future options. Through a combination of activities participants will be
able to examine some of the opportunities open to them, and draw together the ideas and specifics to
realistically assess which to follow up, and how to go about this.

Course content
Setting the scene - aims, objectives, and determining priorities
Taking personal stock — present circumstances
Exploring internal and external factors influencing decision-making
Assessing the options and considering alternative horizons
Making the connection — identifying what is needed to match particular career paths and
profiles; the essentials and desirables
Developing personal strategy and specifics goals
Tackling with some of the dilemmas
How to progress and create ways forward
Action plan for next steps
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Date: Tuesday 1 December 2009

Time: 9.30-4.30

Venue: Staff development Unit

Presenter: Sylvia Vacher, Obijectives Training and Development:

This session is aimed at researchers and other academic staff
Negotiation is an essential skill for achieving your objectives in a variety of situations, without compromising
the views and opinions of the other person(s). Many people fear negotiating whilst others revel in "the fight"
- however you feel, learning effective negotiation skills will help you develop lasting and respectful
relationships and achieve your objectives. . This workshop will introduce you to the main principles of
effective negotiation and help you develop the skills needed to achieve a successful outcome.

Course content:
Demystifying negotiation
The basic principles of negotiation
Cooperation or Competition?
The stages of negotiation:
Prepare, Discuss, Propose, Bargain, Finalise
Developing the language of negotiation
Making it happen

/*
Date: Wednesday 2 December 2009 and Monday 10 May 2010
Time: 9.30-5.00
Venue: Staff Development Unit
Presenter: Close Asset Management

Other that first commencing employment, it is likely that retirement, or early retirement, will be one of the
biggest lifestyle changes, moth materially and culturally, that an individual will have to face. There are
practical considerations such as: Provision of State Benefit; How to invest savings and lump sums wisely
and the importance of making a Will. Additionally, there are cultural changes such as what to do with all
that extra time available and effect retirement will have on relationships.

The Close pre-retirement course aims to meet both the practical and cultural requirements of the
delegates. This course is ideally situated to someone who is retiring or considering retiring in the next
twelve months. Close have delivered this course for the University for several years — places tend to be
competitive — so book early.

. I+ A I+

Date: Thursday 17 December 2009 and Tuesday 29 June 2010
Time: 9.30-4.30

Venue: Staff Development Unit

Target staff: Researchers and academic staff — 8 — 12 participants
Presenter Dr Rosie Plummer

This workshop is designed to give participants both an overview and a more practical detailed
understanding of recruitment and selection, from either side of the interview table. Having a better
appreciation of the processes and techniques involved will help you to improve performance, and gain
greater confidence, whether as interviewer or as interviewee, so as to achieve the best possible
outcome.

Course content:
Aims and objectives of recruitment interviewing
Framework and components of the selection process
The job and person specification
Selection criteria, and the assessing the evidence needed to meet these
Work-related exercises and supplementary assessment techniques
The interview itself: preparation and creating a positive image
Practice interview scenarios
How you feel, and what they do - hints and tips
Handling feedback and improving performance
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Date: Monday 11 January 2010

Time: 9.30-5.00
Venue: Staff Development Unit
Presenter; Sylvia Vacher

As managers and team leaders we all have to face challenging staff situations from time to time.
However some of us deal with them more effectively and with less stress than others. Developing good
practice when dealing with issues such as poor attendance, quality of work, resistance to change and
inappropriate behaviour can help us to both reduce the occurrence of these events and deal with them
more effectively and efficiently when they happen. This course helps you to reflect on your existing
strategies and develop some new techniques to help you through some of these personal challenges.

On completion of this course participants will be able to:

Identify good management practice in the - Explore the impact of their behaviour on
workplace others and develop adult strategies
Explore their own difficulties in dealing - Develop strategies for dealing with
with challenging situations challenging behaviour

Identify the situations which give them - Develop techniques for negotiating
most stress positive solutions

Explore their attitudes towards conflict - Develop an action plan for personal
Understand the principles of effective development.

communication for managers

! / | #4 #

Dates/Times: Introduction —Wed 13 January 2010 — 9.30 — 4.30
Individual Coaching - Tues & Wed 23 & 24 Feb, Tues & Wed 2 & 3 Mar — 2 hour sessions
Residential Workshop — off campus - 11 & 12 March
Individual Coaching —Wed & Thurs - 24 & 25 Mar — 2 hour sessions
Learning Set — Thurs 22 April

Venue: Staff Development Unit (except Residential Workshop)

Presenters: Steve and Christina Rayner, sCynergy Consulting

“An excellent course. | hope the approaches considered throughout this course can form part of the wider
University culture” - 2009 participant

The overall aim of the Master-Class is to provide senior staff with some of the skills needed to support and
develop your staff more effectively. The specific objectives are:

to increase your awareness of your own behavioural styles and of different management and
leadership styles you can use, and to identify personal development objectives and actions for you
as an individual,

to demonstrate that a ‘coaching style of leadership’, which focuses on staff's personal development,
can, when used more often, deliver improved business performance;

to enable you to experience the beneficial effects of personal coaching for yourself, including a 360°
assessment of your ‘thinking styles’, and to equip you with the fundamental skills needed to coach
others;

to identify scenarios and ways in which you can use a ‘coaching style of leadership’ with your own
staff (including day-to-day management of issues, development and appraisal discussions, ‘difficult
conversations’ and staff meetings);

to identify actions that you will take to improve staff development in your School or Department; and

to develop a ‘cadre’ of senior managers who will support one another in their own development
activities and who will act as ‘champions’ for the wider deployment of ‘People-Centred Leadership’
across the University.

