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DEAR COLLEAGUES,
I am delighted to present to you the Staff Development Programme for 2016-2017.  If we are 
to achieve the ambitious targets in our University Strategy, Twenty-Twenty Vision, we must 
ensure that our staff teams are fully qualified to deliver a first class service both inside and 
outside the classroom. The programme contains real opportunities for your professional and 
personal development, with courses ranging from sessions designed to support team cohesion 
to enhancing assessment and feedback and advanced research impact training.

Every course will enable you to access best practice and to share with colleagues the 
strategies we can use to meet the challenges that are presented by our roles in the University. 
I particularly commend to you the sessions on unconscious bias and cultural awareness, 
coaching, enhancing communications, and supporting inclusivity, because they address central 
issues in the way in which every member of our community relates, one to another. 

I cannot emphasise enough the importance of every member of staff, whether you are 
professional service or academic, selecting the right course for your needs. Higher Education 
is becoming more competitive, more stressful and more difficult every year. My advice is to 
speak to your line manager about the sessions that are most appropriate for you and your 
own development. Last year we had over one thousand attendees for our Staff Development 
Programme and the individual courses were evaluated very positively. I am hoping we can 
push that number even higher this year.

My thanks to all of the internal and external presenters of the courses that are part of this 
year’s programme. Thanks also to Fahmida Begum and Chelsey Honywood who have drawn 
this programme together and presented it in such a strikingly accessible way, supported by 
Kevin Botto and, as ever, Lissie Whitaker.

I know you will find something here 
that will help to make your job more 
achievable and rewarding. 

Best wishes

Professor Clive Behagg, 
Vice-Chancellor

Staff Development Programme 2016-17
How to use this year’s programme effectively...
We have taken on board your comments and recommendations on how you, as the users 
of the programme, would like to see the programme organised; In order to make it easier 
to find sessions relevant to you, we have divided the programme into new sections. 

On page 6 you will find information on any new essential training which is applicable to 
all staff, and on page 7 is an outline of the training that is relevant to new employees. We 
hope this makes it easier to see, at a glance, what you would like to book onto.

In order to book an event, search for the relevant session via HR self-service or email 
staffdevelopment@chi.ac.uk. A guide on how to book on learning events via HR self-
service is available on the HR self-service help pages, which can be accessed through 
the Human Resources section of the Staff Intranet. Alternatively please contact Chelsey 
Honywood on ext. 6455 and Fahmida Begum on ext. 6248 or email staffdevelopment@
chi.ac.uk for further help.
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To develop this year’s Staff Development Programme, we have undertaken a thorough 
training needs analysis that included reviewing completed evaluation forms and returned PRDPs, 
the annual Staff Development survey and holding meetings with staff across the University. A 
number of new courses have been developed and some of most popular sessions that took 
place in the 2015-16 Summer Programme are being repeated during 2016-17.

Following the training needs analysis, extra sessions have been set up with the mental health 
charity Mind, with an Introduction to Mental Health session followed by two events with a 
specific focus on supporting staff and supporting students. 

Understanding Others in the Workplace will explore strengths and motivations and how individuals 
can contribute and add value to teams and the University. Using the Strengths Deployment 
Inventory (SDI) it will consider how people may operate differently and we can tailor our own 
communications based on the intended outcome and who you are communicating with.

We have a number of new wellbeing initiatives, including Developing Resilience, Developing 
your Inner Potential and the return of lunchtime Yoga sessions, at both campuses. We also have 
a new Coaching Service available, where staff can access up to six, one-to-one 
coaching sessions.
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7 STAFF DEVELOPMENT SESSIONS
Book, Attend and Evaluate Staff Development Sessions
You can access your HR self-service via the home page on the Staff Intranet. Once logged 
into your account, using your usual University log on detail, click on the ‘Learning and 
Development’ tab at the top of the scren. From this page you will be able to book organised 
sessions (using the magnifying glass button), add yourself to the waiting list for sessions that 
are organised or fully booked and manage your own learning, adding ‘Personal Learning 
Events’ (using the ‘add personal learning’ button) that you have participated in outside the 
Staff Development programme. You can use this list to keep an up-to-date CPD record and 
prompt discussions at appraisal meetings. 

There will not be a charge for the majority of our Staff Development sessions. If there is a 
cost identified it will be recharged to your Department through the Finance Department. It 
is important to seek line management approval before a session is booked. 

If you would be interested in assisting with the current and future planning of the programme, 
perhaps if there is a date scheduled for a session in the future, but you cannot attend, or if 
you have other queries at all, please email us at staffdevelopment@chi.ac.uk.

For most sessions, you will be asked to complete an evaluation form. Completed evaluation 
forms are used to review and continually improve the provision we offer. These evaluation 
forms are hugely important to ensure quality training for all staff, so we kindly ask that you 
complete and return these to us as soon after the event as possible.

1. Log onto HR self-service with your University Username and Password and select 
‘book onto a learning activity’ from the ‘Quick links’ menu.

2. Click on the ‘looking glass’ search icon. Enter the full name, or part of the name of 
the learning event or leave blank to search all events, and press ‘search’. You can also 
enter a date range, if appropriate.

3. A list of learning events will then be displayed in alphabetical order, which you can 
scroll through. Click on the required learning event. Click on the required learning 
event date and time, or press ‘add to waiting list’ if none are convenient. Enter your 
booking information and press ‘save’. This page also gives you further information on 
the course.

4. The Staff Development team will authorise and confirm your booking.  Your booking 
will also be displayed in your HR self-service. You will receive an email confirmation 
and diary booking for the learning event.  This will include additional information 
from the Staff Development team and directions for completing the pre-course online 
evaluation.

If you have any queries or would like assistance please contact Debbie Shelley, HR/
Systems Officer, on 01243 816117 or email d.shelley@chi.ac.uk (Mon-Wed).

Book onto a Learning Event
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NEW!

STAFF DEVELOPMENT
SUMMER PROGRAMME

JUNE - JULY 2017

TRAINING NEEDS ANALYSIS
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ESSENTIAL TRAINING

‘Safeguarding and Prevent Duty’ Training
The University’s approach to training related to the Prevent Duty will take a variety of forms, 
including e-learning; internal staff development sessions; bespoke training for teams, Heads of 
Department and managers; and awareness raising as part of the induction process. 

The University is required to report on all training related to the Prevent Duty to HEFCE so 
completion of relevant training will be recorded and monitored throughout the year.

Dave Corcoran - Director of Student Support and Transition, will be offering four sessions 
titled ‘Safeguarding and Meeting the Prevent Duty’ on Monday 9th January 2017, with two 
sessions taking place at Bishop Otter Campus and two at Bognor Regis Campus.  This training is 
essential if you are Head of Department, a senior member of staff or work in a department that is 
directly affected by the Prevent Duty. If you have not already attended training, please ensure you 
are booked onto one of the four sessions or contact us at staffdevelopment@chi.ac.uk to arrange 
a bespoke session for your team.

Alongside the above sessions, there is an e-learning module developed by Safe Campus 
Communities and the Leadership Foundation, specifically for the Higher Education sector. The 
‘Prevent Duty in Higher Education: An Introduction’ module is available via Moodle. The link on 
the following page will take you to the course, where you will need to first enrol as a user, before 
completing the training. This training is essential for any new member of staff or anyone with roles 
and responsibilities relating to the Prevent Duty.

Dates

Monday 9th January 2017
9.15am - 10.45am and 11.00am - 12.30pm, Cloisters Chamber (BOC)
1.15pm - 2.45pm and 3.00pm - 4.30pm, St Michaels G7 (BRC)

The University is required to be compliant with the legal duties placed on it by the 
Safeguarding Vulnerable Groups Act 2006 (as amended) and the Counter-Terrorism and 
Security Act 2015.  
These include taking all reasonable measures to ensure that risks of harm to vulnerable 
adults or children are minimised, including the risks to vulnerable adults and children coming 
onto campus, risks to vulnerable students and children as a result of University activities and 
placements off campus, and risks of students being drawn into terrorism and the extremist 
ideologies which are conducive to Terrorism. Further information can be found in the 
following University Policies;

• Safeguarding Policy
• Academic Freedom and Freedom of Speech Statement
• Freedom of Speech Code of Conduct
• External Speaker or Performance / Event Policy

Safeguarding and The Prevent Duty 
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Introduction to the 
University of Chichester
All new employees are invited to attend 
an induction event to provide them with 
an opportunity to meet and hear from 
members of the Chief Executive’s Team and 
other key staff, including members of the 
Students’ Union and union (UCU and Unison) 
colleagues. The events offer an opportunity 
to meet with other new members of staff 
undertaking a broad range of roles across 
the University.  New staff are invited to 
attend an induction event which takes place 
closest to their starting date and events 
are normally held once per semester from 
9.00am to 1.30pm, including lunch.

Dates

Wednesday 30th November 2016
9.00am - 1.30pm. H144 (BOC)

NEW EMPLOYEE
Essential Training Data Protection

This online module includes an overview 
of data protection, a glossary of key 
terms, principles, data subject rights and 
security.
Please click here for the direct link
  
Equality and Diversity in the Workplace
The online Equality and Diversity in the 
Workplace training will provide you with 
an understanding of the principles of 
equality, diversity and inclusivity and the 
legislation applicable to the University. 
Please click here for the direct link

DSE Workstation Risk Assessment
This DSE workstation assessment and 
training module is a part of Health and 
Safety law, and ensures that you have 
your workspace set up comfortably and 
safely. You will be sent a link by Smartlog
Please contact healthandsafety@chi.ac.uk 
for further information.

Meeting the Prevent Duty
This e-learning module has been 
developed by Safe Campus Communities 
and the Leadership Foundation, 
specifically for the Higher Education 
sector. The ‘Prevent Duty in Higher 
Education: An Introduction’ module is 
available via Moodle. 
Please click here for the direct link

Fire Awareness in the Workplace
This short online fire safety awareness 
course is sent to new members of staff via 
their university email soon after starting. 
The course is essential as it meets the 
University’s legal requirement to give all 
staff fire safety training. 
Please contact healthandsafety@chi.ac.uk 
for further information.

The above training modules will be sent 
to your University email address shortly 
after your start date. Alternatively please 
click on the above links to complete each 
module.

Online Training Modules

Health, Safety and
Environment Induction
As well as essential training for new 
employees, we encourage all staff to refresh 
their skills and knowledge every two years. 
The induction covers general health and 
safety awareness, environmental awareness, 
fire awareness and manual handling.

Full details of our Health and Safety 
Induction are on page 50.
(New employees must attend all sessions 
from 9.00am - 1.00pm)

Dates

•	 Tuesday 25th October 2016
•	 Wednesday 30th November 2016
•	 Tuesday 28th February 2017
•	 Wednesday 29th March 2017
•	 Wednesday 12th July 2017     
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Developing your Inner Potential                    Page 38
‘Shape up for Business’ Lunchtime Sessions                Page 38
Developing your Growing Potential                  Page 39
‘Being Me’ Programme                    Page 40
Yoga Lunchtime Sessions                   Page 42

Employee Wellbeing
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7

Speed Writing            Page 22
Minutes Made Easy           Page 23
Perfect your Punctuation          Page 24
Effective Writing in the Workplace         Page 24
Association of University Administrators (AUA)       Page 25
Developing Resilience            Page 26
Prioritisation Tools           Page 27
Innovative Problem Solving and Decision Making      Page 27

Developing Your Skills

Trainer Training                                                                                                         Page 18        
Preparing for Difficult Conversations        Page 18
Understanding Others in the Workplace                                                                  Page 19
Promoting Positive Behaviours         Page 20
Presentation Skills           Page 21
Building Rapport            Page 21

Enhancing Communication

SESSION CONTENTS

Cultural Awareness with Faith and Belief               Page 28
Unconscious Bias                     Page 29
An Introduction to Mental Health                  Page 30
Student Focused Mental Health         Page 31
Manage and Support Mental Health at Work              Page 31
Stonewall Flagship Leadership Programme                 Page 32
Trans Awareness Training          Page 32
Inclusivity and Diversity in the Classroom          Page 33
Welcome International           Page 34
Supporting International Students In the First Semester      Page 35
Welcome All            Page 35
Understanding Autism and Aspergers Syndrome       Page 36
Supporting Students and Staff  with Dyslexia                 Page 36
Supporting Students and Staff with ADHD        Page 37

Inclusivity: Supporting our Staff and Students

Book Club Lunchtime Sessions               Page 43
Wellbeing MOT                  Page 44
Bring your Pet to Work Day!                Page 45
NHS Checks                  Page 45
Flu Vaccinations                  Page 46
University Health Schemes                Page 46
Sports Injuries, Physiotherapy and Massage Clinic            Page 47

Employee Wellbeing

Save a Life ‘Defib’ Training                 Page 48
Hands on Fire Extinguisher Training                Page 49
First Aid at Work (Qualified First Aider)               Page 49
Health, Safety and Environment Induction               Page 50
Field/Business Trip Risk Assessment and Guidance             Page 50
Emergency First Aid at Work (1 Day Training)              Page 51
Hampshire Health, Safety and Environmental Group                     Page 51
Managers Responsibilities for Health, Safety and the Environment           Page 52
CIEH Fire Safety Principles Level 2                Page 52
Health and Safety Training Matrix                Page 53
Trades Staff and Caretakers Health and Safety Update             Page 54
Health, Safety and Environmental Co-ordinator Development Days           Page 54
CIEH Level 2 Award in Health and Safety in the Workplace            Page 55

Health and Safety

‘JUMP’ Sustainability and Wellbeing Scheme              Page 56
‘JUMP’ Green Oscars Event                 Page 57
Fairtrade University                   Page 58
Work Wonders with your Waste Week!               Page 59  
‘Put your Feet to Work Week’ Challenge               Page 59
Green Campus Spring Fair                  Page 60
Green Campus Group                  Page 61
Cycle to Work Scheme                   Page 61
New Global Teachers Awards                 Page 62
Level 2 Award in Environmental Principles and Best Practice            Page 63

Environment and Sustainability

Succession Planning: What is it?                Page 64
Talking Heads                   Page 66
Coaching for Effective Professional Dialogue ‘The Coaching Programme’          Page 67
The Coaching Service                  Page 67
Building Team Cohesion                 Page 68
How to Manage Sickness Absence                Page 68
How to Manage Disciplinary, Capability and Grievance                           Page 69

Leaders, Supervisors (and those aspiring to be)
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Managing Change                           Page 70
Managing Budgets (ABW Reports)                Page 70
Recruitment and Selection of Staff                Page 71
Chartered Management Institute Qualifications              Page 72
PRDP – Effective Feedback and Meeting Aims/Objectives            Page 73
Performance Review Development Plan (PRDP)              Page 73

Leaders, Supervisors (and those aspiring to be)

Development and Training for Researchers 2016- 17             Page 74
Research Ethics and Integrity                 Page 75
Introduction to Public Engagement                Page 76
Developing Skills in Public Engagement               Page 76
Research Data Policy and Practice Training               Page 77
Introduction to Research Impact                Page 78
Advanced Research Impact Training with Professor Mark Reed           Page 79
Independent Chair Training                 Page 79
Preparing to be a Research Degree Examiner or Assessor            Page 80
Open (Access) Research and the University’s Eprints Repository           Page 81
Introduction to EndNote Bibliographical Software             Page 82
Using NVivo                   Page 82
SPSS for Statistics in Research Training               Page 83
Researcher Development Day                 Page 84
Introduction to Intellectual Property Training              Page 85 
Development and Training available at other HEI’s             Page 85
PhD Supervision Training                 Page 86
Annual Online PhD Supervision Training               Page 87
Research Development Framework - What is it?              Page 88
Researcher Development Awards 2016-17               Page 90

Research

Learning and Teaching Strategy 2014-2020              Page 98
UK Professional Standards Framework (UKPSF)              Page 99
Teaching Excellence Framework (TEF)               Page 99

Learning and Teaching 

Research Approval Stage                 Page 92
Literature Review (Arts and Humanities)               Page 92
Research Ethics                   Page 93
Post Graduate Research Student Induction               Page 94
Preparing for the Submission/Viva                Page 94
Getting Published                   Page 95
Presenting your Research                 Page 95
Literature Review (Sport and Psychology)               Page 96
Preparing for Major Review                 Page 96
Post Graduate Research Day                 Page 97

Post Graduate Research Student (PGRs) Training
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Learning and Teaching Days          Page 100
Serious Play - Using Lego to Enhance Creativity       Page 100
Students as Partners           Page 101
How to Design a Module - High Impact Pedagogy      Page 101
Audio Feedback            Page 102
Enhancing Assessment and Feedback        Page 102
Learning and Teaching Lecture Series        Page 102
Help! I Don’t Know How to Set and Mark Assessments      Page 103
Embedding Employability in the Curriculum - A Checklist     Page 104
Journal of Learning and Teaching (JOLT)        Page 105
“I Wish I’d Known That Earlier”         Page 105
Tools for Collaborative Working         Page 106
Introduction to Gamification          Page 107
Introduction to Flipped Learning          Page 107

Learning and Teaching 

PowerPoint Masterclass           Page 108
Excel in Excel Workshops          Page 108
Learning Technology Days          Page 109
Microsoft Word Masterclass          Page 110
TurnItIn Training            Page 110
Blogging Training           Page 111
Device Advice Drop In Sessions         Page 111
Twitter in Education           Page 111
MAF Online Training           Page 111
Operation Papercut           Page 112
Moodle Training            Page 113
ChiPlayer Training           Page 113

Skills Team
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Julia Carden, Carden Consulting Ltd.
Julia Carden is a Learning and Development specialist; she has 
worked extensively in the public and private sectors.  Julia’s 
focus is on behaviours in the work-place and how they impact 
others – she is curious as “to why people behave in the way 
they do?”  Her management and leadership development 
work is aimed at challenging those she works with to 
consider their intended versus actual impact.  Her most recent 
engagements have included a facilitator as part of the delivery 
team for Senior Leadership Development Programmes 
at BMW; delivering a Management Development Programme 
to Hydrock, training the Royal Navy’s Admiralty Interview Board 
in interview skills and assessment.  In addition she has a track record of working in the 
education and academic sectors, and is working with The Harris Academy, Sparsholt 
College, Portsmouth, Chichester and Bournemouth Universities. 