The programme consists of five modules, all of which you will need to attend:
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Date: Tuesday 19 January 2010

Time: 9.30-4.30
Venue: Staff Development Unit
Presenter: Roger Mayhew

The objectives of the course are:-
- to understand what assertiveness is and the benefits of assertive behaviour]
to learn how to construct assertive messages for dealing with situations which they find
challenging
to improve course participant’s ability to get their views across to other people
to understand the impact of language and body language on assertive behaviour
to build confidence

! 7L #
Date: Wednesday 20 January 2010
Time: 9.30 - 12.30 and 1.30 — 4.30
Venue: Staff Development Unit
Presenter: Roger Mayhew, Kings College London

The objectives of the course are to:
- consider problems in time management
review the principle causes of those problems
identify some potential solutions including establishing a system of priorities, planning the use of
time, being assertive about time and using project management techniques

Al # o=
Date: Tuesday 26 January 2010
Time: 9.30 -4.30
Venue: Staff Development Unit
Target staff:  Research and academic staff
Presenter: Dr Margaret Collins combines her role as a Senior lecturer, running a group exploring

disease pathogenisis, with that of being both a professional trainer and a qualified Life
Coach. She brings together her passion for understanding how things work in science and
the laboratory, with her broader fascination with human interactions, communication and
potential. Margaret’s workshops are particularly targeted and relevant to the situations
faced by researchers.
The key to success in research is, first of all, being able to ask the right question. Being able to interpret the
data, to see new patterns, to make links between the not-so-obvious associations are skills that are
developed to provide new and creative answers to your research challenges. During this workshop we will
develop your ability to ask questions, to think outside the box, to see things differently and generate a wider
range of possibilities.

We will use a range of techniques including group discussion, group activities and targeted exercises to
develop your creative thinking and problem solving skills.

The workshop will cover:
- Creativity vs innovation?
Competencies to increase creativity
What makes a good question?
Creating your desired state of mind
Tools for the job

By the end of the session participants will:
- Know the first step to solving a problem is to ask the right question
Use a range of techniques for stimulating creative processes
Understand how learning styles and behaviour influence creative activity
Have techniques to generate ideas and select solutions
Access resources for creative thinking, problem solving and decision making.
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Date: Wednesday 27 January 2010
Time: 9.30-4.30
Venue: Staff Development Unit

Target staff: Researchers and other who would benefit from refining these essential skills for their own
personal effectiveness, as well as their contribution to the team.

Presenter: Emma Hodges has international experience as a consultant trainer, business and life
coach. She has worked with the Welsh Development Agency, public sector bodies and
numerous major corporate clients across a wide range of sectors. Her work focuses on
developing personal and organisational talent by generating quality improvement at
individual, team or corporate levels.

This is a practical skills workshop in which participants will develop advanced questioning and listening skills

to further enable high performing research. During the workshop participants will apply their learning on real

challenges they manage in working practice.

Aims of the course: In this highly practical workshop you will enhance your questioning and listening
techniques and a breadth of complimentary tools that interact with the. Core concepts and contemporary
uses of them in businesses will also be explored. By increasing your awareness, confident and skills, your
wider abilities for achieving work and life ambitions will be supported. Your ability to engage with the
changing demands of the global workplace will also be enhanced.

Course content:

Communicating with impact - Building productive conversations in a
Questioning and listening skills central to research context

researcher talents - Longer term implications and improving levels
Techniques and how to apply them of skill

Enhancing individual and team effectiveness - Making meaningful connections by engaging
through improved communication with a diverse workforce and the changing
Rapport building and emotional intelligence cultural context of the global workplace

By the end of the session participants will be able to:

Enhance the quality and impact of - Extend awareness of non-verbal
communication communication and empathic listening
Develop an ability to challenge upwards with - Effectively engage with people in ways that
confidence and effect secure positive outcomes, build quality

Grow influencing skills through advanced relationships and interact in ways that get the
guestioning and listening skills best from others and yourself

Practically apply key questioning and listening
skills tailored to your specific needs
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Date: Tuesday 2 February 2010

Time: 9.30-4.30

Venue: Staff Development Unit

Presenters: Steve and Christina Rayner, sCynergy Consulting

A workshop for today’s researchers who aspire to become tomorrow’s pioneers, managers and leaders in
academia or other employment. This workshop follows on from ‘Building your future: what's in it for me?’ but
may also be attended as a stand-alone workshop. It will cover Managing Work and Time (objectives,
priorities and energy); Communicating for Success (valuing others’ points of view); Communicating for
Success (making a persuasive case); Developing and using Networks and Personal Action Planning

This 1-day interactive workshop will enable you to develop key transferable skills you will need as effective
pioneers, managers and leaders of the future. The exact content will be decided on the basis of
participants” input on the ‘What's in it for me?’ workshop, but you might for example:

Develop techniques for effective communication that achieves ‘win-win’ outcomes

Learn how to make your case persuasively

Practise effective two-way conversations using questioning and listening

Discover ways to manage your work, time and personal energy ~ more effectively

Explore how to develop and use your own network of contacts

Identify personal development goals and actions

Benefit from the presenters’ first-hand, practical experience
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You will leave the workshop with a clear action plan for your personal development.
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Date: Wednesday 17 February 2010
Time: 9.30 -4.30

Venue: Staff Development

Presenter: Dr Rosie Plummer

This workshop is aimed at researchers who want to build relationships and collaborate with a wide range of
other professionals, locally and internationally. Making contacts aimed at building collaborative relationships
are key skills in today's research environment. Coalitions support career progress, funding bids and
research innovation. Setting out to develop such collaborations, rather than waiting for them to ‘happen’ is
an under-used approach. Like investing time in learning any new skill or research technique in lab or field,
understanding how to build coalitions and foster sustainable collaborative research opportunities is an
investment. It can bring new perspectives, broad benefits and long-term benefits. Topics covered will
include:

Key stages and practical framework in coalition building

Ways to start from where you are

How to plan and prepare

The importance of timing, flexibility and adaptability

Tool kit and options review

Navigating some of the politics

Hearing stories from researchers who are successful collaborators

Planning and pursuing your own coalitions.

By the end of the workshop, participants will be better equipped to:
Identify the key stages of coalition building and their relevance to a research career
Have ideas, tools and framework to help you stimulate collaborations
Appreciate and understand the cost benefits involved
Review, plan, prepare and adapt for better outcomes
Be able to map a way forward for yourself and your own research interests.
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Date: Thursday 25 February 2010

Time: 9.30 - 5.00

Venue: Staff Development Unit

Presenter: Sylvia Vacher, Objectives Training and Development

Increasingly, organisations are becoming aware of the implications of stress in the workplace and the
dramatic effect it has on both productivity and morale. Managers need to take responsibility not only for their
own stress but also for the stress of their staff and others around them.

This is an introductory course that does not aim to explore management responsibility from a statutory
perspective or create further fear and anxiety but to develop those skills that will ensure that stress in the
workplace in recognised and addressed in a positive and effective manner.

1 ]
Swansea Metropolitan University. Datetob e arranged. Duration: One full day 9.30-4.00
The purpose will be to provide the necessary skills and knowledge to staff who are frequently or

occasionally required to chair meetings. The course will be practical where participants will have the
opportunity to undertake role play exercises relating to meetings.

Contact: Gareth Davies - ! H#¢ > HHA
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Date: Thursday 4 March 2010

Time: 9.30-4.30

Venue: Staff Development Unit

Presenter: Sylvia Vacher, Obijectives Training and Development.

Giving and receiving feedback in a positive and constructive manner is crucial to our success as a
researcher. As we get involved in our particular project it is often difficult to see our work objectively — as a
result, we may take criticism personally and either become defensive or lose our self-confidence as a result.
It is therefore important that we learn to both seek feedback and offer it to others as part of the process of
improvement to help in achieving our outcomes; all these skills will be explored and developed on the day
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Course content:

Introductions and expectations
Establishing effective working
relationships

What is confidence and how do we
develop it?

Exploring effective communication
Identifying the impact of ineffective

Questioning and listening techniques
Giving and receiving criticism
Seeking feedback to improve
performance

Handling challenging feedback
Developing feedback mechanisms
Action Plan for development

communication on others
Getting your message  across
assertively

I
Swansea Metropolitan University. Date to be a rranged. Duration: One half day - 9.30 — 12. 30.
This course will enable participants to undertake a critical analysis of how they misuse their time at work.

They will be introduced to many time saving ideas through exercises, discussions and film. This course can
be adapted for either managers or staff.

Contact: Gareth Davies - ! H#¢ > HHA
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Date: Monday 8 March 2010
Time: 10.00 - 12.15
Venue: Staff Development Unit
Presenter Close Asset Management

This workshop is aimed at helping individuals consider where they are now financially and help them to plan
for where they would like to be when they come to retire. The session will consider the importance of
planning, as well as look at the most effective way to manage existing commitments. It will cover planning
opportunities that may be appropriate and will also look at ways of investing capital, at taxation issues,
including Capital Gains Tax, ISA’s and Inheritance Tax. Finally, it will consider the importance of making a
will and reviewing it, together with some advice on seeking advice.

" H# # ' #
Date: Friday 12 March 2010
Time: 9.30-12.30
Venue: Staff Development Unit

Presenter: Sara Robb

This half day workshop is beneficial for anyone who wants to communicate professionally to colleagues,
students, general public or business partners. It will apply to a range of promotional mediums (e.g. posters,
leaflets, flyers, adverts, e-mail or brochures) and will help both improve the quality, and effectiveness, of
your communication.

This course will focus on simple techniques that improve the performance of promotional materials,
providing participants with the skills to develop informative, targeted, persuasive and cost effective publicity
resources; in line with the University corporate identity guidelines.

Overview of topics:
- Choice of communication medium - Print
Creative copywriting Corporate identity guidelines
Layout and design Measuring success
Using images

On completion of this course participants will be able to:
- Select the most appropriate medium to
communicate a message
Frame, and communicate messages

Produce promotional material in line with
the university
Evaluate the success of promotional

clearly material

Write persuasive copy Select the most cost effective method of
Use imagery to enhance promotional promotion

material
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Swansea Metropolitan University. Date to be a rranged. Duration: One half day - 9.30 — 12. 30.

This course is for managers. Participants will be introduced to problem solving models and be given a
number of problem solving exercises which they can utilise as part of their day to day management
activities.

Contact: Gareth Davies - ! H¥ > HHA
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Date: Friday 12 March 2010
Time: 2.00-5.00
Venue: Staff Development Unit

Presenter. Sara Robb, Swansea University

In a competitive information environment it is important to target the media with newsworthy, timely and well
written material. This half day workshop will provide delegates with the skills to judge what makes a
publishable news release, and how to identify newsworthy angles from research, or material that might not
appear automatically to lend itself to publication.

The techniques used to write a publishable release will be explored, and participants will have the
opportunity to draft part of a press release. Bring your own idea for media publication and we can develop it
in the workshop.

Overview of topics

Finding a news angle - Press release protocol
Writing style - Distribution
Techniques to write a publishable - Working with the press office
release
A, P #

Date: Friday 19 March 2010

Time: 9.30-4.30

Venue: Staff Development Unit

Presenter: Dr Pete Moore.

You have done the research, got your results, and are ready to write a paper. You want to advance your
career so need publications, and your supervisor is pressing you. This session provides a step-by-step
guide to structuring your thinking and writing, so that you use your time well and build confidence. The aim
is to create high quality papers with a great chance of getting published.

Course content:
Understanding academic papers

Identifying key readers, decision On completion of this course participants will be
makers, and where to publish able to:

Creating the structure - Draft part of a press release
Formulating the message and - Target material to a particular public
organising the information - Write in a style consistent with public
Hints, tips, and publishing tactics relations writing

How to achieve results and get - ldentify newsworthy angles

support - Draft a targeted media list
Responding to reviewers - Understand Press Office protocol

If at first you don’t succeed....
Timetables and next stages

B # ! ( * ; # K
Date: Tuesday 13 April 2010
Time: 9.30-1.00
Venue: Staff Development Unit
Presenter: Dr Rosie Plummer, Swansea University

This session will look at diverse and leading role models and the success strategies of others as an initial
guide to achieving research success. From this participants will consider and explore how to apply and
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adapt these approaches, ideas and tactics in practical ways to suit their own personal situation and
ambitions.