She has been coaching for eight years, and has worked with senior leaders, middle-
managers and future leaders.  Current clients include the British Transport Police, Red 
Funnel ferries, Babcock International, and a range of private clients.  Julia is an EMCC 
accredited Senior Practitioner Coach.
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7 EXTERNAL TRAINERS

 Mark Wilson, Mark Wilson Coaching 
Mark Wilson is a qualified professional coach with over thirteen 

years’ experience of working with individuals and with 
individuals and teams within institutions and organisations.

Alongside his skills and experience, Mark brings to each 
conversation or programme event a belief in the coaching 

process that is based upon the positive change he has 
witnessed amongst the people with whom he has worked with. 

One of Marks main focus points is that he does not see himself in 
any way as someone who ‘helps’ others. Rather, he                  

see’s his role as contributing to a process of change, the pace, direction 
and success of which is wholly theirs.

What You Can Expect From Me
“Whether I am working with you one-to-one or as part of a group, the integrity of the 
coaching process remains at the core of my practice. This means that:
• anything said in the course of the work remains confidential
• the work will always proceed at a pace and in a direction set by you
• I shall ‘check-in’ with you at points to confirm that the conversation/programme is 

meeting your needs and aspirations
• we will work in a totally non-judgemental environment
• I will manage the logistics of the conversation/programme – its timing; resources and 

the physical environment within which it takes place. This leaves you entirely free to 
engage with the process”

Dr Margaret Collins, Training For Universities
My research career is driven by the question "How does that 

work?". During my career at the University of Surrey, The Institute 
for Animal Health and the Royal Veterinary College it didn't take 

long for me to begin to ask that question about teaching students. 
Why were some techniques more effective than others? What if 
students had different learning styles? Similarly when it came to 

career progression and promotion, why did some people move up 
more quickly and easily than others? How did that work?

 
I found many answers through study of coaching, Behavioural 

Styles Analysis, Neuro Linguistic Programming and developments in educational theory.  In 
2003 I founded this company, designed to bring aspects of these disciplines into academic 

workshops for you to share! In addition I am a professionally trained Coach (CoachU 
graduate), a Professional Behavioural Styles and Values Analyst, Master Practitioner of NLP 

and a full member of the Higher Education Academy.

 Matthew Simkin, McCrudden Training
     A professionally qualified HR specialist who applies change 

management and people skills to achieve simplicity in business 
systems and processes. Experienced at working with boards 

within the public sector, operating in complex arenas with 
extensive knowledge and skills in Strategic business planning, 

Change management, Project management, Strategic HR 
review and implementation, Organisational development, Staff 

development, Learning and Development management, Corporate 
Governance and Policy development.

  Working with senior managers and leaders, Matthew applies his forensic
 eye for detail and clear logical thinking to help those leaders achieve simple, but effective 

systems and processes that are fit for purpose.  His personable and professional style means that 
he enables people to be more open and helps them be in a position to implement and embed 

organisational change designed to meet business objectives. 

Steve	Creffield,	Evolve	Integral	Ltd.
Steve is a trainer, coach and facilitator who has been working in 
the education sector for over 15 years. He works both in the 
UK and overseas with cross-cultural groups and at all levels. 
He works with teaching staff, support staff, leadership teams, 
researchers and students. 

His workshops consistently receive outstanding ratings in terms 
of both content and learning experience. His specialist areas 
include teaching, facilitation, presenting, coaching, mentoring and 
being resourceful at work. The workshops that he hosts are highly 
dynamic, interactive and grounded in practice. 
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Femi Otitoju, Challenge Consultancy
Femi founded Challenge Consultancy in 1985, and is in high 
demand to design and deliver training solutions throughout the 
private, public and voluntary sectors. Femi has written and produced 
bespoke training films for her clients including “Harassment” for 
Unilever and “Equality” for The Scottish Parliament.  Her highly 
popular film based resources Fair’s Fair and Talk to Me are distributed 
globally  by Video Arts. She also wrote “Same Difference” 
an e-learning programme in partnership with Learning Resources International. 
The UK Passport Office was the first of many organisations to use this as part of their induction 
programme for new staff.

Femi has addressed numerous conferences and events as a key-note speaker on a wide variety of 
equality and diversity issues.  She has also been fundamental in reviewing, revising and helping 
implement to equality strategies in many large organisations.

Anjum Mouj, Challenge Consultancy
Consultant, trainer and facilitator for over fifteen years within the 

public and private sector. With a professional background in 
project management, training and development, human resource 

management and diversity, inclusion and equality strategy for 
the public sector.

Anjum has led courses on specialist topics such as case 
management, leadership, forced marriage, honour based violence    

            against women and safeguarding vulnerable adults. Along with the 
above, she has also led in the development of a Children’s Rights Service running a number 
of projects, including youth groups specifically targeted at working with children living with 

HIV. Anjum’s work also included the setting up of a young parents support group and a multi 
disciplinary team to deliver outreach and one-to-one work with young people. Anjum has a 

BA honours in social policy and administration, is member of IFL and an accredited trainer and 
assessor for Open College Network. Anjum is also fluent in conversational Urdu and Hindi.

Luise Usiskin, Challenge Consultancy 
Luise Usiskin has range of equality and diversity experience gained 
through her work with stonewall and Challenge Consultancy. As an 
Equality and Diversity Client Manager she has worked with over 
50 organisations including universities, police services, private 
companies, third sector and public sector institutions. 

Relevant experience includes:
• Development and delivery of training for senior “Diversity 

Champions” 
• Design and delivery of Diversity training sessions with the University of Essex, City of London 

Police and Essex Fire and Rescue.
• Engaged by UK Sport and Sport England to develop and deliver sector specific LGBT 

awareness training.

EXTERNAL TRAINERS
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Esther Smith, TLT Solicitors 
Esther specialises in all areas of contentious and non-contentious employment law and 
regularly advises employers in various business sectors. She is an experienced advocate 

and regularly represents her clients in the Employment Tribunal. Her recent experience has 
included advising a water supplier on general day to day matters, 

and on several multi day complex tribunal claims. She has also 
recently acted for a pharmaceuticals company on the collective 

consultation process relating to the proposed closure of their 
research centre. Her experience and knowledge of her clients’ 

businesses enables her to provide pragmatic and business 
focused solutions, and commercially sensitive advice. She also 

regularly delivers training for clients on all areas of employment 
law. 

TLT Solicitors have worked closely with the University for a number                                                                                                                                           
                   of years ,and all of the training delivered is tailored to our own Policies 

and Procedures. 

            Lee Gale, TM Training 
          Lee Gale is a training consultant specialising in trans equality 

        and has been working with trans communities since 2000. 

He has experience creating and facilitating workshops and 
training both in the UK and abroad. He has set up and run a 

number of support services as well as delivered various 
training sessions, from interactive workshops to dynamic 

presentations for a wide variety of organisations including 
South Yorkshire Police, the NHS, the Crown Prosecution 

Service and various universities in the UK. 

Joanna Gutmann, Joanna Gutmann Training 
Joanna established her business in 1985 after several years’ 
experience of the administration and delivery of training 
courses. Having trained as a secretary (on her mother’s advice 
so she could find what she wanted to do!) she became 
involved in training while working in a residential training 
centre.  

For the past fifteen years, Joanna’s work has centred around 
‘the meeting’. Most of her courses and workshops are on 
minute-taking and from there she has developed one-day sessions 
on speedwriting and speedreading.  For those who attend the meetings, 
she offers support with writing reports and, where required, presenting them effectively to 
committee. 

Delegates appreciate a trainer who has ‘been there, done that’ and Joanna’s office 
experience ensures that the training is focused on the reality of the workplace.  She 
avoids PowerPoint, preferring to build the skills of those who attend through ‘discussing 
and doing’ not just watching.  Her relaxed, friendly style enables delegates to participate 
confidently in their learning and turn dry subjects into enjoyable training.
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EXTERNAL TRAINERS
Emily Swiatek, National Autistic Society 

Emily works for The National Autistic Society as an 
Employment Training Consultant, providing training and 

consultancy for autistic people in work and the businesses 
that employ them. She combines her 10 years of experience 

working in the field of autism and disability and her lived 
experience as an autistic person to provide a unique insight 

into the challenges autistic people can face in the workplace 
and how they can best be supported to succeed

National Autistic Society - Who We Are
We are the UK’s leading autism charity. Since we began over 50 
years ago, we have been pioneering new ways to support people 
and understand autism. We continue to learn every day from the 
children and adults we support in our schools and care services.

Based on our experience, and with support from our members, donors and volunteers, we 
provide life-changing information and advice to millions of autistic people, their families 
and friends. And we support professionals, politicians and the public to understand 
autism better so that more autistic people of all ages can be understood, supported and 
appreciated for who they are.

Helen Bartimote, Helen Bartimote Consulting Ltd.
I am a Registered Chartered Occupational Psychologist 
and Chartered Scientist, an Associate Fellow of The British 
Psychological Society (BPS), a member of the BPS Special Group 
in Coaching Psychology and a Practitioner Psychologist with the 
Health Professionals Council (HPC). 

My first degree in Psychology was awarded by the University of Sussex in 1994, and I hold 
a Masters degree in Organisational Psychology from the University of Manchester where I 
conducted extensive research into the area of stress and well-being amongst employees. 
I also hold a Post Graduate Diploma in Organisational Psychiatry from The Institute of 
Psychiatry - Kings College, London where I investigated the relationship 
between employment and mental health issues. 

With over 10 years experience of internal and external consultancy for both private and 
public sectors, I have the practical experience to support academic psychological concepts.
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YOU
THANK

FOR YOUR

YOU
HELP

support.

University
Internal Trainers

The University would not be able to deliver such an extensive programme of 
staff development activities without our  academic and professional services 
colleagues delivering the events.  

Many thanks to all of the presenters of the courses that are part of this year’s 
staff development programme. We very much appreciate all of your help and 
support.

Anna Minogue, Mind 
Anna is a associate trainer for Mind and her background is 

mental health where she has over 30 years’ hands on experience 
of supporting people with mental health issues, supervising and 

managing staff. Anna has worked in hospital as well as community 
settings, including 10 years in mental health crisis services.

 Anna is a qualified and practicing UKCP registered psychotherapist and has been
 a mental health trainer, consultant and staff supervisor for 12 years.

MIND - Who We Are
We provide advice and support to empower anyone experiencing a mental health problem. 
We campaign to improve services, raise awareness and promote understanding. We won’t give 
up until everyone experiencing a mental health problem gets support and respect.

Every year, one in four of us will experience a mental health problem. But hundreds of 
thousands of people are still struggling. We believe no-one should have to face a mental 
health problem alone. We’ll listen, give you support and advice, and fight your corner.
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ENHANCING  
Communication
Trainer Training 
The workshop is hosted by Steve	Creffield and is designed for anyone who would like to 
become more effective in imparting skills, sharing knowledge and fostering self-learning/
development. It is a highly interactive and practical workshop that is grounded in years of 
research and years of practice. This workshop would be especially helpful to anyone who has 
to grow talent, develop skills and impart know-how to others. It will be particularly useful for 
those who have to host inductions, or help other adopt new processes, or for those who have 
to run core sessions like health and safety, IT Training or any in-house training.

What you will take away
• A process for orienting and focusing any learning session
• A method for rapidly designing any workshop
• A guide to different learning and teaching styles
• Insights on meaningful evaluation

Dates

Friday 2nd December 2016
9.30am - 4.30pm, UH Committee Room 1 (BOC)

This highly practical session, facilitated by Mark Wilson, provides participants with the 
strategies for managing not only those conversations we know we need to have and have 
avoided but also those that start without warning and put us immediately on the defensive. 

After this session you will have considered the reasons why these sorts of conversations do 
not always turn out as we would hope. You will also have developed a range of strategies for 
managing difficult conversations.

Dates

Monday 5th December 2016 
9.30am - 12.30pm, The Dome 1.02 (BRC) 

Wednesday 28th June 2017 
9.30am - 12.30pm, UH Committee Room 2 (BOC)

Preparing	for	Difficult	Conversations

NEW!

Understanding Others in the Workplace 
Participants will gain an understanding that all colleagues have strengths and all operate 
differently.  The session, facilitated by Julia Carden, will explore how individuals can 
contribute and add value to teams and the university. 

During the workshop each delegate will complete a Strengths Deployment Inventory 
(SDI), and this will be used as the basis for understanding others.

What is SDI (Strengths Deployment Inventory)?
The SDI is a self-development tool that gives us an indication of what really makes us tick 
and why we do the things we do. It looks at our motivations when things are going well 
and when faced with conflict and opposition.

The SDI is based on more than 30 years’ of research by psychologist Elias H Porter into 
self–concept from which he developed his ‘Relationship Awareness Theory™’. 

Many personality theories are about people, this theory was designed for people. It 
provides an effective means for understanding ourselves and for understanding others so 
that interpersonal relationships can be mutually productive and gratifying. 

Through SDI Participants will discover:
• A practical and simple approach to understand and improve all types of relationships 

(home, work, supplier, client, school, social or otherwise)
• A proven, memorable tool for improving team and individual skills in relationship 

building and conflict management
• The understanding that people can choose how they communicate based on their 

intended outcome and who they are communicating with. This will result in enhanced 
communication and reduced misunderstandings. 

• The ability to generate greater flexibility to respond to ever-more demanding working 
environments.

Dates
Dates

Monday 13th February 2017
9.30am - 1.00pm, John Parry Room 5 (BRC)

Thursday 22nd June 2017
9.30am - 1.00pm, UH Committee Room 2 (BOC)

NEW!
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Promoting Positive Behaviours
Julia Carden facilitates this interactive session along with experienced actors to act out 
scenarios, giving delegates the chance to pause the session for discussion, questions and 
to coach the actors. During this half day session you will learn how to promote positive 
behaviours at the University in support of our ‘Dignity at Work Policy’. You will learn what 
the ‘Dignity at Work Policy’ is and how it is followed by staff, giving you realistic ways to 
tackle unacceptable behaviours in the workplace if you come across them.

Course Content
• Intention and interpretation
• What are acceptable behaviours?
• What does “Dignity at Work” mean for the University?
• What positive behaviours should be role modelled?
• What is the ideal working environment? 
• How are we going to contribute to creating this?

Who is this course for?
All staff are encouraged to attend this course. 

Dates

Friday 11th November 2016
11.45am - 3.30pm, UH Committee Room 1 (BOC) 

Tuesday 20th June 2017
9.30am - 12.30pm,  The Dome 1.04 (BRC)

Tuesday 20th June 2017
1.30pm - 4.30pm, University House 13 (BOC)
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       All of the event was useful for different reasons, 
I found the hotseat part very encouraging and well 
thought out, as it gave us a chance to demonstrate 

the skills we had learnt

“ “ 
ENHANCING  
Communication

The desire to feel connected to others is one of our most basic needs. As the Social 
Scientist, Brené Brown has written, ‘Connection is why we’re here; it is what gives purpose 
and meaning to our lives’. This practically-based course run by Mark Wilson looks at the 
whole issue of what we communicate to others physically and vocally and how that affects 
our attempts to build rapport and establish connection.

Learning outcomes
• You will have considered the notion that ‘We cannot not communicate. That even doing 

nothing will communicate something’
• You will have considered the nature of ‘my rapport’ and how you create that
• You will have also considered the things you do that might be preventing you from 

establishing rapport
• You will have considered and developed a range of strategies designed to enhance your 

rapport building

Dates

Building Rapport

In your future career it is highly likely that you will be required to 
present your work to colleagues, to conferences, at meetings or in 
seminars. This workshop, facilitated by Dr Margaret Collins from 
Training for Universities, will outline the principles of presenting 
confidently, at conferences, seminars or meetings. The workshop will 
begin by exploring the basic components of communication including 
listening skills and the power of body language. Followed by planning 
for your meeting, structuring the content and preparing to deal with 
questions.

Learning outcomes
• Understand the contributions of words voice and body language
• Know four essential questions to answer when planning for a 

meeting
• Be clear about the verbal and non-verbal strategies to build rapport
• Know how to plan the content of a presentation

Dates

Tuesday 28th February 2017
9.30am - 4.30pm, Cloisters Chamber (BOC)

Presentation Skills

Wednesday 9th November 2016
9.30am - 11.30am, UH Committee Room 1 
(BOC)

Tuesday 20th June 2017
9.30am - 11.30am, John Parry Room 2 
(BRC)
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DEVELOPING YOUR
Skills

Speed Writing
The days of, “Dear sir, thank you for your letter of…” may have long gone, and with them the 
need for shorthand, but the need to write fast in a variety of situations remains. Whether it’s 
minuting a meeting, taking a telephone message, noting instructions or note-taking in an 
interview, the ability to write quickly in a form that can easily be read back is invaluable.

Based on the BakerWrite™ system, which has now been adopted by Pitman, the principles 
are easy to follow. There are no strange symbols or squiggles to learn, just different ways of 
using the 26 letters of the alphabet to indicate common sounds. Joanna Gutmann Training 
show you the system which is learnt in a day and then developed over eight weekly exercises, 
provided by email.

Following the course, delegates will be able to
• Use abbreviations for commonly-used words
• Omit silent vowels when writing
• Indicate common sounds by subscript letters
• Use superscript letters for prefixes and suffixes

The day is broken down into four sections, and each of those into several short sessions: 
learning the system in small stages and then practising reinforces knowledge, developing 
skill and confidence. Delegates work in pairs (which change through the day) and in small 
groups to have involvement in their learning at all stages. Delegates leave with a personalised 
development plan to help them build their speed. This is done through normal tasks at work so 
no further time need be set aside.

Dates

Thursday 16th February 2017 
9.30am - 4.30pm, John Parry Room 6 (BRC)

NEW!

Minutes Made Easy
Most staff take minutes with no formal training to support them; not surprising since 
even secretarial training seldom teaches this useful skill. This day long session facilitated 
by Joanna Gutmann will show you the techniques and skills needed to successfully take 
minutes of a meeting. 

The course is accredited by the Institute of Commercial Management and delegates can 
apply for the ICM ‘Continuing Professional Development Award’ following attendance on 
the course. Alongside this, the course is also CPD recognised and hours can be added to 
your learning and development log.  

Course content 
• Learn the difference between the three styles of agenda and which is appropriate for 

your meetings
• Ways of preparing for a meeting to save time and stress
• Techniques for coping with common problems at the meeting (e.g. not understanding, 

minuting argument, concentrating, recognising actions)  
• How to take fast and accurate notes without shorthand or speed writing
• How to recognise the relevant points and note them accurately
• Tips for presenting the minutes for a professional impression
• Answers to common questions on the wording of minutes (e.g. tense, person, use of 

names)
• Techniques for structuring your notes into a logical summary
• How to encourage participants to read your minutes and remember their actions 
• The difference between action, summary and verbatim and the uses of each style

Following the course, delegates will be able to
• Outline the purpose of each section of the meeting and what to listen out for
• Prepare an informative, structured agenda
• Identify the relevant points from discussion
• Take fast accurate notes without the need for shorthand
• Present minutes that meet the needs and expectations of the group
• Ensure that minutes provide an audit trail for actions and meet the requirements of 

good governance
• Draft minutes quickly and present information in logical structure

Who should attend?
Anyone who is required to take minutes, whether as dedicated minute-taker or as a 
participant who has to take on the role. Shorthand is not required!

Dates

Thursday 19th January 2017 
9.30am - 4.30pm, UH Committee Room 2  (BOC)
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DEVELOPING YOUR
Skills

Anxious about apostrophes? Confused by commas? This workshop, facilitated by Alison 
Wright - Academic Skills Advisor, will refresh your knowledge of punctuation and help 
you to use it with confidence in your writing.

Dates

Wednesday 14th December 2016
2.00pm - 3.30pm, The Dome 1.03 (BRC)

Thursday 12th January 2017
10.00am - 11.30am, UH Committee Room 2 (BOC)

Friday 26th May 2017
10.00am - 11.30am, UH Committee Room 2 (BOC)

Perfect your Punctuation

Effective Writing in the Workplace
Effective writing is an important skill in the workplace. This workshop, which is facilitated 
by Alison Wright - Academic Skills Advisor, will focus on how to write clearly, 
Concisely and effectively. We will look at techniques for improving writing style including: 
structuring clear sentences, identifying and eliminating waffle, and effective proofreading.

Dates

Tuesday 13th December 2016
10.00am - 11.30am, UH Committee Room 2 (BOC)

Wednesday 11th January 2017
10.00am - 11.30am, The Dome 1.02 (BRC)

Thursday 25th May 2017
2.00pm - 3.30pm, UH Committee Room 2 (BOC)

NEW!

NEW!

ST
A

FF
 D

EV
EL

O
PM

EN
T 

PR
O

G
RA

M
M

E 
20

16
-1

7

Association of University Administrators (AUA)
AUA is devoted to promoting excellence in HE management and furthering the professionalism 
of Higher Administrators through a range of outstanding membership benefits.

AUA members are individually and collectively committed to:
• The continuous development of their own and others’ professional knowledge, skills and 

practices
• Actively championing equality of educational and professional opportunity
• The advancement of higher education through the robust application of professional 

knowledge, skills and practices
• The highest standards of fair, ethical and transparent professional behaviour

The Membership is aimed at all University administrators, but especially for those in areas 
where there isn’t an existing specialist professional group and for those whose role covers a 
broad range of professional skills. The role individuals take in the branch is entirely up to the 
individuals themselves; they may choose to be active in organising events or play a passive role 
in absorbing information circulated within the team. 

A key framework offered by the AUA scheme is the professional behaviours model. The model 
builds on best practice in the HE sector and elsewhere and drawing on National Occupational 
Standards to provide a clear steer on key and valued behaviours based on AUA’s of Statement 
of Values. The professional behaviours framework complements the UK Professional Standards 
Framework for teaching and supporting learning in HE.

The launch event is planned for this coming Autumn 2016 and a fixed date will be confirmed in 
due course. We are hoping to have a special guest speaker for the launch, and there will also 
be information regarding regional and national events which AUA members will be able to 
attend. 

If you are interested in becoming a member, please open the link below and send your 
application to either Elisabeth Whitaker, Director of Human Resources at E.Whitaker@chi.ac.uk 
or Kevin Botto, Human Resources/Staff Development Officer at K.Botto@chi.ac.uk

• Click here to download the AUA Membership form 
• To find out more about the AUA scheme, please visit www.aua.ac.uk

NEW!

24 25

mailto:E.Whitaker%40chi.ac.uk?subject=
mailto:K.Botto%40chi.ac.uk?subject=


DEVELOPING YOUR
Skills

This workshop aims to support individuals in understanding the reasons for change and how 
they, and others, may react to change. It will also explore practical techniques to help build 
resilience that will help delegates cope better with periods of uncertainty. 

Julia Carden facilitates this new workshop, helping you to build resilience and to offer 
support and guidance to those members of staff who are experiencing a period of change in 
their workplace.

By the end of this workshop participants will
• Have developed a better understanding of the need for change, acknowledging external 

and internal drivers for change
• Have developed an understanding of emotional responses to change and acknowledge 

that colleagues may respond differently
• Have explored different ways in which individuals can build personal resilience and deal 

better with times of change

Pre-work
Delegates will be asked to complete a short exercise on personal values and their response to 
change.

Dates

Wednesday 8th March 2017
9.30am - 1.00pm, UH Committee Room 2 (BOC)

Developing Resilience
NEW!

Prioritisation Tools
Most of us have experienced the frustration of reaching the end of the day without 
achieving half the things we set out to do. Prioritising well, not only increases your 
productivity at work but improves self-management and can help to reduce feelings of 
stress. Matt Simkin from Mccrudden Training facilitates this new workshop, enabling 
you to prioritise like a pro!

The workshop covers
• The Pareto Principle
• Simple prioritisation techniques (urgent or important)
• Dealing with the unexpected
• Structured prioritisation tools

Who is this course for?
All staff are encouraged to attend this course. 

Dates

Thursday 2nd March 2017
9.30am - 12.30pm, Portakabin Board Room (BOC)

Innovative Problem Solving and Decision Making
The nature of contemporary workplaces means staff are more and more being asked to 
solve problems creatively and make decisions. Sometimes the solution is obvious - but 
not always. Sometimes tough decisions leave us stumped and other times we look back 
and wonder ‘why didn’t I think of that at the time’. But there are tools and techniques out 
there to help. 

This fast-paced and lively workshop, facilitated by Matt Simkin from Mccrudden 
Training, covers
• The stages of problem solving (from analysis to solutions)
• Convergent and divergent thinking patterns and generating innovation
• The role of feelings, logic and intuition
• Structured decision making tools

Dates

Thursday 2nd March 2017
1.30pm - 4.30pm, Portakabin Board Room (BOC)

NEW!

NEW!
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7 INCLUSIVITY: SUPPORTING
our Staff and Students 
Cultural Awareness with Faith and Belief
This brand new workshop for 2016 is facilitated by Anjum Mouj from Challenge 
Consultancy, who also run the very popular ‘Unconscious Bias’ workshop for us at the 
University.

The workshop aim is to increase staff awareness of the ways in which cultural difference 
and our understanding of faith and belief can affect working relationships with staff and 
students. The course also identifies working practices which can improve communication 
and staff and student satisfaction.

By the end of the workshop you will be able to
• Recognise the concept of culture and how it can affect all of us at work
• Develop practical ways in which cross-cultural miscommunication can be managed 

and minimised
• Understand the representation of different religions and beliefs within the organisation 

and the wider community
• Recognise differences in a range of cultures and faiths
• Build rapport and good relations with diverse colleagues and students
• Implement and take forward what they have learned in order to provide a more 

effective service

Dates

Monday 14th November 2016
1.30pm - 4.30pm, Portakabin Board Room (BOC) 

Monday 16th January 2017
9.30am - 12.30pm, John Parry Room 3 (BRC)

Wednesday 10th May 2017 
1.30pm - 4.30pm, University House 4 (BOC)

Monday 3rd July 2017
9.30am - 12.30pm, The Dome 1.04 (BRC)

NEW!

Unconscious Bias
This workshop, facilitated by Femi Otitoju and Luise Usiskin from Challenge Consultancy, 
explores the concept of unconscious bias; covering the relationship between implicit bias, 
stereotypes and attitudes and how that impacts on individual and organisational behaviours. 
Using real examples we help participants to explore the link between implicit bias and the 
impact on personal relationships and organisational performance. Participants explore the 
affects of implicit bias on recruitment, performance management and talent development.
 
The overall aim of the session is to provide participants with an understanding of the nature 
of unconscious bias and how it impacts on individual and group attitudes, behaviours and 
decision-making processes.
 
The University recognises that acknowledging and taking responsibility for unconscious bias is 
not just a moral imperative, it is also financially and reputationally important. For HEIs, making 
biased decisions affects the recruitment and selection of staff and students, and the ability of 
those staff and students to achieve their full potential.

Dates

Wednesday 19th October 2016
2.30pm - 5.30pm, The Dome 0.03 (BRC)

Tuesday 24th January 2017
9.30am - 12.30pm, C120 (BOC)

Tuesday 23rd May 2017
1.30pm - 4.30pm, The Dome 1.01 (BRC)

Wednesday 21st June 2017
1.30pm - 4.30pm, Portakabin Board Room (BOC) 

These sessions can be tailored for departments/teams at a time when all team members can 
attend. Please contact Fahmida Begum, Staff Development Co-ordinator on ext. 6248 or email 
staffdevelopment@chi.ac.uk, who will make arrangements with you and the trainer(s).

28 29

mailto:staffdevelopment%40chi.ac.uk?subject=


INCLUSIVITY: SUPPORTING
our Staff and Students 

The University has made a commitment to uphold the MINDFUL EMPLOYER ‘Charter for 
Employers who are Positive about Mental Health’, which is aimed at increasing awareness of 
mental health in the workplace. Working with the Students’ Union, the University has also 
signed and maintained a joint pledge to the ‘Time to Change’ initiative designed to tackle 
stigma and discrimination around mental health. 

Our Commitment to Mental Health and Wellbeing 

An Introduction to Mental Health
This half-day workshop, facilitated by Anna Minogue, is open to all University staff aims to 
raise awareness of what is meant by good mental health and how this exists along a continuum 
with common and severe forms of mental distress. Staff will learn about signs and symptoms of 
a range of mental health conditions, what causes a person to develop a mental health problem 
and what can be done to alleviate distress. 

Learning objectives
• Recognise signs of good, as well as poor mental health
• Recognise basic signs of common and severe mental health problems
• Describe the range of treatment and support options available
• Describe the range of options for self-care and management of mental health and wellbeing

Course content
• What is good mental health?
• The mental health continuum: pressure, stress and beyond
• Causes of mental health problems: western and non-western perspectives
• Stigma: are attitudes towards mental health improving?
• Different types of mental health problem – signs, symptoms and possible impact of 

stress, anxiety disorders, depression, personality disorders, bipolar disorder, Psychosis and 
schizophrenia

• Treatment and support for mental health problems
• Self-care and recovery for mental health

Dates 

Friday 25th November 2016
1.00pm - 4.30pm, John Parry ‘Forest’ Room (BRC)

Student Focused Mental Health
Anna Minogue from MIND helps you to identify the role of staff in supporting students’ 
mental health and recognise basic signs of common and severe mental health problems. 

Course content
• Understanding good and poor mental health, specifically student mental health 
• Understanding the causes of mental health crisis and how academic/support staff can 

support students in crisis and when and how to intervene 
• Confidentiality, it’s limits and conversations about mental health
• Recognising signs of common mental health issues: stress and anxiety, depression etc.
• Useful support skills, self-care and signposting for common mental health issues
• Recognising signs of severe mental health issues – psychosis and mania
• Responding to self-harming and suicidal behaviours
• Taking care of ourselves – support for the supporter

Dates

Monday 28th November 2016
1.00pm - 4.30pm, Portakabin Board Room (BOC)
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Manage and Support Mental Health at Work 
Anna Minogue from MIND facilitates this half day session focused on Mental Health in 
the Workplace and how you can spot the signs of someone in need of support.
 
By the end of this workshop you should be able to
• Recognise the basic signs of good and poor mental health at work
• Describe the role of the manager in managing mental health in the workplace
• Identify a range of reasonable adjustments to support someone with a mental health 

condition
• Identify skills necessary to intervene and support mental health fairly and effectively in 

the workplace

Content
• What do we mean by good mental health? and what is poor mental health?
• The continuum model of mental health – pressure, stress and mental health problems
• Taking a holistic approach to managing mental health in the workplace
• What is the role of the manager in managing mental health in the workplace?
• When and how to intervene, managing meetings and reluctance to disclose
• Reasonable adjustments for mental health and options when adjustments don’t work

Dates

Tuesday 14th February 2017
1.00pm - 4.30pm, C120  (BOC)
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INCLUSIVITY: SUPPORTING
our Staff and Students 

Stonewall Flagship Leadership Programme
The Leadership Programme is an exceptional CPD accredited career development 
opportunity for highly motivated, talented LGB and T professionals mainly from management 
or senior management positions, and is designed to enable each delegate to transform 
their leadership in a way that is both highly personal and relevant to their workplace.

As a Stonewall Diversity Champion, the University recognises the value of this initiative. 
If you are interested in applying to the Leadership Programme for Autumn 2016, please 
contact the Staff Development Team to discuss how the University can support you - 
Chelsey Honywood on Ext. 6455 (c.honywood@chi.ac.uk) or Fahmida Begum on Ext. 6248 
(f.begum@chi.ac.uk).

This course, which is recommended for all staff, will provide an in-depth understanding 
of the trans community. The learner is encouraged to ask questions throughout the day 
and explore their understanding and share their own experiences of interaction with 
the trans community. During this session, facilitated by Lee Gale from TM Training, 
participants are also given the opportunity to explore barriers to trans people accessing 
services or an organisation, with discussion around solutions to overcome these barriers. 
Other topics covered will be: appropriate language, identities and diversity with-in 
the community, an introduction to medical options for transition and a brief look at 
legislative impact on the trans community.

Learning Outcomes
• Gain a basic understanding of trans experiences
• Learn about key terms, language and identities
• Learn about legal obligations and legislation
• Identify inclusive and supportive practice

Dates

Tuesday 14th March 2017 
9.30am - 12.30pm, Portakabin Board Room (BOC)

Trans Awareness Training
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The University is a member of Stonewall’s Diversity Champions programme 
which is Britain’s good practice employers forum on sexual orientation and 
gender identity equality. Stonewall work with us to make the University 
environment the best it can be for LGBT staff, students and stakeholders.

The University and Students’ Union signed the Sports Charter in May 2014 as 
part of a long term commitment to equality. The Sports Charter says “sport is 
about fairness and equality, respect and dignity”. 

Sport matters at our University and we believe that everyone should be able to 
enjoy it. 

Our Commitment to  LGBT Equality

Mary Young, Senior Lecturer in Primary Education will explore our own understanding 
of cultural diversity in and outside of the classroom. You will learn how to avoid unwittingly 
offending others in the language you use, enabling greater confidence in working within a 
culturally diverse society. The session will also discuss how to recognise discrimination and 
way to challenge it.

Learning Outcomes
Delegates will gain a greater understanding and awareness of the cultural and ethnic diversity 
within the University and society; gaining practical skills in promoting equality.

Dates

Wednesday 17th May 2017 
9.30am - 11.30am, The Dome 1.02 (BRC)

Inclusivity and Diversity in the Classroom

The University was awarded the Disability Symbol (Two Ticks) for the eighth 
consecutive year in 2015-16 by Jobcentre Plus. With the introduction of 
the Government’s new ‘Disability Confident’ Scheme in 2016, as a current 
Disability Symbol (Two Ticks) employer, the University will automatically 
be recognised as a Level 2 Disability Confident Employer. Through joining 
this new scheme, the University will continue to uphold its commitment 
to employ, retain and develop the abilities of staff with disabilities.

Our Commitment to University Staff with Disabilities 
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INCLUSIVITY: SUPPORTING
our Staff and Students 
Welcome International
This session will be facilitated by Jorge Gutic, Senior Lecturer in Tourism Management. 
The day long session will run through some of the issues facing international students, with 
international students discussing their experiences of what it is like to study at the University 
of Chichester.  This interactive day will help you understand the welfare and academic support 
available to international students at the University along with practical tips and ideas for 
enhancing an individual’s experience at the University through group discussions - giving 
attendees the chance to share knowledge and experiences.

Learning Outcomes
• This session will explore language and cultural issues, providing delegates with an insight 

into the experiences of international students from the students themselves
• By the end of the session delegates will have a greater understanding of some of the issues 

facing international students with practical tips/ideas on how to help support them

Who is this course for?
All staff who liaise or work with international students

Dates

Tuesday 21st February 2017
9.30am - 5.00pm, The Dome 1.01 (BRC)

Supporting International Students in the First  
Semester
International students face great difficulties, not just involving academic adjustment, but 
also language and cultural adaptation. The solutions proposed to the difficulties faced by 
UK students tend to include changes to the teaching and assessment experienced by the 
students before they arrive at University. However, in the case of international students 
this is not possible. 