Course content:
Role Models - who does it well?
Approaches and stepping stones — how do they do it?
What constitutes progress of success — metrics to chart the journey
Changing research landscapes
Personal perspectives — what about me?
Tools and advisers — who and what can help me?

By the end of the session you will be able to:-
- Review different components and approaches to building a future in research
Gain perspectives on what constitutes ‘success’
Appreciate the dynamics of your own research environment
Assess your own trajectory
Understand how to be proactive, and what steps you could take
Identify where and how to elicit advice and ideas on your own trajectory

Pr* ; )
Date: Thursday 29 April 2010

Time: 9.30-4.30
Venue: Staff Development

Presenter:  Dr Margaret Collins

Planning and completing your research programme is key to your career as a researcher. Whether you are
the Pl or one of the research team perhaps aspiring to win grants yourself, taking appropriate steps to
ensure the grant runs effectively to achieve its objectives will impact on your future reputation. However, for
most researchers, delivering upon the plans they have is a challenge in project management for which they
are given little or no formal preparation.

This workshop will examine the nature of project management, identify goals, milestones and assessing
risks. It will also consider how to organise time and resources to best achieve the project goals and provide
you with some tools to apply.

The workshop will cover:
Why do projects fail?
Project management systems
Planning your project

Managing your project
Managing yourself

By the end of the session, participants will:

Be clear that projects can be
managed in a structured way
Identify discrete stages in the
project management cycle

Clarify the project ‘deliverables’
Have tools to plan and organise
tasks within a project

Understand the Use of Gantt

Understand that risk can be charts.
managed, not ignored
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Date: Thursday 6 May 2010
Time: 9.30-5.00
Venue: Staff Development Unit
Presenter: Sylvia Vacher, Objectives Training and Development

Stress is a factor of every day life but too much s tress makes us ineffective and reduces the control
we have over our lives.  This course will help you identify your personal difficulties, reflect upon your
stress management and relaxation strategies, and become more effective in handling every day pressures.
Why not come along and take a fresh look at yourself by developing your personal stress management
resources?

Participating in the course will develop your ability to:
Recognise the difference between positive Identify the causes of unwanted stress
and negative stress Develop personal strategies for avoiding
Handle pressure without loosing control negative stress
Recognise negative stress and its symptoms
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Develop a balanced life style in order to - Develop a personal action plan for stress
control stress management.

Utilise effective relaxation and stress

reduction techniques
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Date: Tuesday 11 May 2010
Time: 9.30-4.30
Venue: Staff Development Unit

Presenter:  David Creasey of BrainSailing runs successful and enjoyable ‘braintrain’ seminars for
universities, leading business schools, NHS organisations, government departments,
businesses and schools. He developed his training skills through the Buzan organisation after
many years working as a marketing communications specialist; a radio, television and print
journalist; and as a commercial writer within major UK government training and
communications projects.

Aimed at anyone interested in exploring and developing their memory skills and applying these effectively to

study, work, or other situations in life. Relevant for everyone wanting to improve their ability to remember

things. An interesting and varied workshop that challenges your imagination, gets you using simple memory
systems and encourages you to think about how you might apply these systems in the ‘real world'.

This workshop will give you a chance to learn, understand and practice the simple methods that underpin
the systems used by the memory masters. Under the guidance of an expert memoriser and trainer, you'll be
taken through the basic techniques involved in developing conscious (as opposed to automatic, sub-
conscious) memory skills. With practice you can use these techniques to help focus your attention vividly on
whatever it is you are trying to remember, be it numbers, names and faces, scientific formulae, language, a
speech, an article or a collection of facts!

Course content:
Memory systems — what they are and how can you use them?
Creative tools for structured thinking, decision-making, and study
Ways to simplify note-taking and recall
Setting up your personal memory skills tool kit
Benefits for communication (presentations, team-work, meetings)
Getting the most out of your improved abilities

By the end of the session, participants will be able to:
- Learn to use your imagination to help memorise information efficiently and to boost your creative
thinking skills.
Understand techniques for giving speeches, lectures and presentations without notes
Develop confidence in your ability to memorise and recall information
Understand the techniques involved in developing conscious (as opposed to automatic) memory

skills.
Consider the application of memory skills to your wider work load.
* 1 )(* ! 1 '1!)_ -)1
Sessions covering the following topics will be offered during the period August 2009 to July 2010.
Identifying & exploring Funding Opportunities - Managing & Commercialising Intellectual
European Research Funding Property
Building Research capability - Preparing Funding Applications
Knowledge Transfer Schemes - Managing your Research Projects
Winning your First grant - Introduction to Risk Assessment
Introduction to External Funding Initiatives - Developing Collaborative Research Funding
Proposals

Specific details of all courses will be advertised via e-mail nearer the times of events. Informal queries
should be directed to the Knowledge Transfer Officer, Ali Parker, in the Department of Research and
Innovation on a.c.parker@swansea.ac.uk or 01792 602630.
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This half day course is intended for risk assessors of activities involving hazardous substances. It covers:

basic legal requirements, what is a hazardous substance, routes of entry to the body, information sources,
control methods, documentation and records. Selection, limitations and the use of PPE is also covered.

n Q # n % ) IIII& ! n Q #
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## Q # HThe course covers what they are, how

they get into and affect the body and safe use. protection methods. It also covers the different types of
personal protection equipment (PPE) that can be used, correct use, limitations, responsibilities of staff and
employer and sources of information. If these sessions are relevant to you, then it is advisable to attend both
as they are linked.
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Date/Time: Thursday 3 December 2009 - 10.00 — 12.30 — followed by buffet lunch
Venue: Staff Development Unit

Target staff: All staff — max 35.

Presenters: External and internal

The Seminar is open to ALL STAFF and explores what you would do if either you have personal difficulties
or a colleague is suffering from stress at work. Short presentations will be given by stress councillors, HR
and Occupational Health. The Seminar will take a look at what personal strategies you can take on board
and what resources and pro-active systems that already exist within the University to assist you personally
or as a line manager. The Seminar will conclude with an open discussion followed by a light finger buffet.