This workshop is delivered by Michael Villeneuve, Senior Lecturer in International 
Partnership and Programme Development and is based on a review of literature 
combined with experience drawn from previous staff workshops, we will explore what 
University staff can do to help support new international students at the University 
once they arrive so that they settle quickly into academic life in the UK, and reduce their 
chances of floundering. 

Dates

Please register your interest in this session by adding yourself to the waiting list on your 
HR self-service or emailing staffdevelopment@chi.ac.uk

Welcome All
Course content
• Welcoming customers with disabilities and the benefits of an accessible service
• Adopting a positive approach and communicating effectively
• The Equality Act 2010
• Improving accessibility and helping customers

Learning Outcomes
• To recognise the benefits of providing excellent service to disabled customers
• To identify your responsibilities as a service provider under the Equality Act 2010
• To identify what disabled customers need and expect, and adopt a positive approach 

to meeting their needs and expectations
• To welcome customers with specific needs and communicate effectively with them
• To identify ways in which you can improve accessibility where you work and to 

develop action points to improve the service you offer to disabled customers and 
others with specific needs

Who is this course for?
Front-line staff are recommended to attend this course

Dates

Tuesday 25th October 2016
9.30am - 5.00pm, The Dome 1.01 (BRC)
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This session is facilitated by Patricia Montaldo - Lead Dyslexia Advisor, who will share 
her knowledge on how to best support students, or perhaps colleagues, struggling with 
Dyslexia or Dyspraxia. The session will cover areas such as what is Dyslexia and how best 
to identify it in students, how to spot a pattern of the difficulties those who have the 
condition may face and how these ‘hidden’ disabilities can affect students and their work 
performance. 

Learning Outcomes
• Be aware of the ways in which dyslexia can have an impact on learning
• Be familiar with practical strategies and approaches to support students with dyslexia
• Have considered some of the issues that have an impact on the support for students 

with dyslexia such as dyslexia assessment, funding and confidentiality

Dates

Wednesday 15th March 2017
2.00pm - 4.00pm, C120 (BOC)

Supporting Students and Staff with Dyslexia

INCLUSIVITY: SUPPORTING
our staff and students 
Understanding Autism and Aspergers Syndrome
The student and employment service of the National Autistic Society ‘Prospects’ 
provides specialist training and practical strategies to help you understand and support 
students within the Autism Spectrum more effectively.  This course also provides specialist 
training for employers working with people with Autism and Aspergers. 

Course content
• What are autism spectrum disorders?
• Design and implementation of effective working strategies when working with 

students, helping them reach their full academic potential
• Communication and how to provide feedback
• Discussion of issues relating to working alongside people with Autism or Aspergers 

syndrome

Trainer
Emily Swiatek, National Autistic Society 

Dates

Friday 12th May 2017
9.30am - 12.30pm, UH Committee Room 2 (BOC)

ST
A

FF
 D

EV
EL

O
PM

EN
T 

PR
O

G
RA

M
M

E 
20

16
-1

7

The aim of this session, facilitated by Helen Bartimote Consulting Ltd, is to present 
information to individuals on the subject of ADHD in adults. It is hoped that following on 
from the session individuals will have a raised awareness as to issues associated with typical 
symptoms, diagnosis, adjustments and support and some of the complexities associated with 
having ADHD as an adult.

Course content
• Neuro-diversity and ADHD
• The paradigm of ADHD
• What are the typical symptoms?
• What happens in the assessment process?
• What support and adjustments should be provided to students with ADHD? 
• What strategies could work for various difficulties?
• An opportunity to discuss the Diagnostic Interview for ADHD in adults (DIVA 2.0)   

used by psychiatrists
• A review of a case study including the cognitive assessment report for an ADHD university 

student

Dates

Thursday 8th December 2016
10.00am - 1.30pm, UH Committee Room 2 (BOC)

Supporting Students and Staff with ADHD
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Balancing a busy work life with a fit and healthy life needn’t be a full time job. Get fitter at the 
University by joining our free ten week weight management programme and learn the truth 
about diet and nutrition for long term weight control.

What to expect during the programme
• Weekly weigh ins
• 10 week programme, of hour long lunchtime sessions, looking at a particular area of nutrition 

each week
• Qualified tutor giving all the up to date and accurate information
• The Tutor will set a 5% weight reduction individually for all participants. (just to keep you 

engaged, but no pressure is on if you are struggling!)

Dates

Wednesday 15th February 2017
12.30pm - 1.30pm, The Dome 1.02 (BRC)

Further details of dates, times and venues will be published closer to the programme start 
date.

‘Shape up for Business’ Lunchtime Sessions

Developing your Inner Potential
A workshop to help you explore your inner potential using creative and reflective strategies. 
We will consider how we develop professional resilience and move forward during difficulties. 
We will focus on different ways of recognising our unique qualities, finding your ‘guru’ factor 
and valuing ourselves, to help raise self-esteem. We will also use Mindfulness practice as part 
of the workshop.

Trainer
Esther Hunt, Head of Student Wellbeing

Dates

Monday 7th November 2016
3.00pm - 4.30pm, University House 10 (BOC)

NEW!

NEW!

Developing your Growing Potential
Esther Hunt, Head of Student Wellbeing facilitates this workshop to help 
you discover your growing potential and learning edge. Explore strategies and different 
perspectives on dealing with challenges and set-backs. We will explore how to develop 
confidence in your abilities and learn from challenges.

We will consider how set-backs can raise our self-awareness and then enable us to 
develop emotional agility in the face of adversity. We will also use Mindfulness practice as 
part of the workshop.

Dates

Monday 21st November 2016 
3.00pm - 4.30pm, Cloisters Chamber (BOC)

NEW!
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This programme will consider the nature of self-confidence and look at the contexts 
that might trigger our individual loss of confidence and the impact that can have on 
our experience of different settings. We will consider a range of strategies that can be 
deployed to help us manage ourselves in those situations and so enable us to reclaim 
that sense of control that a loss of self-confidence can often remove. It is applicable if 
you, along with many others, want to understand and deal with the impact that a loss of 
self-confidence can have upon your experience of different situations, or you resent that 
sense of a loss of control and choice that can, at times feel overwhelming, when your 
confidence deserts you. The programme will help you to look at ways of being who you 
want to be.

Process
During this introduction session we will be working mainly in pairs. The course has 
been designed in a way that ensures that each participant can engage with the process 
entirely at their own pace and with complete control as to the degree to which they 
participate in its various elements.

Extension
For those who are interested there will be the opportunity to continue the course for a 
further four, one-and-a-half hour sessions spread over eight weeks, that will look at our 
management of specific situations. The details of these additional session are on the 
following page.

Trainer
Mark Wilson, Mark Wilson Coaching 

Dates
Introduction Session
Wednesday 19th October 2016, 9.30am - 12.30pm, Portakabin Board Room (BOC)

Four week programme, all sessions from 9.30am - 11.00am BOC

Week 1: Speaking in Public
Thursday 3rd November 2016, 9.30am - 11.00am, University House 9 (BOC)

Week 2: Asking for What We Want
Thursday 17th November 2016, 9.30am - 11.00am, UH Committee Room 2 (BOC)

Week 3: Managing	Conflict
Thursday 1st December 2016, 9.30am - 11.00am, UH Committee Room 2 (BOC)

Week 4: The Groups Theme 
Thursday 15th December 2016, 9.30am - 11.00am, UH Committee Room 1 (BOC)

‘Being Me’ Programme 
NEW!
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‘Being Me’ Additional Sessions
The purpose of these additional sessions is to sustain and further embed the momentum 
established in the introductory session on Wednesday 19th October 2016 through a 
consideration of specific areas, which are;

Week 1: Speaking In Public
Whether it is a case of pitching an idea to just one other person or presenting to a group of 
fifty, the dynamics and concerns remain the same. We want to communicate our thinking with 
confidence and clarity. We want to both feel and appear calm and certain of ourselves and our 
material. This session will look at what each of those elements means to us individually and 
the strategies we might use and develop in order to be the speaker that we want to be.

Week 2: Asking For What We Want
Asking for what we want extends those areas of the introductory session where we considered 
notions of ‘deserving’ and ‘permission’. We will look at our individual sense of what we feel we 
might risk by asking for what we want which can often lie at the heart of a decision to keep 
quiet. We will consider the approaches we can ‘grow’ that can contribute to our management 
of those concerns.

Week	3:	Managing	Conflict
In this session we will look at what conflict and the powerful dynamics it can give rise to can 
mean for us individually. We will look at strategies for how we might best manage ourselves in 
conflict situations so that avoiding or simply surviving them are not our only options.

Week 4: The Groups Theme 
This session will consider the group’s chosen area or areas of investigation. Reference will 
be made to this session throughout the process so allowing time for discussion and the 
development of its content.

The protocols established for the introductory session will also cover these additional 
elements of the programme:

• Total confidentiality will be maintained throughout the programme over anything that is 
said or enacted

• Each member of the group will maintain full control over their degree of participation. In 
this way participants will experience the programme’s process and content at their own 
pace
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1,000 
Green
Points!

Yoga Lunchtime Sessions
Yoga clears the mind, calms the body, aids concentration, and is great for all round wellbeing too.  
Anybody can practice; you can be a complete beginner or have many years’ experience. You just 
need to bring your willing self and something comfortable to wear. It is quietly transformational 
and has enormous health benefits.

Benefits	
Creates flexibility, tone and strength in your body; improves energy and vitality; helps to 
maintain a balanced metabolism; promotes cardio, respiratory and circulatory health. 

Helps relaxation; relieves tension; quietens the mind so you can focus your energy where you 
want it to go - into a yoga pose, in a lecture hall, or in the office; encourage positive thoughts 
and a sense of wellbeing. 

The classes will focus on the practice of asanas (physical postures) and some pranayama 
(breath-work), helping improve lung capacity, stamina, concentration, flexibility and vitality. No 
previous experience of yoga is required. The classes are beneficial for everyone at any level, for 
the beginner or those with previous experience who can explore asanas and breath-work at a 
deeper level. 

Yoga Practitioners 
Maria O’Donnell (BOC) and Dominique Thacker (BRC)

Dates for BOC
12.15pm - 1.15pm

Semester 1 (2016): 
Tuesday 4th October - The Chapel 
Tuesday 11th October - Sports Hall 
Tuesday 18th October - The Chapel
 
Semester 2 (2017):
Tuesday 24th January - Gym 1
Tuesday 31st January - Gym 1
Tuesday 7th February - The Chapel
Tuesday 14th February - The Chapel
Tuesday 28th February - The Chapel 

Dates for BRC
1.30pm - 2.30pm
All sessions in St Michaels F9

Semester 1 (2016): 
Wednesday 19th October
Wednesday 26th October
Wednesday 2nd November
Wednesday 9th November

Semester 2 (2017):
Tuesday 17th January
Tuesday 24th January
Tuesday 31st January
Tuesday 7th February

Contributing to an individual’s health and wellbeing by encouraging reading for pleasure, 
the University of Chichester Staff Reading Group will meet approximately 6 times per 
year. Places will be limited to 10 people, and you can sign up for either one book or the 
whole six. Books will be obtained from the public library or will be purchased and paid for 
by the employee so please bear this in mind when signing up. 

Following reading the chosen book, the group will meet and share their experiences 
of reading the book with Ruth Clark (Bognor) and Angela Roberts (Bishop Otter), the 
facilitators from the Library service, who will help lead the discussions. A blog is available 
for all staff to contribute to the discussion even if they cannot attend the meeting: 
https://chiunibookgroup.wordpress.com/

Learning Outcomes
The group is a great chance for colleagues across the University to get together 
informally and discuss a shared interest. The first book is ‘Americanah’ by Chimamanda 
Ngozi Adichie, with the following books discussed amongst book club members at each 
group.

Book Club Lunchtime Sessions

Dates for BRC
Wednesdays, 12.00noon - 1.00pm

2nd November 2016-St Michael’s G3  
14th December 2016-St Michael’s G3
25th January 2017-St Michael’s G3
8th March 2017-St Michael’s F3
26th April 2017-St Michael’s F3
14th June 2017-St Michael’s F3

Dates for BOC
Thursdays, 12.00noon - 1.00pm

3rd November 2016-UH Committee Room 2
15th December 2016-UH Committee Room 2
26th January 2017-UH Committee Room 2
9th March 2017-UH Committee Room 1
27th April 2017-UH Committee Room 2
15th June 2017-UH Committee Room 2
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Wellbeing MOT
The Wellbeing MOT is a quick way to find out how well your body is feeling. If you think 
it is time for a check-up or are perhaps worried about your health the MOT will be a 
good way to start talking and thinking about your wellbeing. If you have been trying to 
be healthier by eating better foods, taking more exercise or stopping smoking you might 
want to see the improvements you have achieved so far. 

The Wellbeing MOT is very easy and takes about 30 minutes. At the start of the MOT you 
will be asked to take off your shoes and socks or tights as you must have bare feet to 
stand on the scales. The scales will take measurements of your weight, muscle mass, bone 
mass, hydration levels and give you a ‘metabolic age’, i.e. how old your body thinks it is. 
The scales pass an electrical impulse through your body which travels at different speeds 
through different types of tissue (fat / muscle / bone). Smokers can also have their carbon 
monoxide levels measured with the CO monitor. You will have time to talk through your 
results privately with a Wellbeing Adviser and if needed, make plans about what you want 
to work on. 

You can make an appointment for a re-test in another three months if you want to set 
yourself some targets and then check your progress. 

Please note, the scales are not suitable for anyone who is under 18 years, has a 
pacemaker,	is	pregnant,	has	artificial	limbs	or	is	unable	to	stand	unaided	in	bare	
feet.

Dates

To book, please email healthandsafety@chi.ac.uk with your availability. 
Appointments	are	limited	and	will	be	made	on	a	first	come,	first	served	basis.

Monday 10th October 2016
John Parry Room 2 (BRC)

Tuesday 11th October 2016
Portakabin Meeting Room (BOC)

Monday 6th March 2017
Portakabin Meeting Room (BOC)

Monday 6th March 2017
Mordington G06 (BRC)
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NHS Checks
The University has negotiated free access to staff who are 40 years old or more to take up an 
opportunity to have a free health check provided by the NHS. It could help you identify your 
risk of developing heart disease, stroke, type 2 diabetes and kidney disease. Nursing advisors 
can then work with you to lower your chances of developing these health problems in the 
future.

You are eligible for the NHS Health Check if:
• You are between 40 and 74 years old
• You have not had a NHS health check within the last five years
• You are not taking medication for cardiovascular diseases/conditions

Dates

Throughout April 2017 - to book please email healthandsafety@chi.ac.uk with your 
availability. Appointments are limited and will be made on a first come, first served basis.

You and your dog/Pet(s) are invited to come to work together on this day to celebrate the 
great companionship that dogs and pets can provide. It costs just £1 per dog/pet, which will 
go towards the Dog Rescue Centre, Chichester.

Before signing up, please be aware there are some house rules
• You must talk to colleagues in your immediate work space if you intend to bring your Pet 

to the office. If any colleagues object to your Pet being in the office, you cannot bring 
them to work

• You must seek the permission of your line manager to bring your Pet to work.
• Please consider if your Pet will be comfortable in your office for the day and whether you 

can provide water, comforts and food for your Pet, meaning their presence is not going to 
be too disruptive?

• Pets are not allowed in dining or eating facilities
• You will be fully responsible for your Pet at all times, including clearing up after them
• Your work area should be Pet-proof - office equipment that is liable to be chewed should 

be tucked away
• Employees that participate in Take Your Dog to Work Day, have an opportunity to enter a 

photo contest and win a prize for themselves and their local animal shelter
• If you’re not able to take part, either because you don’t have a dog or you can’t bring your 

dog to work, there is another way you can take part. You can bring cans of pet food which 
will be donated to Chichester Dog Rescue. Please bring them to the Health and Safety 
office at BOC or leave it at SIZ reception at BRC

Dates

Tuesday 27th June 2017
All-day, across both campuses.

Bring your Pet to Work Day
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Simply Health
Claim money back towards everyday healthcare costs, from just £1.80 a week with a Simply 
Cash Plan from Simply Health!

Key	benefits	of	joining	Simply-health
• Cover starts from just £1.80 a week
• Money back towards your dental and optical costs up to your annual limits
• Claim money back on complementary treatments up to your annual limits
• The Simply Cash Plan covers you for check-ups, treatment and emergencies

Please feel free to call Simply Health on 07930300949 for more information.  

Uni Health
The Bupa University Group Scheme is now available to all University staff and their families. 

Key	benefits	of	joining	Uni	Health
• Comprehensive Cover including full inpatient and full outpatient cover
• Quick and Speedy treatment with no waiting 
• A choice of specialist consultants, at a hospital of your choice

Please feel free call 01929477318 or visit www.uni-health.co.uk for more information.

University Health Schemes

Flu Vaccinations 
The University is offering on-site flu vaccination free to all staff. The unwelcome symptoms of 
flu with high temperature, headaches, weakness and severe body pain can also exacerbate heart 
problems, diabetes, kidney disease, asthma and lung disease. 

Dates

Monday 10th October 2016
9.00am - 4.30pm, Student Health Treatment Room in New Hall (BOC)

Tuesday 11th October 2016
9.00am - 1.30pm, Student Health Treatment Room in the LRC Annex (BRC)

Unlike past years, there is no need to make an appointment, simply pop in 
when	convenient,	during	the	advertised	times.	If	you	have	a	query	regarding	flu	
vaccinations please forward to healthandsafety@chi.ac.uk 

This clinic allows for anyone, within or external to the University, to attend for 
professional injury assessment and treatment. Our Sports Physiotherapist uses a wide 
range of treatment and rehabilitation modalities, making use of the fantastic facilities 
based here at the Tudor Hale Centre for Sport on Bishop Otter Campus. 

Sessions usually consist of:
• Thorough assessment of the injury/pain/tightness
• Discussion of findings and possible diagnosis
• Advice on management and prevention 

The types of treatments you can expect are:
• Mobilisation and manipulation
• Sports massage
• Exercise and rehabilitation techniques
• Acupuncture
• Electrotherapy (Including ultrasound, LASER, muscle stimulation)
• Taping

The treatment used will be dependent on your needs and your condition, which will be 
checked with each of your visits. We have availabilities into the evening during term-
times to allow for easy access to our services.

Further details
If you would like to make an appointment or would like to know more information about 
our services, please either call the Tudor Hale Centre for Sport Reception on 01243 
816057 or email spruclinic@chi.ac.uk (where Paul our Sports Physiotherapist will return 
your enquiry).

Sports Injuries, Physiotherapy and Massage Clinic

Costs for our services are:
Initial Consultation (up to 1 hour):                 
Follow up treatments (30 minutes):           
Sports Massage (60 minutes):                        
Sports Massage (45 minutes):                        

£45 (or £36 for staff/students at the UoC)
£35
£45
£35
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7 HEALTH AND SAFETY

Save	a	Life	‘Defib’	Training
This session, facilitated by our Health and Safety Team, is to show you how, in a 
medical emergency, you REALLY could save a life! The session is aimed at both complete 
beginners, or staff already defib trained as a refresher. You will learn how to use a 
defibrillator properly if needed, along with vital first aid skills that can and will benefit 
everyone at some point in their life. This session is non-certificated, but could be the 
most life changing hour of learning you ever have! If you enjoy this session, you will have 
the opportunity to register for our certificated Emergency First Aid course.

Dates

Thursday 10th November 2016
2.30pm - 4.00pm, UH Committee Room 2 (BOC)

Friday 13th January 2017
2.30pm - 4.00pm, John Parry Room 4 (BRC)

Thursday 23rd March 2017
2.30pm - 4.00pm, UH Committee Room 2 (BOC)

Thursday 25th May 2017
2.30pm - 4.00pm, The Dome 1.03 (BRC)

Friday 28th July 2017
2.30pm - 4.00pm, UH Committee Room 2 (BOC)

NEW!

Hands on Fire Extinguisher Training
The Health and Safety Team will show University fire wardens and incident committee 
members or any member of staff who would like to try extinguishers in the safe hands of West 
Sussex Fire Service.

Dates

Thursday 27th October 2016
2.30pm - 4.30pm, Portakabin Board Room (BOC)

Tuesday 7th February 2017
10.00am - 12.00noon, Cloisters Chamber (BOC)

First	Aid	at	Work	(Qualified	First	Aider) 
This three day course, run by Sue Howley from Howley Training Services, will give you the 
knowledge and confidence to deal with a number of emergency situations, both in and out of 
the workplace. Attendees will undertake three days of training, finished by an assessment on 
the last day and will receive a nationally recognised certificate in First Aid at Work which is valid 
for three years.

Course content
• The principles and aims of First Aid 
• First aid procedures
• Basic life support – CPR 
• Management of the unconscious casualty 
• Assessment and treatment of a casualty who is:  wounded, bleeding, shocked 
• How to deal with different types of injury e.g. burns or poisoning 
• Assessment and treatment of major and minor illnesses 
• Transporting casualties 
• Legal aspects 

Dates

This course is spread over three consecutive days, and will run each day from 9.30am - 4.30pm. 
Refreshments and Lunch will be provided for all attendees.

Day 1: Wednesday 8th February 2017 
9.30am - 4.30pm, St Michaels G4 (BRC)

Day 2: Thursday 9th February 2017
9.30am - 4.30pm, St Michaels G4 (BRC)

Day 3: Friday 10th February 2017
9.30am - 4.30pm, Mordington - Pygmalion (BRC)
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As well as essential training for new employees, we encourage all staff to refresh their skills 
and knowledge every two years. Details of our Health and Safety Induction mornings, run by 
our Health and Safety Team are as follows;

9.00am: General Health and Safety Awareness
10.00am: Fire Awareness
11.30am: Environmental Awareness
12.15pm: Manual Handling
(New employees must attend all sessions from 9.00am - 1.00pm)

Dates

Tuesday 25th October 2016
9.00am - 1.00pm, Portakabin Board Room (BOC)

Wednesday 30th November 2016
9.00am - 1.00pm, John Parry Room 4 (BRC)

Tuesday 28th February 2017
9.00am - 1.00pm, C120 (BOC)

Wednesday 29th March 2017
9.00am - 1.00pm, St Michaels G7 (BRC)

Wednesday 12th July 2017
9.00am - 1.00pm, University House 13 (BOC)

Health, Safety and Environment Induction

1,000 
Green
Points!

Field/Business Trip Risk Assessment and Guidance
Suitable for all staff members involved in organising field trips or business trips and an 
opportunity to offer feedback on both current and future risk assessment documentation. 
This course, which is facilitated by our Health and Safety Team, is available for individuals as 
well as teams.

Dates

Tuesday 8th November 2016  
2.00pm - 3.30pm, S1 (Tudor Hale) (BOC)

Wednesday 3rd May 2017 
10.00am - 11.30am, Mordington G10 (BRC)

The University is an organisational member of the Hampshire Health, Safety and Environmental 
Group.  The University usually hosts one of these meetings on an annual basis. The meetings are 
arranged to discuss health, safety and environmental topics relating to the self-employed and small/
medium businesses across a wide range of industries.  All staff are able to attend these regular 
monthly meetings which are held around the Hampshire/West Sussex area. 

Further details

Full details of subjects and tickets are available from the Health and Safety Office. For further infor-
mation on the group, please visit www.hhseg.org.uk

Hampshire Health, Safety and Environmental Group
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The aim of this one day course, facilitated by our Health and Safety Team, is to give attendees the 
basic knowledge of first aid skills should they be required in the absence of a qualified first aider.

Course content
• The principles and aims of First Aid
• What to do in an emergency
• Basic life support – CPR 
• Management of the unconscious casualty
• Assessment and treatment of fractures, dislocations, soft tissue injuries, wounds, bleeding and 

burns 
• Assessment and treatment of miscellaneous conditions

Who is this course for?
All employees are encouraged to acquire this skill

Dates

Monday 17th October 2016
9.30am - 4.30pm, John Parry Room 6 (BRC)

Tuesday 20th December 2016 
9.30am - 4.30pm, UH Committee Room 2 (BOC)

Wednesday 15th February 2017
9.30am - 4.30pm, C120 (BOC)

Monday 10th April 2017
 9.30am - 4.30pm,  G229 (BOC) 

Wednesday 2nd August 2017
 9.30am - 4.30pm, St Michael’s F5 (BRC)

Emergency First Aid at Work (1 Day Training)
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7 HEALTH AND SAFETY

For managers to understand what health and safety responsibilities they have in regard 
to maintaining a healthy workforce and safe environment within their Departments.

Trainer
Health and Safety Team 

Dates

Tuesday 17th January 2017
1.00pm - 2.00pm, UH Committee Room 2 (BOC)

Managers’ Responsibilities for Health, Safety and the
Environment 

CIEH Fire Safety Principles Level 2
The Level 2 Award in Fire Safety Principles allows candidates to develop their basic fire 
safety awareness. It is particularly useful for employees who are to have a designated 
responsibility for workplace fire safety, for example as fire wardens, and provides the 
knowledge that will allow them to carry out duties relating to fire safety and emergency 
procedures.

This	qualification	covers	the	following	topics

Who is this course for?
This course is for employees who hope to develop their basic fire safety awareness

Trainer
Anne Canning, Environmental Health and Safety Manager and Kevin Hickman, Health and 
Safety Officer

Further details

Please register your interest in this session by adding yourself to the waiting list on your 
HR self-service or emailing staffdevelopment@chi.ac.uk.

• Causes of fire in the workplace
• Fire hazards
• Characteristics of fire and smoke 

spread
• Fire control methods
• Means of escape
• Fire detection and raising the alarm
• Extinguishing fires

• Fixed fire-fighting systems
• The Regulatory Reform (Fire Safety) 

Order 2005
• Legal duties and penalties
• Fire risk assessment
• Fire safety inspections
• Role of the fire warden
• Induction briefings

Below is the University Health and Safety Training Matrix which aims to help all employees 
know which training is required for their role, and what training is available. The list below 
includes training which is arranged directly with Health and Safety, and information on any 
of the below training sessions not in the staff Development Programme can be obtained 
from the Health and Safety Team.
To arrange training or request further information, please contact the Health and Safety 
Team via email at healthandsafety@chi.ac.uk 

Health and Safety Training Matrix

Managers Admin Staff Academics Technicians Estates

Management Responsibilities

General Health and Safety

Fire Awareness/Warden

DSE Risk Assessment

Abrasive Wheel Training 

COSHH

PUWER/Electricity

Manual Handling

Lone Working/Personal Safety

Noise Awareness

 Health,Safety and Environmental
 Co-ordinators Day

Field/Business Trip Risk 
Assessments

Ladders and Working at Height

First Aid at Work 
(Qualified	First	Aider)

Emergency First Aid at Work
(1 Day Training)

Minibus Driving 

Evac Chair

Environmental Awareness

Save	a	Life	‘Defib’	Training 

                                        Essential                           Recommended                        Optional                                                                   

52 53

https://unchili.webitrent.com/unchili_ess/ess/index.html%23/login
mailto:staffdevelopment%40chi.ac.uk?subject=
mailto:healthandsafety%40chi.ac.uk?subject=


HEALTH AND SAFETY

Health, Safety and Environmental Co-ordinator 
Development Days
The Universities Health, Safety and Environmental Co-ordinators provide a link between Health 
and Safety and the department/building they work in. Carrying out inspections and spot 
checks, they act as the eyes and ears of the Health, Safety and Environmental team ensuring 
issues do not go unnoticed and can be dealt with promptly. 

There will be two Development Days in 2016-17 designed to stimulate and enthuse Co-
ordinators in extending their knowledge of a range of topics that may be relevant to their roles 
to support their managers in ensuring the health and safety of their Departments.

Dates

Tuesday 13th December 2016  
9.00am - 4.00pm, G229 (BOC)

Wednesday 7th June 2017 
9.00am - 4.00pm , John Parry Room 1 (BRC)

This session is facilitated by the Health and Safety Team and is a bi-annual update helping 
to keep up to date with a range of topics that are relevant to the roles of Trades staff and 
Caretakers at the University.

Dates

Trades Update - Tuesday 10th January 2017
9.00am - 12.00noon, UH Committee Room 2 (BOC) 

Caretaker Update - Tuesday 10th January 2017 
1.00pm - 4.00pm, Portakabin Board Room (BOC)

Trades Staff and Caretakers Health and Safety Update

STA
FF D

EVELO
PM

EN
T PRO

G
RA

M
M

E 2016-17

CIEH Level 2 Award in Health and Safety in the 
Workplace
According to the World Health Organisation, health means not only no illness or injury, 
but also the state of complete physical, mental and social wellbeing. Safety means 
freedom from danger or the risk of danger. This course covers some of the most common 
health and safety hazards in the workplace.  An understanding of the principles of health 
and safety will help you to carry out your work activities in a way that protects your own 
health and safety and that of others.  

This	qualification	covers	the	following	topics;

Who is this course for?
This course is for employees who hope to develop their basic health and safety awareness

Trainer
Anne Canning, Environmental Health and Safety Manager and Kevin Hickman, Health and 
Safety Advisor

Further details
Please register your interest in this session by adding yourself to the waiting list on your HR 
self-service or emailing staffdevelopment@chi.ac.uk.

• The principles of health and safety 
and accident prevention

• Health and safety management 
system

• The importance of risk assessment 
as a technique for accident and ill 
health prevention

• Responsibilities placed on 
employers and employees

• The hazard, risk and main causes of 
harm to workers (manual handling, 
hazardous substances, exposure to 
noise and vibration)

• Systems, procedures and rules
• Individual action and how it can 

reduce risks to health and safety
• Workplace equipment and task 

design and the effect on health and 
safety
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7 ENVIRONMENT AND
Sustainability

‘JUMP’ Sustainability and Wellbeing Scheme 
Don’t miss out on being part of the JUMP Scheme, A competitive sustainability and 
well-being scheme with great rewards! Now in its’ third year, Jump is a fun sustainability 
and well-being scheme which enables all staff and students to earn points for “good 
behaviour”! The scheme awards points to individuals which are then totalled to produce 
department scores and has been specifically developed for the University in partnership 
with a company called Green Rewards. Jump operates from a webpage or from an 
App which you can download onto your phone enabling all staff and students access 
through their individual unique code which links individuals to their departments. Once 
you sign up, you will start to earn points for simple activities such as participation in 
University sustainability or well-being events, such as Green Campus Group meetings, 
Work Wonders with your Waste Week, reporting on your recycling activities on a weekly 
basis and energy saving. You can also register for different activities such as walking, 
cycling, using the intercampus buses, or car sharing. As the ethos behind the scheme 
is to reward teams for their combined efforts, you can also gain points for encouraging 
someone else to join in the fun by registering for the scheme; this could be a student in 
your department or maybe another staff member. Remember the more people you have 
participating in your department, the greater chance you have of claiming the top prize!

For further information and support, please contact Kate Cathie, Environmental and 
Sustainable Development Co-ordinator at K.Cathie@chi.ac.uk.

     Support and enhance a 
safe and sustainable working 
environment for staff and 
students

“ “ 
‘JUMP’ Green Oscars Event
Join the list of winners! Throughout the year competitions are held and spot prizes awarded. 
Towards the end of the academic year a “Green Oscars” event will be held to celebrate 
achievements and reward the most successful teams and individuals. Last year’s event 
organised by four of our Event Management students, with a ‘garden’ theme was a huge 
success.  And their branding for the event is now being used as the Jump branding.  Our 
hard-working winners were Academic Quality and Standards winning the prize for the 
department with the most points per head, with IT Services second and Admissions, HR, Estate 
Management and Elior as highly commended.  Music won the prize for the most points for 
the second year running. Individual prizes were won by Jon Grave for the staff member with 
the most points, James Chadburn won the top student prize and Miriam East was our JUMP 
Champion. All won trophies and / or money to spend in the Green Rewards e-shop.

Date

This year’s awards ceremony will be in May 2017

People Strategy 2014 - 2017

New and Improved!
Following feedback from staff and students, this year new features have been added
to Jump to make it even more enjoyable and engaging. There is now a Jump app so 
that you can provide feedback and interact with the scheme through your mobile 
phone or tablet. This semester we have also introduced a challenge section where 
you can work with friends and colleagues to complete challenges such as team 
walks, not using disposable cups or buying bottled water to earn those all 
important bonus points and gain from really working as a team. 

LOOK FOR THE LIGHTBULB!
The JUMP scheme is linked to this staff development programme, where
you see a course with the light bulb icon (right), attendance on this 
course will earn you 1,000 green points.

To find out more about the scheme and start earning points please 
contact Kate Cathie, Environmental and Sustainable Development 
Coordinator - k.cathie@chi.ac.uk.

1,000 
Green
Points 
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We are proud to be a Fairtrade University!
Being a Fairtrade University means that we are helping to support farmers in obtaining a 
fair price for their products. In order to do this we have to continually meet the five goals of 
Fairtrade:

Goal 1: The Students’ Union and the University have signed a Fairtrade policy

Goal 2: Fairtrade products including food and cotton are available for sale in all campus shops

Goal 3: Fairtrade products are served at all meetings and events hosted by the University and 
the Students’ Union

Goal 4: Campaigns are run on campus to increase the understanding of Fairtrade and 
consumption of Fairtrade products

Goal 5: A Fairtrade Steering Group is established, with representatives from the student body, 
University staff and catering or procurement department.

As in previous years, the University will be taking part in Fairtrade Fortnight next year – make a note for 
your diaries!  Keep an eye out for further information on the Staff Intranet.

Dates
Monday 27th February to Sunday 12th March 2017

Fairtrade Fortnight
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‘Put Your Feet to Work Week’ Challenge!
Put your feet to work week is designed to be a quick way to get everyone 
feeling the benefits of walking.

Living streets ‘Put your Feet to Work Week’ Challenge packs contain tips, 
tools and motivating information to encourage all those taking part to 
walk more every day for a week. This could be through walking meetings, 
lunchtime walks, adding more walking time into the commute or simply 
getting up and moving around the office more.

You’ll be provided with materials to monitor and collect information on 
how much walking each participant has managed. At the end of the week 
one participant is rewarded with a £50 voucher as a prize for their walking 
dedication.  

So don’t be a desk jockey, take on our one week walking challenge and walk your way to 
feeling fitter, healthier, happier and being more productive at work. 

Further details

Register for the ‘Put your Feet to Work Week’ Challenge at www.livingstreets.org.uk/
walkchallenge and earn points for your department in the JUMP Scheme. For further 
information and support, please contact Kate Cathie, Environmental and Sustainable 
Development Co-ordinator at K.Cathie@chi.ac.uk.

1,000 
Green
Points!

Work Wonders With Your Waste Week! 
Do you want to learn how the waste materials you generate could help children with 
life limiting conditions, or people with heart problems, or even wildlife? Are you still 
pondering over what items you can put in our bins?

Then come along to our exhibition stands in the LRC at both campuses, pick up freebies, 
play our recycling game and win Fairtrade chocolate  and enter our quiz to win a hamper 
full of sustainable goodies.  

Further details

Starting Monday 10th October 2016 - For further information and support, please 
contact Kate Cathie, Environmental and Sustainable Development Co-ordinator at 
K.Cathie@chi.ac.uk.
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7 ENVIRONMENT AND
Sustainability

Green Campus Spring Fair
As a celebration of our environment and wellbeing, 
the University will be holding a Spring Fair in April 
2017. Following the success of last year’s event, this 
year’s fair will again be organised by some of our 
second year Event Management students as part of 
their course work. The fair will include activities and 
stalls such as the Bike Doctor, healthy foods, plant 
sales, barbecue, book sales, Chichester’s Dogs Trust, 
art workshops, music from our students, RSPB stall 
and Compassion in World Farming stand.