. # " #

Date/Time: Wednesday 9 September 2009 — 10.00 — 11.00
Monday 8 March — 2.15 — 3.15

Venue: Staff Development Unit

Target staff: All staff who have not attended previously — max. 16

Presenter: Safety Office staff

This course provides an introduction to: current Health and Safety legislation, the duties of employer and
employee, Safety Policy, safety organisation, risk assessments, safety audits / inspections, causes and
reporting of accidents in the workplace, fire safety and first aid.

A# #B A 1?

Dates/Time:

#1- A
Friday 30 October 2009 — 9.30 — 4.00
Friday 16 April 2010 — 9.30 — 4.00

Venue: Staff Development Unit

Target staff: Those who may come into contact with violent/aggres sive people during the course
of their work. Targeted staff should attend this session every fiv e years — max. 16

Instructor: Kerry Jones, PAMOVA Cymru General Services

This training is primarily directed at those members of staff who work in situations in which there is a
possibility of violence and aggression occurring.

The training aims to help staff to:
Raise awareness levels
Make realistic risk assessments
Recognise and de-escalate potentially violent situations
Develop an awareness of the contribution of surroundings
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It will look at: violence and aggression
Fear
Body language
Risk assessment and action
De-escalation
Legal implications
The stress factor
‘Break and Escape’ — simple and effective techniques

) b #
Dates/Times: Monday 30 November 2009 9.30 — 5.00
Thursday 18 March 2010 -9.30 — 5.00
Wednesday 2 June - 9.30 — 5.00
Venue: Staff Development Unit
Instructor: KLG First Aid Training Organisation
Target staff: All staff — maximum of 12 per course
This certificated course has proven to be very popular. The course is for persons wishing to learn basic First
Aid which qualifies them to act as an ‘Appointed Person’ in the workplace i.e. acting in support of the
appointed first aider.

Course content: Personal safety, assessing the incident, priorities, DRAB check and sending for help,
unconscious casualty, resuscitation, adult choking, dealing with blood loss and shock, burns and scalds,
fractures, heart attach, seizures, diabetes, strokes, reporting and recording of incidents as required by the
HSE and contents to HSE approved First Aid kit. A number of staff who attended this course have
subsequently attended the Four Day Certificated First Aid course. Comfortable trousers and shoes
should be worn

I ( #*
Dates/times: Monday and Tuesday, 14 and 15 September 2009 - 9.00 — 5.00

Thursday and Friday, 26 and 27 November 2009 - 9.00 — 5.00

Monday and Tuesday, 15 and 16 February 2010 - 9.00 — 5.00

Thursday and Friday, 13 and 14 May - 9.00 — 5.00

Thursday and Friday 1 and 2 July - 9.00 — 5.00
Venue: Staff Development Unit
Target Staff:  First aiders whose certificates are due to expire within three months — max. 12/course
A first aid certificate is valid for three years and to re-qualify as a first aider attendance on a two-day
refresher course is compulsory. Staff requiring a re-qualifying course will be contacted by the Safety Office
Comfortable trousers and shoes should be worn.

#( #
Dates/Times: Friday, Monday and Tuesday, 4, 7 and 8 December 2009 - 9.00 — 5.00
Monday, Tuesday and Wednesday, 26, 27 and 28 April 2010 - 9.00 — 5.00
Monday, Tuesday and Wednesday, 14, 15 and 16 June - 9.00 — 5.00

Venue: Staff Development Unit

Target staff: All staff. It is essential for portering/night security staff to hold this qualification
Maximum of 12 participants per course

Instructor: KLG First Aid Training Organisation

This course was previously a four day course and has been reduced by the HSE to a three day course and
leads to a recognised qualification in First Aid at Work that is valid for three years. First aid is a useful skill
that can be used at home as well as in the working environment and all members of staff are encouraged to
become first-aiders. Comfortable trousers and shoes should be worn

"H# LA

Dates/Times: Wednesday 11 November 2009 - 9.15 - 12.15
Monday 1 March 2010 — 9.15 - 12.15
Tuesday 8 June 2010 — 9.15 - 12.15

Venue: Staff Development Unit

Target staff: All staff — particularly porters, technicians and ¢ atering staff.
Due to increased demand for Manual Handling training placements, it has been decided to
increase the maximum attendance number to 12/course.

Instructor: KLG First Aid Training Organisation
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The training sessions above are tailored to meet the particular requirements of staff in different work areas.
A short theoretical element is followed by a practical session where correct technique is acquired.
Comfortable trousers and shoes should be worn. Staff should attend this training session every
three years.
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Staff who have access to a computer are now able to log on and complete their mandatory fire safety
awareness and VDU training by logging on and completing their training on-line. The Staff Health and Safety
e-Learning system is accessible here:http://swanseauniversity.hosted.safetylearning.co.uk/.

Guidance on the e-Learning system is available here (pdf):E-Learning Guidance (English) / E-Learning
Guidance (Cymraeq)

Email reminders will be periodically sent out to ALL STAFF explaining how they can access both on-line
training courses.

( I #
For staff who do not have computer access, traditio n ‘chalk and talk’ fire awareness training will
continue to take place.
Date/Times: Tuesday 8 September 2009 — 9.30 and 10.30
Monday 1 March 2010 — 2.30 and 3.30

Venue: Staff Development Unit
Target staff: All staff should receive this training
Instructors: Safety Office staff and contractors

This course will make you aware of how to raise the alarm if you discover a fire, how fire extinguishers work
and which extinguisher to use on a particular fire. There will also be an opportunity to use an extinguisher
on a real fire — in the open air, of course! Bring a raincoat! This is a mandatory course that all members

of staff should attend every five years.

( # !

Date: Wednesday 23 September 2009 — 2.30 — 3.30
Friday 26 March 2010 — 2.30 — 3.30

Venue: Staff Development Unit

Target Staff:  Designated Fire Wardens

Instructor: Safety Office Staff

Whilst all staff have a general duty of care, legislation requires that employers designate individual
employees as fire wardens to assist with fire evacuation. This short session will clarify this role and the
duties associated with it. It is recommended that attendees should have attended fire safety training prior to
attending this course.

Dates/Times: Monday 16 November 2009 — 2.30 — 3.45
Wednesday 10 March 2010 - 10.45 - 12.00

Venue: Staff Development Unit
Target staff: All staff — max. 8 people per session
Instructor: Safety Office staff

Evacuation chairs are a tried and tested safe method of removing people from a building in an emergency
when, for whatever reason, they are unable to move at the speed required for evacuation. The training
must be carried out in stairwells, so suitable foot wear and clothing is strongly advised.

# 1 / #
Date/Time: Friday 11 December 2009 - 2.15 — 3.45
Monday 22 March 2010 — 9.30 — 11.00
Venue: Staff Development Unit
Presenter: Safety Office staff
This is part of a continuing programme of safety training and improving safety awareness. It is an interactive
meeting of School/Departmental Safety Co-ordinators, and anybody else who has an interest in improving
the safety culture of the University. This session will be dedicated to considering all aspects of fire.
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It is compulsory for all new graduate students to attend the session on Basic Safety, Emergency First Aid,
VDU Safety and one of the sessions on Fire Extinguisher Safety. The School of Engineering will be holding
its own in-house health and safety courses.

Date: Wednesday 21 * October 2009
Venue: Staff Development Unit
Session 1: 9.30 —-10.30 Introduction to Health and Safety & Risk Assessment
Session 2: 10.45-11.15 VDU Safety
Session 3: 11.20-12.00 Fire Safety Training
Session 4 12.05-12.45 Introduction to Laboratory Safety
Session 5: 13.45-14.45 COSHH (Using hazardous substances safely)
Session 6: 3.00 —4.00 Users of PPE (Personal Protective equipment)
Date: Thursday 12 ™ November 2009
Venue: Staff Development Unit
Session 7: 1.00 — 4.30 Basic First Aid — max no. 12

Contact Staff Development on ext. 5762 to book a place.

Compressed Gas, *Radiation, and *Hydrofluoric Acid Safety Training is compulsory for
those students who, in the course of their research, will be required to use these techniques.
Compressed Gas Training comprises of an on-line training course and an ‘internal’ practical
course.

Courses annotated * please arrange by contacting your School Safety Co-ordinator in the
first place. For further advice contact the Safety Office on Ext. 5150.

G,*4; -4B4.+)(" 4", (+*..G

It is appreciated that it is not always practical for staff to attend training on specific days as listed above. To
ensure that a more flexible approach exists and to promote greater attendance, please contact Ron Knuszka
on ext. 5150/5152 if you wish to discuss the possibility of receiving Health and Safety Training in your
School or Department

A" )* 45+ G),
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Courses being offered during 2009/10:

Mynediad Dwys (Beginners) — Dydd Mawrth a Dydd lai (Tuesday and Thursday) — 17.30 — 19.30
Sylfaen 2 — Dydd Llun (Monday) 17.30 - 19.30
Sylfaen Dwys — Dydd Llun a Dydd Mercher (Monday and Wednesday) — 17.30 — 19.30

For further details of courses for all levels of Welsh speakers from beginners to improvers being run during
the coming months, contact Angharad Rowe, Tutor Organiser, in the Department of Adult Continuing
Education on b.a.rowe@swansea.ac.uk.

B! ?
DACE are also offering a course specifically for Staff at Swansea University. Commencing in October, it is
hoped that the course will be run on a lunchtime between one and two o’clock. The course consists of one
hour a week over twenty weeks and there will be a charge, plus the cost of course books. If you are
interested, please contact David Morgan on d.k.morgan@swansea.ac.uk for up-to-date information.
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The Web Office runs regular training sessions for staff responsible for uploading content to their School or
Department websites. Our training sessions are approximately 3-4 hours in length and are held in either of
the Library’'s PC Rooms throughout the year. We can organise smaller group and one-to-one sessions
given notice. The sessions run approximately every two weeks and a full schedule of training dates is listed
on the Web Office web page at: http://www.swansea.ac.uk/Marketing/Communications/WebOffice.

If you are interested in attending one of the current training sessions you will need to fill out the CMS
Training Booking Form and email it directly to Mary Akbari at a.k.m.akbari@swansea.ac.uk.

'

A new and exciting service from LIS offering free IT Resources & Training for Swansea University staff to
enable you to learn new skills, upgrade your existing IT skills or pick up handy hints on best practice. For
example: one of the resources available covers the major differences between Office 2007 and earlier
versions such as Office XP/2003 to help you make the transition easier.

[ #4 |
There are many different methods of acquiring/upgrading IT skills - some people prefer interactive
multimedia (Online Resources) while others prefer using written material (Training Manuals & Guides).
Select the resource most suited to your requirements and specific to your level of knowledge then work at
your own pace at a time convenient to you - free from the constraints of scheduled learning sessions.

Whatever your learning style visit http://www.swan.ac.uk/lis/Training/ and follow the links or login via
Blackboard for a full list of resources.

G

We will also be offering face-to—face training sessions. For example future sessions will include: help to
upgrade your skills for Office 2007, Security for your home PC and using software such as OneNote. The
training sessions will be held in the LIS IT Training Centre, room B19 in James Callaghan building and will
cater for a maximum of 12. We will be advertising sessions via; http://www.swan.ac.uk/lis/Training/,
Blackboard, Staff Development Unit and emailing the staff list.

If you would like further information on our self paced learning resources or the training please visit visit
http://www.swan.ac.uk/lis/Training/ and follow the links or login via Blackboard. Please note it is well
worthwhile to regularly check as we frequently update the material. We can also be contacted on ext
5565/3399 or email ITTraining@swansea.ac.uk.

IT Training & Awareness is a relatively new service from LIS. As we plan to expand our sevices & training
portfolio we would be grateful for any suggestions.

14 % 4&
) ™ ECDL
Want to study using a more structured approach? European Computer
Be able to use the following Microsoft applications to a Driving Licence

good basic level?

Word (word processing)
Excel (spreadsheets)
Access (databases)
PowerPoint (presentations)

OO0 O0OOo
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Become more proficient at the use of email and the internet?