Dates

Wednesday 19th April 2017 
12.00noon - 2.30pm, Bishop Otter Campus

Travelling between Campuses? Try the Uni Flyer!  
The Uni Flyer is a sixteen seat minibus going from campus to campus at the same price 
as the U7 bus, with fewer stops. The service only stops when the University is closed.
Tickets are 60p a journey and can be purchased from the SU shop or at the SIZ at either 
Chichester or Bognor.

The timetable can be found on the Staff Intranet under the ‘More Links’ Button and ‘Bus 
Timetable’ page.

1,000 
Green
Points!

The Green Campus Group was formed in 2007 and is open to all students and staff interested in the 
environment and sustainable development. Currently there are about forty members of the group from 
all sectors of the University community who help to ensure that the right decisions are made to reduce 
the impact of our activities. 

The Green Campus Group meets about four times a year and is involved in running green events and 
projects. Since the Group was formed, it has helped contribute to the introduction of allotments to both 
campuses, the construction of a pond at BRC and the introduction of bat and bird boxes.

Dates

Green Campus meetings are run by Kate Cathie, Environmental and Sustainable 
Development Co-ordinator at will be held at both campuses, via Skype, with 
separate rooms for each campus detailed below.

Wednesday 12th October 2016
10.00am - 11.00am, John Parry Room 3 (BRC) and 10.00am - 11.00am, Portakabin 
Board Room (BOC) 

Wednesday 7th December 2016
10.00am - 11.00am, The Dome 1.03 (BRC) and 10.00am - 11.00am, University House 
2 (BOC) 

Wednesday 15th March 2017
10.00am - 11.00am, The Dome 1.04 (BRC) and 10.00am - 11.00am, UH Committee Room 1 
(BOC)

Wednesday 14th June 2017, 10.00am - 11.00am
10.00am - 11.00am, St Michaels F3 (BRC) and 10.00am - 11.00am, Portakabin Board Room 
(BOC) 

Green Campus Group 

Did you Know?
The University supports a cycle to work 
scheme. This enables staff to purchase a bike 
and cycling accessories tax free using a salary 
sacrifice scheme. So you can cycle to work 
more cheaply, save money by pedalling past 
the petrol station and get fit in the process! 
See here for more details.

1,000 
Green
Points!
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Gain the level 1 Global Teachers Award (GTA) by attending one full day training and 
completing a short assignment.

Course content
This new, nationally accredited award supports you in developing the skills, confidence and 
practical approaches you need to deliver effective global learning and promote informed, 
active Global Citizenship. Topics covered include: 
• What is Global Citizenship and why it is important
• What students think about Global issues
• Promoting critical and creative thinking skills
• Environmental Sustainability: getting beyond recycling - the numerous points of 

intervention
• Cross-curricular topic work
• Charitable giving / fund-raising
• Identity and Diversity
• Guidance on how to gain GTA accreditation

Learning outcomes
• Engage in activities that promote critical thinking skills
• Discuss contested and complex global issues and how to address them
• Explore their attitudes towards issues of identity
• Think about instances of stereotyping of different people and places and how they can be avoided
• Look at some practical ways of introducing Global Citizenship into the workplace / classroom. 
• Learn what some pupils think about global issues
• Build confidence as to the language they might use to describe difference without unwittingly 

offending people
• Start to explore strategies they can use if they encounter discriminatory remarks

Further details

Please register your interest in this session by adding yourself to the waiting list on your HR self-service or 
emailing staffdevelopment@chi.ac.uk

New Global Teachers Awards

1,000 
Green
Points!
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Chartered Institute of Environmental 
Health Level 2 Award in Environmental 
Principles and Best Practice
This qualification has been created to provide an awareness of key 
environmental concepts and an introduction to environmental management 
systems.

Course content
• The qualification covers the following topics:
• Environmental impacts and sustainability
• Understanding environmental aspects
• Principles of environmental law
• Energy use and carbon management
• Resource efficiency and waste minimisation
• Water management
• Pollution prevention and emergency planning
• Environmental management systems

Learning outcomes
• Identify primary local and global environmental impacts of their organisation
• Understand key terms and definitions of pollution
• Learn basic principles, key concepts and importance of environmental law
• Identify the link between their jobs and a range of environmental impacts
• Understand business benefits of adopting an environmental management system
• Identify key issues related to energy use and carbon management, waste minimisation, 

water use, pollution and emergency planning

Who is this course for?
All members of staff whose activities have a significant impact on the environment or 
supervisors or managers who are being introduced to environmental issues for the first 
time.

Further details

Please register your interest in this session by adding yourself to the waiting list on your HR self-
service or emailing staffdevelopment@chi.ac.uk

1,000 
Green
Points!
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7 LEADERS, MANAGERS 
(and those aspiring to be)

Succession Planning: What is it?
Succession planning focuses on developing employees’ skills and experience in anticipation of the 
skills required for a future role, for example as a Head of a Department or senior manager, and to fill 
other ‘business-critical’ positions i.e. those that are instrumental in delivering corporate priorities or 
achieving operational and strategic goals, or those with particular elements of expertise that would 
be difficult to cover, either in the short or the longer-term. Succession planning allows for knowledge 
transfer and supports individuals to realise their career plans and aspirations. It also provides stability 
in leadership and other critical positions to ensure uninterrupted delivery of services to students, staff 
and stakeholders. 

Succession planning has been raised as a strategic issue in order to ensure that there is sufficient 
support available to meet University requirements and to proactively plan for and develop potential 
successors, enabling employees to become ‘the best they can be’ to get ready for emerging 
opportunities. Succession planning is also part of strategic and departmental planning and PRDP 
(Performance Review Development Plan) processes and is highlighted as a key theme in the 
University’s People Strategy (Theme One: Future Sustainability). It is the role of every manager to help 
their staff develop their fullest potential by challenging them and building their leadership and/or 
managerial capabilities. 

Effective leaders and managers are capable of aligning and motivating their staff and/or colleagues 
to deliver the University’s strategic priorities.  At Head of Department level (or equivalent), leaders 
must be both interpreters of organisational strategy and authors of departmental strategy, making 
decisions and operating internally and externally with enough flexibility to adapt to a changing 
environment. 

All staff have a role in supporting the University’s People Strategy: ‘Working for our Future’ which 
describes the characteristics of all staff as:

• Working ‘for’ the University rather than ‘at’ the University
• Committed to widening participation and diversity
• Understanding of the collegial environment and its importance
• A student-centred approach in all things
• Commitment to innovation
• Willingness to work as part of ‘tight-teams’, accepting personal responsibility and supporting 

others
• Flexible over role
• Accepts need for feedback on performance and personal development

University’s People Strategy

Strategic Planning and Decision Making
Providing a vision and direction to the department/team and helping staff to make the link between their 
objectives and the University’s strategic priorities.

Leading People
Effective leaders let others succeed.  They nurture, encourage and support people to achieve a sense of 
commitment to the goals of the team/department.

Motivating and Managing Staff 
Engaging with staff, listening and responding effectively to their views, being able to adopt a range of 
leadership styles as appropriate to the situation. 

Developing Others
Supporting staff to make a full contribution; providing coaching and mentoring support; valuing both the 
diverse skills in the team and utilising them to maximise the goals and objectives of the department. 

Leading People Through Change 
Effectively communicating plans, developments, changes and challenges for the team; supporting staff 
during change; managing expectations and providing clarity and guidance. 

Collaborative Leadership
Building effective relationships with colleagues across the University, demonstrating sensitivity and respect 
for different professional expertise; seeking opportunities to work with each other, increasing efficiency, 
recognising the local, reigional, national and/or international context and the potential for external 
partnerships. 

Key Leadership Capabilities...
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(and those aspiring to be)

Talking Heads
Talking Heads provides all Heads of Departments (professional services and academic) with an 
informal space to share good practice and ideas. Talking Heads runs 4 times a year and will usually 
last for an hour.

The groups will be self-led and as well as an informal discussion with colleagues over lunch, each 
event will be focused around a particular topic, decided by the group in advance. Participants will be 
free to offer their thoughts and suggestions around each discussion topic as well as hear how others 
are dealing with similar matters; disseminating good practice and sharing ideas. Invites will be sent 
out to Heads of Department directly. 

We will be looking to create similar forums for other groups of staff throughout the academic year 
to provide informal spaces for networking and staff development. If you are interested in similar 
opportunities to the above, please contact staffdevelopment@chi.ac.uk to help us identify interested 
groups of staff.

Mark Wilson is a trained Coach who has worked with various groups and individuals at the 
University for the past seven years. He is an Associate of the Association for Coaching UK.  

If you would like to participate in one-to-one coaching sessions, please contact Elisabeth Whitaker, 
Director of Human Resources, on 01243 816119 or E.Whitaker@chi.ac.uk, in the first instance.  
Appointments can be directly made with Mark Wilson.  

The University will financially support up to six one-to-one coaching sessions and thereafter any further 
sessions can be arranged privately with Mark should they be required. Coaching will be undertaken 
through the established protocol of absolute confidentiality.

The Coaching Service

Coaching for Effective Professional Dialogue
Coaching is about finding the clarity within a situation so that we can identify choices and 
make the decisions that will bring about the change we want to see. This programme, which 
is facilitated by Mark Wilson, will look at the nature and process of coaching as well as the 
means by which participants will be able to make use of it in their day-to-day engagement with 
colleagues, students and staff. This is not about how to become a coach. Rather, the course 
aims to provide an understanding and experience of the range of skills that can then be made 
use of either within a coaching session or, less formally, within an ordinary conversation. The 
course has three elements;

1.  The three-hour introductory session will look at both the theory and application of 
coaching, when and why it might be employed and what its impact can be. The work will be 
mainly in pairs.

2. Following the introductory session, each coaching pair will timetable and run their own 
coaching conversation time-table. It is hoped that each pair will manage to run at least three 
sets of conversations

3. Each member of the group will have four, fifty-minute meetings with Mark Wilson 
scheduled over the next two/three months. Appointments will be agreed between individual 
participants and Mark Wilson.

It is assumed that these meetings will mainly involve coaching conversations, so providing an 
experience of coaching first-hand. These conversations will focus upon any topic the participant 
chooses to present, one of the key protocols of the coaching process, along with absolute 
confidentiality, being the participant’s full control of the direction, pace and content of the 
conversation. 

Dates

Thursday 12th January 2017 - 9.30am - 12.30pm, Portakabin Board Room (BOC)
Tuesday 16th May 2017 - 9.30am - 12.30pm, The Dome 1.01 (BRC)

Please note that after introduction sessions, each delegate will have four, fifty-minute 
meetings with Mark Wilson scheduled over the next two/three months.

NEW!
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The ability to work well in a team has become a standard requirement for virtually every organisation. 
Successful team work is not just about bringing together a group of people and hoping that they’ll 
‘gel’. Teams evolve and grow and there are things that those within and leading teams can do to help 
them work more productively. This fast paced and lively workshop, delivered by Matt Simkin from 
McCrudden Training, encourages you to think about your team and the people in it. 

The sessions covers
• The differences between a group and a team, and how they evolve
• Working in and Leading Teams
• Individuals within teams (strengths, allowable and non-allowable weaknesses)

Dates

Wednesday 25th January 2017
9.30am - 12.30pm, UH Committee Room 2 (BOC)

Building Team Cohesion

LEADERS, MANAGERS 
(and those aspiring to be)

Facilitated by Esther Smith from TLT Solicitors, this session runs through the basic knowledge of 
sickness absence and how to support the wellbeing of staff. This session takes you through the Equality 
Act and support for ‘reasonable adjustments’ for staff. Areas also covered in this training are How to act 
on advice indicated in a Statement of Fitness for Work (Fit note); Dealing with altered working patterns 
following a period of sickness absence e.g. amended duties/hours, phased return and workplace 
adaptations; The role of Occupational Health in supporting health and wellbeing; Dealing with difficult 
and complex cases (working through a scenario).

By the end of this session, you will
• Be more confident about managing and supporting sickness absence
• Feel comfortable conducting return to work interviews
• Have increased awareness of what might be considered a disability and/or what might constitute a 

reasonable adjustment
• Be more familiar with the legislation in relation to absence due to ill-health

Dates

Wednesday 18th January 2017
9.30am - 12.30pm, John Parry Room 5 (BRC)

How to Manage Sickness Absence

NEW!
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How to Manage Disciplinary, Capability and 
Grievance 
Hopefully, disciplinary and capability issues do not arise very often - but when they 
do, there are a number of legal pitfalls to avoid. It is important that managers know 
how to deal with these issues fairly and in accordance with the correct procedures. This 
workshop run by Esther Smith from TLT Solicitors will be on hand to share her knowledge 
and experience, meaning that by the end of this session, participants should be able to 
understand the key steps in the disciplinary and capability process and also conduct a 
hearing with confidence.

During this session, delegates will
• Look at the types of issues which should be dealt with under the disciplinary and 

capability procedures
• Discuss how to deal with situations which can arise during the process
• Conducting a grievance hearing and working towards a solution

Dates

Wednesday 22nd March 2017
9.30am - 12.30pm, UH Committee Room 2 (BOC)
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Managing Budgets (ABW Reports) Training
This course, facilitated by Brad Ferrett - Head of Management Accounts and 
Procurement, is ideal for those that need to raise purchase orders or need the 
knowledge and understanding of the finance system, and the administration required 
to process an order for goods or services. The course is also very relevant for budget 
holders who will only approve purchases, but would like to have a greater understanding 
of the Agresso Business World system.

Dates

Thursday 3rd November 2016
2.00pm - 4.00pm, UH Committee Room 2 (BOC)

Managing Change
Managing Change looks at the nature of change and our responses to it. This is as 
much for groups facing change as it is for leaders involved in initiating change within 
their teams and is more than learning how to ‘put up with the inevitable’. This session, 
facilitated by Mark Wilson, is about developing an approach and strategies that can re-
order our view of change in ways that can lead us towards a sense of ‘doing’ as opposed 
to feeling ‘done to’. After attending this session you will have the acquisition of a set of 
strategies through which you can manage your own response to change that can be put 
into immediate effect.

Learning outcomes
• A more empowered response to change
• The acquisition of a set of strategies through which we can manage our response to 

change that can be put into immediate effect

Dates

Thursday 24th November 2016
9.30am – 11.30am, Mordington G10 (BRC)

Thursday 4th May 2017
9.30am – 11.30am, UH Committee Room 2  (BOC)

This course, facilitated by	Sue	Slade	-	Human	Resources	Officer,  is relevant to all managers and 
staff who are likely to be involved in recruiting staff to the University. It takes you through the basics 
of recruitment and selection, enabling you to feel confident if you are asked to shortlist applicants, or 
perhaps sit in on an interview panel.

Learning outcomes
• A full understanding of the recruitment approval process, and how to create accurate Job Profiles
• To gain the skills to ensure you are able to shortlist and interview candidates effectively 
• To ensure all recruitment is conducted fairly, is non-discriminatory and in line with the University’s 

policies and practice

Dates

Recruitment and Selection of Staff

Friday 7th October 2016
9.30am - 12.30pm, Portakabin Board Room (BOC)

Friday 9th December 2016
9.30am - 12.30pm, UH Committee Room 2 (BOC)

Friday 20th January 2017
9.30am - 12.30pm, Mordington G10 (BRC)

Friday 24th March 2017
9.30am - 12.30pm, Portakabin Board Room (BOC)

Thursday 15th June 2017
9.30am - 12.30pm, Mordington G10 (BRC)
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LEADERS, MANAGERS 
(and those aspiring to be)

Chartered	Management	Institute	Qualifications
We offer a wide range of CMI (Chartered Management Institute) qualifications which are 
available to all University staff as an in-house programme of study, taking place at our Bognor 
Regis Campus and usually lasting a few days for each module studied.  Study leads to a 
nationally recognised CMI qualification and is an excellent stepping stone to becoming a 
better manager. It shows your intention to become more professional and to develop your 
management skills. 

Award	or	Certificate?
Award - Our Level 3 Award in First Line Management provides an introduction to the skills, 
roles and responsibilities of this management area. It will also develop your basic knowledge by 
focusing on the development of specific management skills. The Award Requires one unit to be 
completed

Certificate - A more extensive qualification, our Level 3 Certificate in First line Management 
gives you a broader knowledge of effective management skills while focusing on the specific 
management areas appropriate to you and your workplace. The Certificate requires two units to 
be completed.

Further Details

For full details on any of the modules listed above, or for more information please contact staff 
development@chi.ac.uk or Business-School@chi.ac.uk. Delegates must attend all sessions in order to 
obtain their qualification.  Please note, there will be a cost for these courses which will be recharged to your 
department.
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PRDP – Effective Feedback and Meeting 
Aims/Objectives
Crucial skills for managers and leaders include achieving goals through others, motivating 
and inspiring their team, and (here’s the tricky bit) giving feedback to address under-
performance. These are all essential elements of a performance system, but one’s involve 
considerable expertise on the part of the manager.  

In this short, fast-paced workshop, delivered by Matt Simkin from Mccrudden Training, 
you’ll learn;
• Setting powerful objectives and becoming more Feedback FRANK™
• Explain the principles and benefits of performance management and reviews
• Apply a 6 step strategy to setting meaningful C-SMARTER objectives
• Structure and deliver timely, effective feedback

Dates

Wednesday 25th January 2017
1.30pm - 4.30pm, UH Committee Room 2 (BOC)

NEW!