The ECDL online courseware (accessed via Blackboard) is very flexible and can be incorporated into even
the busiest work schedule to help you achieve these aims.

? ECDL is an internationally recognised qualification which you will not gain just studying
the courseware. If you are interested in gaining the qualification you will need to approach your head of
department for funding, sit and pass 7 module tests. For further information please Vvisit

http://www.swan.ac.uk/lis/ecdl/, phone ext 3399/5565 or email ecdladmin@swansea.ac.uk.

# # 4

Need more advanced skills?
Would like more in-depth knowledge to become a ‘power user’?

There are 4 ECDL advanced modules which you could study to upgrade your IT skills
# 1? Text effects, templates, master documents, forms, text boxes, tables, table of
contents, sections & columns, importing data & charts
# 2 Scenarios, pivot tables, linking data, range of functions, worksheet protection, forms
& macros.
? Colour schemes, background effects, manipulate images, sounds & video, custom
slide shows, animated charts & macros.
? Advanced queries, forms & controls, relationships, import/export data, link data, create
& run macros.

The ECDL Advanced materials are available to download and print from the IT Training & Awareness
section in Blackboard.

? Advanced ECDL is a recognised qualification. Each of the 4 modules are individually
certified allowing you to take only the module/s you are interested in. As well as receiving an Advanced
ECDL certificate for each module, if you complete all 4 modules, you can apply for the ECDL Expert
certificate. If you are interested in gaining an Advanced ECDL qualification you will need to approach your
head of department for funding, sit and pass the module test/s.

For further information please visit http://www.swan.ac.uk/lis/ecdl/advanced/, phone ext 5565/3399 or email
ecdladmin@swansea.ac.uk.

-#, A
These two sessions, which take place in the Seminar Room, 7" Floor, LIS, are bookable on demand for all
staff within departments or in small groups. To make a booking for a training session or for further
information, contact the course presenter, Alison Walker on ext. 3519 or email her at
a.walker@swansea.ac.uk.

8?2+ -# I #7 #
This session introduces staff to videoconferencing and data sharing using the Welsh Video Network studios,
which are available around campus. This could be for the purpose of either teaching or holding meetings
and tutorials, allowing connections to any remote location anywhere in the world with videoconferencing
facilities.

Participants on this course will:
Control the equipment in the VC studio;
Demonstrate appropriate camera settings;
List logistical issues which need to be considered when arranging a videoconference.
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This session is aimed at staff who would like use videoconferencing in their teaching to access guest

speakers or

collaborative partners.

It will introduce participants to the differences between traditional

classroom approaches and appropriate methods for teaching using videoconferencing.

Participants on this course will:
Discuss the important differences between planning a traditional lesson and a lesson using
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Duration:
Aims:

Objectives:

Target Users:

# E/)!
Duration:
Aims:
Objectives:

Target Users:

)
Duration:
Aims:

videoconferencing;
List uses for videoconferencing in own subject area;

Discuss advantages and disadvantages of teaching via videoconferencing.
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These presentations are of approximately 2.5 hours but may overrun slightly.

There are some great new features and improvements over previous versions, and a
completely new interface to help you to get more work done, to a higher quality, in less time.
This presentation/workshop will show you how to do your familiar daily tasks with the new
system, and take advantage of some of the more immediately useful new features.

Looking at the new Microsoft Office user interface and the Ribbon which replaces the

previous menus and toolbars.

Contextual tabs, galleries, new file menu and more.
Finding where the most popular features are now located in Word, Excel and

PowerPoint

Taking advantage of some of the ways the new interface can help you to be more
productive, such as task panes, style galleries and live previews of formatting

Looking at some of the new tools in the 2007 Office System including SmartArt for
creating powerful and flexible diagrams, and the new Picture Manager application.

I( #H(#
Approximately 2.5 hours.

For all staff who are likely to upgrade from Microsoft Office 2003 to Microsoft Office 2007

To understand directory structure and an organised file system.

Opening file management
windows.
Recognising file extensions.
Locating Drives and
Directories.
Creating and naming

folders/sub-folders.
Creating and naming files.

All staff using Windows XP operating system.

799<%B ! 4 &
Approximately 3 hours.

Move, copy, delete and
rename files and folders.
Navigating between folders
and drives. Opening files
from folders.

Saving and Opening files in
Microsoft Office 2007

To design and maintain a Microsoft Access 2007 Database.
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Objectives:

Target User:

)
Duration:
Course:

Objectives:

Target User:

)
Duration:
Aims:

Objectives

Target User:

)
Duration:
Aims:

Objectives:

Target User:

Identify and understand some
database terminology

Use the new features of
Access 2007

Planning a database

Creating a Database.
Creating a Table
Defining fields,
and properties

data types

Adding, Editing, Deleting and
Displaying records.

Creating queries and using
criteria to retrieve selected
data

Creating and
various Reports.

designing

For all staff wishing to create or use an Access 2007 Database.

799<%. # &

Approximately 3 hours.

To design and maintain a Microsoft Access 2007 database.

Use the new features of
Access 2007

Planning and design of a
database
Defining fields,
and properties
Modifying the table design.
Recognising and defining

data types

search, wildcard facility and
range of records.

Creating a form to enter,
search and delete data
Working with controls in form
design

Creating and
various Reports.

designing

relationships between tables
Creating queries using
criteria to retrieve selected
data. For example: multiple
Staff with some knowledge or previous experience of Microsoft Access 2003 or 2007.

799<%B ! &
Approximately 2.5 hours.
To familiarise trainees with PowerPoint's unique interface and capabilities. At the end of the
course, trainees will feel confident in creating and modifying PowerPoint presentations.

Getting Started
The New Interface
Editing Slides
Adding Effects
Suitable for all Microsoft Office users.

Saving and
Presentation
Running a Slide Show

Printing a

799<%. # &
Approximately 2.5 hours.
To familiarise trainees with PowerPoint's Intermediate features. At the end of the course,
trainees should feel confident to use the enhanced features in their PowerPoint
Presentations. Looking at some of the Intermediate features of PowerPoint 2007 in order to
enhance presentations.