PRDP is the University’s performance review process that involves staff, including those in fixed-
term appointments who have successfully completed their probationary period (i.e. after a period 
of at least six months in continuous employment). PRDP is a mandatory and continuous process 
of plan-review-appraise-re-plan which provides an effective tool for personal career development 
and supports the delivery of University priorities. PRDP helps to ensure that the University’s aims 
and objectives are met by relating strategic and operational plans to the role and contribution of 
each individual. The review process is firmly based on the premise that all staff perform their work 
better, and with greater job satisfaction, when they receive support and guidance to achieve agreed 
objectives, and have the opportunity to discuss and agree what is expected of them.

Further details 

Elisabeth Whitaker, Director of Human Resources faciliates this one-to-one session, please 
contact staffdevelopment@chi.ac.uk to arrange.

Performance Review Development Plan (PRDP) 

Course content
• Principles, benefits and general 
      good practice
• What to expect in your appraisal

• Setting clear goals and objectives
• Giving effective feedback
• Using the paperwork
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RESEARCH 

Development and Training for Researchers 2016- 17
At each stage of our careers we can benefit from appropriate training and development. This might be 
formal or informal, structured or experiential, delivered in person, in groups or online. The development 
and training programme for researchers is seeking to provide relevant opportunities for every academic 
at each stage of their career. Furthermore, the University has mapped its practice against the Concordat 
to Support the Career Development of Researchers which sets out the expectations and responsibilities of 
researchers, their managers, employers and funders in the UK. 

Since 2015 we have been a subscriber to Vitae, the national researcher development organisation who 
oversee the Researcher Development Framework. Further information can be found later in this section. 
We are very grateful for contributions made by academic colleagues to the delivery of the development 
programme for Researchers as it would not be possible without them. 

Booking and cancellation 
Normally sessions will only run if they have a minimum of three people registered to attend, unless 
stipulated otherwise. This is to ensure that participants get the most out of the sessions which are often 
interactive and discursive. Please register your interest via HR self-service: https://unchili.webitrent.com/
unchili_ess/ or by emailing staffdevelopment@chi.ac.uk. If you need to cancel please do so at your earliest 
opportunity. Please note that if you have a particular training/development need or would like one of the 
sessions to be run at a different time/venue then do please get in touch with Dr Chris Machell, Research 
Development Officer at c.machell@chi.ac.uk and we will see what we can arrange. 

Summary of Standalone sessions
• Research Ethics and Integrity
• Research Data Policy and Practice
• Introduction to Public Engagement
• Developing Skills in Public Engagement
• Independent Chair Training 
• Introduction to Research Impact 
• Advanced Research Impact Training with Professor Mark Reed
• Open (Access) Research and the University’s Eprints Repository
• Preparing to be a Research Degree Examiner or Assessor
• SPSS for Statistics in Research  
• Introduction to Endnote Bibliographical Software 
• Introduction to Intellectual Property 
• PhD Supervisor Training 
• Annual Online PhD Supervisor Training

Further Details

Please register your interest in these courses by adding yourself to the waiting list on your HR self-service or 
emailing staffdevelopment@chi.ac.uk.
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Research Ethics and Integrity
Course format 
Facilitated group discussion, consideration of case studies and informal presentation of information. 

Course content 
For all staff and PGR students, this course will explore various aspects of ethics in research will 
alongside a practical consideration of the University’s Research Ethics Policy and ethics review 
process for staff and research students with a focus on changes introduced to the policy over the 
summer and their implications. In small groups we will look at case studies that draw out issues 
that often arise as part of academic and/or student research with the aim of increasing awareness 
of common ethical issues and increasing confidence in applying the Policy. The session will also be 
of interest to programme or module coordinators with oversight for undergraduate independent 
research projects. 

Learning outcomes 
• Enhanced understanding of the University’s Research Ethics Policy and the process of ethical 

approval as well as the values and principles that underpin them
• Awareness of how common ethical issues in academic and student research can be addressed
• Increased confidence in applying the categorisation system defined in the Research Ethics Policy

Trainer
Dr Chris Machell, Research Development Officer

Dates

Wednesday 9th November 2016
1.30pm - 3.30pm, E124 (BOC) 

Wednesday 8th March 2017
1.30pm - 3.30pm, C120 (BOC) 
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This session, for all staff and PGRs will take the form of a facilitated group discussion. The 
Concordat for Engaging the public with Research will be discussed, and materials for further 
development and training will be shared.

Learning outcomes 
• To better understand what Public Engagement means
• To be able to use a range of Public Engagement practices in research
• To be able to marry public engagement activities with the needs of the formal requirements of 

the REF and the Impact agenda

Trainer
Dr Chris Machell, Research Development Officer 

Dates

Friday 7th April 2017
2.00pm - 3.00pm, University House 4 (BOC)

Introduction to Public Engagement

An interactive workshop-based session for all staff and PGRs designed to enhance researcher’s 
public engagement skills and understanding. 

Example topics include:
•  Impact
•  Quality Engagement
•  Creative Evaluation Methods
•  Engagement Skills
•  Hosting Excellent Events
•  Engagement across disciplines

Learning outcomes 
•  Develop new skills in public engagement
•  Reflect on ways to enhance public engagement activities with your current research activities
•  To consider how public engagement may shape future research activities and trajectories

Dates

An external trainer will run a session in Semester 2, following ‘Introduction to Public Engagement’.

Developing Skills in Public Engagement 

RESEARCH 
Facilitated group discussion, consideration of case studies and informal presentation of information

Course content 
For all staff and PGRs, this course will discuss the University’s Research Data Policy alongside RCUK’s 
recently-published Concordat on Open Research Data, with practical consideration of how these 
documents affect the data gathering, storage and dissemination practices of researchers. The session will 
be of interest to anyone working with sensitive or confidential data, or who is working with data gathered 
from social media. 

Learning outcomes 
• A working understanding of the University’s Research Data Policy and the Concordat on Open 

Research Data 
• To consider the longer-term implications of the open data agenda for one’s own research
• Introduction to data management plans and their application in research funding bids
• Confidence in good data practice

Trainer
Dr Chris Machell, Research Development Officer 

Dates

Monday 20th February 2017
2.00pm - 3.30pm, University House 4 (BOC)

Research Data Policy and Practice Training
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RESEARCH
Introduction to Research Impact
An introduction to the still-developing research impact agenda. Debunking common 
misunderstandings of impact. Drawing from definitions and criteria used by the Research 
Council and the Research Excellence Framework and applying them to our own research. 
Understanding pathways to impact, interim impacts, ways in which impact might be evidenced 
and how to build impact into your research from the outset. 

Learning outcomes 
• A clear understanding of how the term ‘research impact’ is used in HE and what it means 

for research
• Approaches to identifying and developing impact opportunities within our own research

Trainer
Dr Chris Machell, Research Development Officer

Dates

Tuesday 13th December 2016
1.00pm - 2.30pm, L06 (BOC)

Course content 
An informal presentation and facilitated group discussion:
• Exploring the role of the Independent Chair in the PhD viva setting
• Reflecting on the appropriate regulations, University guidance and custom and practice

Learning Outcomes 
Clear understanding of the role of Independent Chair and preparedness to undertake the role. 

Trainer
Dr Andy Dixon, Director of Research and Examiner

Dates

Please register your interest in this session by adding yourself to the waiting list on your HR self-
service or emailing staffdevelopment@chi.ac.uk.

Independent Chair Training
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Advanced Research Impact Training with 
Professor Mark Reed
A	day-long	agenda	comprising	of	five	workshops	on	the	following
• 5 ways your research can make a bigger impact (presentation and case studies)
• Identifying your stakeholders and publics
• Planning for impact
• Social media for research impact
• Designing and facilitating workshops with those who are interested in or might use your 

research

Learning outcomes 
• An in-depth understanding of how to increase the impact of your research
• How to use social media as an effective tool for increasing and sustaining impact
• Understanding the role of stakeholders in impact and how to increase the likelihood of 

stakeholder investment

Trainer
Professor Mark Reed

Dates

Date TBC
9.30am – 4.00pm, Venue TBC (BOC)
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Preparing to be a Research Degree Examiner or 
Assessor
Course content 
• Exploring the role of the MPhil/PhD examiner and/or upgrade assessor
• Understanding the assessment/examination requirements 
• Strategies for examining theses and also the viva examination
• Avoiding and managing difficult situations 
• Reflection on the appropriate regulations and University guidance 

Learning outcomes 
Clear understanding of the role of research degree examiner and preparedness to 
undertake the role. 

Who is this course for? 
This session is for academics who are likely to be asked to examine and/or assess 
research degrees at MPhil and/or PhD level. It is also relevant for those who are going to 
be upgrade assessors. 

Trainer
Dr Andy Dixon, Director of Research together with an experienced examiner

Dates
Please register your interest in this session by adding yourself to the waiting list on your HR self-
service or emailing staffdevelopment@chi.ac.uk.

The site is available for anyone to search or browse here. Login with your usual University 
network username and password. 

For links to depositing guides, FAQ, help with copyright compliance etc. visit the EPrints 
Repository Moodle. 

Further details
Register your interest via HR self-service. For more information about EPrints or for help with a 
specific issue, email the LRC via eprint@chi.ac.uk.

Already know about EPrints and Open Access? Keen to 
just get using the system? Want to see what research is 
already included?

Open (Access) Research and the University’s Eprints 
Repository
Explore the Open Access debate, learn about ‘Green’ and ‘Gold’ open access and what they 
mean for researchers and publishers. Discuss how Open Access can assist the development of 
your own research, and learn how using the University of Chichester’s E-prints repository can 
help achieve your aims. 

The second half of this session is practical, you will be guided in uploading some of your 
publications to E-Prints in a workshop setting. 

Learning outcomes 
• Introductory understanding of the Open Access debate and what it means for your own 

research 
• Knowledge and skills to use and upload your own items to the University E-Prints repository

Who is this course for? 
This course is primarily for academic and research staff, but can also be tailored for 
department administrators, research centres and postgraduate research students on request. 

Trainer
Dr Chris Machell, Research Development Officer

Dates
Please register your interest in this session by adding yourself to the waiting list on your HR self-service or 
emailing staffdevelopment@chi.ac.uk.
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RESEARCH

Nvivo is a piece of software that enables users to conduct qualitative analysis on not just text files but 
pictures, audio and video recordings, and data from various internet sources. Around a central storage 
system are a huge variety of tools that can help a researcher carry out an analysis. However central to 
working with the system is the ability to get your data into NVivo, to be able to make notes associated 
with it and to be able to code. This will include working with pictures, video and audio.  This course is an 
introduction to this complex and powerful tool.

Learning Outcomes 
• To discover what NVivo is and its uses
• How to use NVivo to improve the quality of your research

Dates

Please register your interest in this session by adding yourself to the waiting list on your HR self-service or 
emailing staffdevelopment@chi.ac.uk.

Using NVivo

Introduction to EndNote Bibliographical Software
Course content 
• Understanding the advantages of using reference management software 
• How to create an EndNote library 
• Understanding how to manually add references to a library using the appropriate reference 

type and how to import and export references to a library 
• Understanding how to use Word and EndNote together to manage references whilst writing 

Learning outcomes 
Attendees will learn the benefits of using EndNote to manage bibliographies and references. By 
the end of the session, after assisted hands on experience you will be able to set up an EndNote 
library and present references using appropriate reference types.  

Trainers
Ann Jones and Janet Carter, Subject Librarians 

Dates

Wednesday 26th October 2016
10.00am - 12.00noon, IT Study Room 1 (BRC)
1.00pm - 4.00pm, LRC Training Room (BOC)

Thursday 3rd November 2016
12.00noon - 2.00pm, LO3 (BOC) 

STA
FF D

EVELO
PM

EN
T PRO

G
RA

M
M

E 2016-17

SPSS for Statistics in Research Training 
There are five different workshops available under the topic of SPSS. These are: 

Getting started with SPSS 
Do you feel a need to use SPSS but have little or no confidence in your ability to enter data 
or begin to use the analysis tools? If so then this session is for you. The session will be a 
practical introduction to the use of SPSS and some consideration of the application of the 
analysis tools to the individual contexts of those attending the session. 

Using SPSS for descriptive statistics 
This session assumes you know how to enter data into an SPSS data sheet, or import it from 
other sources. We will look at the range of descriptive statistics that SPSS offers and how to 
use the package to compute them in the most appropriate ways for your work. We will also 
check that you know when each different type of description is suitable. 

Conducting difference tests on SPSS 
If you work with experimental or quasi-experimental data where you need to evaluate 
group differences then this session is for you. We will look at the circumstances when 
different tests are appropriate and try out the tests. Importantly, we will also consider how 
results should be reported and interpreted. 

Simple statistical modelling (correlation and simple regression) 
Observational studies that generate quantitative data are often suitable for correlational or 
regression analysis. This session will explore different ways of using SPSS to analyse data 
for relationships and predictions of outcomes. 

More advanced statistical modelling 
This session will extend the correlation and regression analysis form the previous session 
and look at specific situations where specialist modelling and regression tools could be 
appropriate. 

Trainer 
Dr Bev Hale, Principal Lecturer in Learning and Teaching 

Further details

Please register your interest in this session by adding yourself to the waiting list on your HR self-
service or emailing staffdevelopment@chi.ac.uk.
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In addition to the standalone sessions we are organising a research training day for January 2016. 
This was a great success in 2015 with over 50 people attending and contributions from colleagues 
across a range of topics. 

The day will feature a programme of sessions; some will be targeted at specific research 
career stages and some will be relevant to all. The programme is informed by the Researcher 
Development Framework and will draw on experienced external trainers and/or facilitators as well 
as in-house expertise. There will be information sharing, group work and discussion as well as an 
opportunity to network with your colleagues. 

Sessions at previous researcher development days include: Working with the media, public 
engagement, research integrity, working with policymakers, research planning, leveraging online 
resources, editing books/journals, setting up/running a research centre, exploiting intellectual 
property, and leading research, Open Access, PhD student supervision and Research Data (public 
access). 

Dates

Thursday 12th January 2017
Time TBC, H144 (BOC) 

Readers and Professors
Readers and Professors are invited to join the Director of Research in facilitated discussions around 
their role in research leadership and to identify specific development needs pertinent to their career 
stage. If any Reader or Professor would like to receive training in coaching then they should get in 
touch with Dr Andy Dixon in the first instance. 

Researcher Development Day

Introduction to Intellectual Property Training
Intellectual property law protects the legal rights of creators and owners in relation to 
intellectual creativity. Intellectual Property Rights (IPR) are, broadly, rights granted to creators 
and owners of works that are the result of human intellectual creativity. These works can be in 
the industrial, scientific, literary or artistic domains. Examples include inventions, manuscripts, a 
suite of software, or a business name. The University has different arrangements for Intellectual 
Property for its staff and its students. 

Learning outcomes 
A basic understanding of the four main types of intellectual property rights, (patents, 
trademarks, designs and copyright), and how the University’s approach to Intellectual 
Property relates to you. 

Trainers
Dr Andy Dixon, Director of Research

Dates

Monday 7th November 2016
10.00 - 12.00noon, John Parry Room 4 (BRC)

Friday 2nd December 2016
2.00pm - 4.00pm, University House 11 (BOC)

Development and Training available at other HEI’s
The University is a member of the Consortium for Research Excellence, Support and Training 
(CREST) and therefore has free access to a range of different research skills seminars held at the 
campuses of other CREST members. 

Previous	events	have	included;
• The National Centre for the Study and Prevention of Violence and Abuse (NCSPVA) Domestic 

Violence Training Programme
• Working with E-prints to implement an open source approach to RDM in the visual arts 
• Doctoral training sessions in quantitative and qualitative research methods
• Other events will be publicised through the CREST website and the Research Moodle

Further details

If you are interested in participating in one of these skills seminars, please contact Tijana Close 
at CREST in the first instance. CREST operates a mobility scheme that can provide funding for 
individual academics at CREST member institutions to travel to CREST coordinated events at 
other venues. Tijana Close Network Officer CREST Research Network www.crest.ac.uk 020 7529 
8796 (Direct) 020 7387 7711 (Office) tijana.close@crest.ac.uk.
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Supervision of PhD Students
This programme has two strands that cover the communication of important basic information 
about supervision, keeping colleagues up to date and providing developmental peer group 
work that enhances supervisory practice and reinforces the supervision culture across the 
University. 

i. PhD supervisor training (prior to starting research supervision and repeated every 3 years for 
all active supervisors) 
ii. PhD supervisor online training: annual refresher for all active supervisors (online) 

Course Content
• Responsibilities of the supervisor and good practice in supervision
• Key administrative processes relating to postgraduate research 
• Monitoring and reporting on progress 
• Enhancing the student experience 
• Equality and Diversity and Health and Safety 
• International students (including Visa related issues) 
• Overview of other University services relevant to PGR support 

Every research supervisor must attend this course every three years to ensure they are fully up to date with 
the Code of Practice, Regulations and changes in the sector (e.g. UK Visa and immigration requirements, 
open access, changes to the QAA Quality Code). 

Learning Outcomes 
To impart to new research supervisors their responsibilities with regard to supervision and to equip them 
with the knowledge and basics of good practice to supervise research students as part of a supervisory 
team. 

Trainers
Dr Andy Dixon, Director of Research and Sophie Butler, Research Office

If you have a query about the content of this programme then contact Dr Andy Dixon (a.dixon@
chi.ac.uk) 

Date

Thursday 20th October 2016
9.30am - 12.30pm, UH Committee Room 1 (BOC)

PhD Supervision Training
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This programme covers similar material as the three-yearly basic supervisor training. It uses 
an online questionnaire with links to reference material (including the University of Chichester 
Regulations and Code of Practice and the Vitae Researcher Developer Framework (https://www.
vitae.ac.uk/researchers-professional-development). There will be a particular focus on any changes 
to Regulations and Code of Practice, supporting the development of the student and the on-going 
responsibilities of the supervisor. The questionnaire will take no longer than 30 minutes. Some of the 
material will be presented as multiple-choice questions and colleagues will be expected to answer at 
least 80% of the questions correctly. 