Working  with  Templates, Adding Sound and Movies.
Tables, Text Boxes and Hyperlinks.
lllustrations.

- Advanced Animation.
Suitable for PowerPoint 2007 users.

) | #799< | (

Duration:
Aims:

Approximately 2.5 hours.

Creating and Applying Styles to a Multiple Page documents. Styles can greatly approve the
appearance and readability of your document. By using styles, you can make sure
formatting is applying uniformly throughout your document
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Objectives

Target User:

Creating new styles - Creating Content pages from
Applying Styles to Multiple styles.
page documents. - Applying page numbers to

multiple page documents.
Suitable for all Microsoft Word 2007users.

) | #799<%. # &

Duration:
Aims:
Objectives:

Target User:

A
Duration:
Aims:
Objectives:

Target User:

A
Duration:
Aims:
Objectives:

Target User:

A
Duration:
Aims:
Objectives:

Target User:
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Duration:
Aims:

Objectives:

Approximately 2.5 hours.
To familiarise Staff with some of Word’s 2007 Intermediate features.

Entering and Aligning text - Page setup and Printing
Saving the Document - Search and Replace text
Cut, Copy and Paste - Using Styles (basic)
Indents and line Spacing - Page Numbering.

Numbered and Bulleted lists
Staff with some knowledge or previous experience of MS Word 2003 or 2007.

799<%B! &
Approximately 2.5 hours.
To familiarise Staff with some of Excel's 2007 Beginners features.

Introducing Excel - Entering and editing data
File Formats - Automatic Totals
Navigating the page - Saving and Printing

Staff with very limited or no previous experience of Microsoft Excel.

799< %. # &
Approximately 2.5 hours.
To familiarise Staff with some of Excel's 2007 Intermediate features.
Excel features covered include:

Creating a Workbook and . Using formulae, absolute
Worksheets. referencing.

Rows, Columns & Panes . Text & number formatting
Navigating the page and Security options.

. Entering and editing data
Staff with some knowledge or previous experience of Microsoft Excel 2003 or 2007.

799< % # #&
Approximately 2.5 hours.
To familiarise Staff with some of Excel’'s 2007 Advanced features.

Excel features covered include:

Creating a Workbook and - Using formulae, absolute
Worksheets. referencing.

Named Ranges and formulae - Scenario and Macros
Entering and editing data - Working with Worksheets
Working with ranges Creating a basic Chart.

Staff with some knowledge or previous experience of M|crosoft Excel 2003 or 2007.

799< %B 1&
Approximately 2.5 hours.
Microsoft InfoPath is a package for the creation and publishing of forms or questionnaires
which can be printed or completed on a Windows computer.
InfoPath features covered include:

Applications of InfoPath . Drop down and multiple
Planning a Form choice boxes

Inserting a logo - Saving and Publishing a form
Table Layout, Text boxes and . Printing a Form

Labels . Completing and returning a
Data defaults form.
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Target User:  Staff with some knowledge or previous experience of MS Word or a Desk top publishing tool
but no previous knowledge of InfoPath is required.
Note: Attendance at later InfoPath presentations may require your attendance at this one.

) | #799< (

Duration: Approximately 2.5 hours.
Aims; To promote good practice in document construction and use of time saving tools.
Objectives:

Using Styles. (applying and modifications)

Creating Tables of Content.

Using section breaks and page numbering.

New! Citations and bibliography management in Wor  d 2007

Applying captions and creating a table of figures
Target User: Staff creating thesis, dissertations or documents for publication or supporting students in
these tasks.

) ! ( %D &

Duration: Approximately 1hour.

Aims and

Objectives: Sending a PC or MAC item for printing
Using the Swipe card facility
at the Device - Making Multiple copies
Waiting for your Printed - Adjusting size of document
Documents copy output.
Making a Copy - Scanning to emalil

Target User:  All Staff who have to use Konica Printers.

) /G 799< % A &
Duration: Approximately 1.50 hours.
Aims; Workspaces can be shared across organisation using Groove 2007. Using a Collaborative
workspace to share documents.

Objectives:
Creating a workspace. - Adding and Editing
File Sharing documents.
Invite colleagues to join the
workspace.

Target User .  For all Microsoft Office 2007users.

Computeraid courses are charged to Staff Development on a per capita basis and a charge to departments
of £55 per day is made. Please ensure that a course booking form is completed and that you obtain a
departmental cost code from your school/department/section so that the appropriate recharge can be made.
There is space on the application form for this. These courses run from 9.15 am to 4.30 pm. A light lunch is
provided.

NB: Staff of Swansea Metropolitan University, Trini  ty University College Carmarthen and other
associated institutions will need to make an approp riate arrangement to pay the full cost for the
courses offered by Computeraid.

Swansea University staff can register for a maximum of two courses a term. Should you wish to attend
more than this, the full cost of the extra course(s) must be met from your School/department's funds.

CANCELLATION : Course participants are required to give at least 48 hours notice of cancellation. If
insufficient notice is given, a cancellation fee of the full cost of the course, plus VAT, will be
charged. If a member of staff who is registered for a course fails to attend, and fails to notify Staff
Development of the fact that he/she will not be attending, again the charge to the department will be the
full cost of the course.
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September 2009 — February 2010
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Please also note that Computeraid offer their cours  es in different versions, such as Office XP and
Office 2003 and 2007. Please let the Staff Develop ment Unit know at time of booking which version
you have on your pc in order that the correct hando ut can be provided for you.

Please ensure when you are applying for # courses that:

your PC has the relevant software loaded so that yo  u can use the skills you learn

immediately
you let us know which version of the software you w ill be using
you have entered the appropriate account code onth e course booking form

you have the approval of your head of department/ s ection to attend the course
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COURSE BOOKING FORM

(Remember: make a photocopy or record courses in yo ur diary before sending.)

Course Title Date

Name: Signature:

(Please Print)

Job Title: Department:

Ext. No: Email address:

Departmental Cost Code (for Computeraid Courses):

Signature of Head of Department/Section:

Please send to The Staff Development Unit, Grove Building
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