Learning Outcomes 
To ensure that existing research supervisors keep up to date with any changes to Regulations 
and Codes of Practice, new initiatives in training and that they remain acquainted with essential 
procedures and processes relating to the supervision of research degree students. 

Further details

The Research Office Team will coordinate the registration and completion of this course. The 
programme is an online course. The URL and log-in information will be sent to all active supervisors 
on an annual basis. 

If you have a query about the content of this programme then contact Dr Andy Dixon 
(a.dixon@chi.ac.uk) 

Annual Online PhD Supervision Training
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The Researcher Development Framework articulates the knowledge, behaviours and attributes 
of successful researchers and encourages them to aspire to excellence through achieving higher 
levels of development. The framework is a comprehensive new approach to enhancing the careers 
of researchers. It was developed by and for researchers, in consultation with academic and non-
academic employers. 

Primarily, the framework is designed for
• Researchers within Higher Education to evaluate and plan their own personal, professional and 

career development
• Managers/supervisors of researchers in their role supporting the development of researchers 
• Trainers, developers, human resources specialists and careers advisors in the planning and 

provision of support for researchers’ development 
• Institutions in making decisions about their strategic approach to development of researchers 

The framework will also be of use for
• Funders of researchers and other stakeholders with an interest in the development of 

researchers
• Non-Higher Education employers in identifying the benefits of employing researchers
• People interested in training as a researcher or researchers looking to move into Higher 

Education from other sectors

How do I use it? 
The University has a limited number of licenses for individuals to use the RDF Planner online tool. 
This tool allows individuals to explore options for development, to plan development actions and 
to log their progress. If you’d like to explore the RDF Planner tool and what it can do for you then 
contact research@chi.ac.uk. 

Vitae
The University subscribes to Vitae the pre-eminent researcher training organisation in the UK.  Vitae 
operate the Researcher Development Planner they also have lots and lots of accessible and usable 
training materials.  All members of the University can register to the Vitae site with their University of 
Chichester email address. https://www.vitae.ac.uk/membership/register

Research Development Framework - What is it?

88 89



RESEARCH

Researcher Development Awards 2016-17
The aim of the Researcher Development Awards is to support researchers to make a step change 
in their research activity, to develop as future research leaders so that they meet and potentially 
exceed the threshold for Goal 3 of the University Strategy (2020 Vision) and to enable them to 
aid their colleagues in doing so too. 

Individuals or groups
The scheme is primarily targeted at supporting individuals in their development as a researcher 
and as catalysts within their department for researcher development more broadly, however, it 
is recognised that in some cases small teams (up to three people ) may wish to apply collectively 
for a single award. In such cases the team need to justify how the award will support their 
development as individual researchers and as a team of researchers and describe how the limited 
funds will retain their impact whilst spread more thinly. 

What does the Award provide?
Each award is for a maximum of £10k over 2 years (e.g. £5k per year).  If an award is made to a 
group bid, the maximum award is still £10k over 2 years i.e. it is spread across the group.
In the first round up to 12 awards will be made. The precise number will depend on the quality 
of the applications and the outcome of the current University level budget planning process.
In addition, those in receipt of RDAs will receive training and development as a cohort. The precise 
content of the training programme will be agreed with the cohort at the start of the academic 
year.  Awardees are required to commit to participating in cohort training/development events. 
It is expected that this will no more than 3-5 days of time in each year and it may include a 
residential training course with one or two nights away. 

What can the award be spent on?
The awardee has the freedom to spend the money on those things that they need in order 
to develop their own research and to develop as a researcher.  All expenditure should be in 
accordance with the normal procedures and policies for expenses and procurement and the 
Financial Regulations.  Some of the money may be used for teaching buy-out, however, if this is 
the case then it should be clear in the application that the student experience will not be harmed 
or diminished as a result.

Criteria
In order to be awarded a Researcher Development Award an applicant  must meet the following 
criteria:
• Demonstrate awareness and understanding of their own research career trajectory, where 

they are now and where they hope to be at the end of the award and in five years’ time
• Demonstrate a broad awareness and understanding of research in their department, the 

departmental plan for research, and their colleagues own trajectory to meeting Goal 3 of the 
2020 Vision
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• Have a detailed plan of activities for the two years of the award and an outline plan for 
the three years that would follow. The plan should include:

• Research activities
• Research outputs and dissemination (including deposit of items in the 

repository)
• Plans for research bidding 
• Plans for taking on positions of esteem/responsibility outside of the institution  

(e.g. editorial roles, conference organising committee or a prize panellist)
• How they will work with their departments (and/or other areas) to support the 

development of the research environment and their colleague’s own trajectory 
with respect to Goal 3 of the 2020 vision, to take into account the departmental 
context and research leadership roles that may already be in place.

• Actions to develop collaborations within and out with academia
• A plan for research impact (whether or not the impacts are sought in the short or long 

term)
• Identification of training and development needs over the period of the award and 

where appropriate, arrangements for mentorship during the award
• Any other activities that the applicant feels will support the achievement of the overall 

aim of this scheme.

Statement of support from the Head of Academic Department
Departments are expected to be selective of those whom they wish to put forward for 
the scheme. Limits will be applied on the number of applicants that can apply from each 
department.

All applications will need to have a statement from their Head of Academic Department 
(HoAD) that describes why they have selected each applicant from their Department, how 
they will support successful applicants to achieve their goals, and how this fits in with their 
plans for all of their academic staff achieving Goal 3. 

Next round of the RDAs
The next round of the RDAs is expected to be launched in Spring 2017. Full details will be 
emailed to all academic staff. Do not hesitate to contact the Director of Research, Dr Andy 
Dixon (a.dixon@chi.ac.uk) with any initial enquiries.
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7 POST GRADUATE RESEARCH 
STUDENT Training
These sessions are designed for PGR students, but are open to all 
staff whether or not they are studying for a PhD. Supervisors may 

also wish to encourage their PhD students to attend.

Research Approval Stage
The Research Approval Stage is the first significant milestone in an MPhil or PhD student’s candidature 
at Chichester. This session is highly recommended for new students and encompasses both the 
academic and administrative requirements of Research Approval.

Trainer
Session 1: Dr Elizabeth Pike, Sport Development and Management
Session 2: Professor Janet McCray, Social Work and Social Care

Dates

Session 1: Thursday 6th October 2016 
10.00am - 11.30am, UH Committee Room 2 (BOC) 

Session 2: Thursday 2nd February 2017
10.00am - 11.30am, C120 (BOC)

Literature Review (Arts and Humanities) 
The literature review is one of the early stages of research and provides a solid underpinning to your 
programme of research and investigation. This session provides guidance on how to go about the 
literature review, specifically for Arts and Humanities students.

Trainer
Session 1: Professor Duncan Salkeld, English and Creative Writing 
Session 2: Trainer TBC

Dates

Session 1: Thursday 6th October 2016 
2.30pm - 4.00pm, University House 9 (BOC) 

Session 2: Thursday 2nd February 2017
2.30pm - 4.00pm, C120 (BOC)

NEW!

Research Ethics 
Understanding the principles of ethics in research and the process of gaining ethical approval.

Trainer
Session 1: Dr Chris Machell, Research Development Officer
Session 2: Dr Andy Dixon, Director of Research and Dr Chris Machell, Research Development Officer

Dates

Session 1: Thursday 6th October 2016
11.30am - 1.00pm,  UH Committee Room 2 (BOC) 

Session 2: Thursday 2nd February 2017
11.30am - 1.00pm, C120 (BOC)
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POST GRADUATE RESEARCH 
STUDENT Training

These sessions are designed for PGR students, but are open to all 
staff whether or not they are studying for a PhD. Supervisors may 

also wish to encourage their PhD students to attend.

The induction is an opportunity for new PGR students to get to know each other and the institution.
Specific sessions are run about learning resources, careers, and the PG Cert in learning and teaching. Oth-
er elements include learning about the wider context of Research at Chichester and key stages in MPhil/
PhD candidature.

Trainer
Principally Sophie Butler, Research Office (with additional presenters)

Dates

Wednesday 5th October 2016
11.00am - 4.00pm, LRC (BOC)

Wednesday 1st February 2017
11.00am - 4.00pm, Venue TBC (BOC)

Post Graduate Research Student Induction

Preparing for the Submission/Viva
The viva is the culmination of years of study and the opportunity to discuss ones research in depth with 
experts in one’s field. It can also be a nerve-wracking experience for some. This session provides guidance 
on how best to prepare for the final submission and viva.

Trainer
Session 1: Trainer TBC
Session 2: Professor Mark Willems, Sport and Exercise Sciences

Dates

Session 1: Friday 7th October 2016 
9.30am - 11.00am, Venue TBC

Session 2: Friday 3rd February 2017
Time TBC,  S1 (Tudor Hale) (BOC)
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Exploring the processes and possibilities for publishing your research.

Trainer
Session 1: Professor Hugo Frey, History
Session 2: Dr Esther Burkitt, Psychology

Dates

Session 1: Friday 7th October 2016 
11.00am - 12.30pm,  University House 9 (BOC)

Session 2: Friday 3rd February 2017 
Time TBC, UH Committee Room 2 (BOC)

Getting Published

Presenting your Research
This session will serve as an introduction to presenting your research in an academic context, for 
example at conferences or seminars.

Trainer
Session 1: Dr Antonina Pereira, Psychology
Session 2: Trainer TBC

Dates

Session 1: Thursday 6th October 2016 
1.00pm - 2.30pm, UH Committee Room 2 (BOC) 

Session 2: Thursday 2nd February 2017
1.00pm - 2.30pm, C120 (BOC)
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7 POST GRADUATE RESEARCH 
STUDENT Training

Literature Review (Sport and Psychology) 
The literature review is one of the early stages of research and provides a solid underpinning to your 
programme of research. This session provides guidance on how to go about the literature review, 
specifically for students in the areas of Sport and Psychology.

Trainer
Session 1: Dr Jenny Smith,  Sport and Exercise Sciences
Session 2: Trainer TBC

Dates

Session 1: Thursday 6th October 2016 
4.00pm - 5.30pm, University House 9 (BOC)

Session 2: Thursday 2nd February 2016 
Time TBC, C120 (BOC)

These sessions are designed for PGR students, but are open to all 
staff whether or not they are studying for a PhD. Supervisors may 

also wish to encourage their PhD students to attend.

Candidates registered for a PhD must undertake a major review during their studies (this has 
replaced Upgrade). This session provides advice on preparing for the major review. 

Trainer
Session 1: Mr Hugh Dunkerley, English and Creative Writing 
Session 2: Dr Melissa Day,  Sport and Exercise Sciences 

Dates

Session 1: Friday 7th October 2016 
2.30pm - 4.00pm, UH Committee Room 2 (BOC)

Session 2: Friday 3rd February 2017 
Time TBC, C120 (BOC)

Preparing for Major Review

PGR Day is a full day for PGR students to meet up, learn about each other’s research, and develop new 
ideas. All PGR students are encouraged to attend.

The day will include the Vitae Three Minute Thesis (3MT) competition, an opportunity for students to be 
involved in a national competition.

Who is this course for? 
Specifically PGRs, but staff and MA/MSc students are welcome to attend

Organiser
Sophie Butler, Research Office

Dates

Wednesday 5th July 2017 
Cloisters Chamber (BOC)

Post Graduate Research Day
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Learning and Teaching Strategy 2014-2020
Priority 1: An Outstanding Learning Experience
The University is committed to delivering an outstanding learning experience where the student is at the 
heart of everything we do. Students should experience a rich and stimulating educational journey; there 
should be continual dialogue and respectful learning partnerships between students and staff, with effective 
feedback, promoting deep learning and critical thinking. 

Priority 2: Excellence in Learning and Teaching
The University is committed to excellence in learning and teaching by ensuring all staff are highly effective, 
inspirational facilitators and that all teaching is informed by critical enquiry and research. The University will 
maximise the opportunities for participation in Higher Education by utilising the opportunities provided by 
emerging technologies to enable staff to develop and be recognised as outstanding educators.

Priority 3: Enhancing and Embedding Employability and Enterprise
A focus on employability will ensure our graduates develop the knowledge, skills and attributes needed to 
thrive in a global economy. We will encourage innovative approaches to enterprise and provide opportunities 
for all students to engage with employers through curricular and extra curricular activities and paid internships. 

Priority 4: Internationalism and Global Citizenship
Internationalism and global citizenship are key themes for the 21st century. These themes will be supported 
by the University through a focus on education for global citizenship and sustainable development that 
recognises the connections between the social, the cultural, the economic and the natural world.

Priority 5: An Outstanding Learning Environment
Enhancing the student experience will be the cornerstone upon which we develop both our physical and 
virtual campus environments. Our aim is to provide high quality, technology enabled flexible and adaptable 
learning and teaching spaces which facilitate student engagement and creativity throughout the University 
and the wider community.

LEARNING AND TEACHING
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UK Professional Standards Framework (UKPSF)
The UK Professional Standards Framework helps us focus our professional development in university 
learning and teaching. We use it to plan the University’s staff development programme so that our 
events encompass all of the areas of activity, core knowledge and professional values that form the 
Framework’s Dimensions of Practice. 

The Framework also describes key characteristics of those teaching and supporting learning.  
According to role and experience, university teachers and those supporting learning in many different 
ways can receive recognition as an Associate Fellow, Fellow, Senior Fellow or Principal Fellow of the 
Higher Education Academy. 

Find out more about the Framework at www.heacademy.ac.uk/ukpsf 

Your line manager or one of the Principal Lecturers in Learning and Teaching can explore with you a 
possible route to receiving recognition, or check the Learning and Teaching pages on Moodle and 
follow the link to ‘UK Professional Standards Framework’.

Teaching Excellence Framework (TEF)
As you will be aware, the Teaching Excellence Framework (TEF) is being introduced by the Government 
with the aim of recognising and rewarding excellent learning and teaching within institutions across 
colleges and universities. The framework will see the government monitoring and assessing the 
quality of teaching.

How it will work in practice has yet to be decided, but the government have stated that the 
TEF will aim to:
Ensure all students receive an excellent teaching experience that encourages original thinking, drives 
up engagement and prepares them for the world of work;                               
• build a culture where teaching has equal status with research, with great teachers enjoying 

the same professional recognition and opportunities for career and pay progression as great 
researchers;

• provide students with the information they need to judge teaching quality;
• recognise institutions that do the most to welcome students from a range of backgrounds and 

support their retention and progression;
• and include a clear set of outcome-focused criteria and metrics

We continue to offer training and support to all staff across the university in relation to ensuring high-
quality learning and teaching. In the meantime you can view up-to-date articles regarding the new 
TEF at the Times Higher Education website:
https://www.timeshighereducation.com/news/teaching-excellence-framework-tef-everything-you-
need-to-know 

and find the latest publications and documents relating to TEF from the Government here:
https://www.gov.uk/government/collections/teaching-excellence-framework  

Feel free to contact the Staff Development team should you have any questions or require further 
information.
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Learning and Teaching Days
New for this years programme is the introduction of the Learning and Teaching Days, which will fall 
during each reading week. The concept is that during University reading weeks, there will be at least 
one day in which staff can book onto different Learning and Teaching sessions purposely run on that 
day to try and make it easier for Academic staff to attend Staff Development sessions.

Wednesday 26th October 2016 at Bishop Otter Campus

•	 Enhancing Assessment and Feedback, 10.00am - 12.00noon, University House 3 
•	 How to Design a Module - High Impact Pedagogy, 2.00pm - 4.00pm, University House 5 
•	 Introduction to Flipped Learning, 12.00noon - 1.00pm, L03
•	 Tools for Collaborative Working, 9.30am - 10.30am, L03
   
Monday 20th February 2017 at Bognor Regis Campus

•	 Students as Partners, 10.00am - 12.00noon, The Dome 1.05
•	 Serious Play - Using Lego to Enhance Creativity, 2.00pm - 4.00pm, The Dome 1.05
•	 Introduction to Flipped Learning, 11.00am - 12.00noon, IT Study Room 1
•	 Tools for Collaborative Working, 9.30am - 10.30am, IT Study Room 1

Learning Technology Days
Running alongside the Learning and Teaching Day, is the brand new Learning Technology Days!  With 
a strong focus on Learning and Teaching, these days run in conjunction with the above sessions. Turn 
to Pg. 109 for more information on some of the above sessions and more!

Serious Play - Using Lego to Enhance Creativity
Dr Andy Clegg - Principal Lecturer in Learning and Teaching shares his recent experiences of 
Lego Serious Play, and offers some insights in to how it can be embedded in learning and teaching to 
enhance creativity and critical thinking. This session provides an opportunity to share ideas around a 
series of structured exercises which demonstrate the underpinning principles of using Lego. And yes, 
there will be lots of Lego to play with!

Who is this course for
All staff

Dates

Monday 20th February 2017 
2.00pm - 4.00pm, The Dome 1.05 (BRC)

NEW!

NEW!

The aim of this 2 hour session, facilitated by Dr Andy Clegg - Principal Lecturer in Learning and 
Teaching, is to consider what are the key ingredients of module design that will underpin student 
engagement. The session will look at how to write clear learning outcomes and related assessment criteria. 
It will also offer ideas on wider approaches to learning, teaching and assessment, and opportunities 
presented by technology enhanced learning, and the supporting use of Moodle. As part of the session 
colleagues will have the opportunity to plan a new module or consider enhancements to an existing one.

Dates

Wednesday 26th October 2016
2.00pm - 4.00pm, University House 5 (BOC)

How to Design a Module - High Impact Pedagogy

There is no doubt that students’ expectations of their university experience have become heightened in 
recent years. These expectations are often unrealistic, unsustainable and can place staff under notable 
pressure as they seek to provide the very highest quality student experience. The aim of this session, 
facilitated by Dr Bev Hale - Principal Lecturer in Learning and Teaching, is to explore ways in which 
partnership working and open dialogue with students can be used to effectively manage expectations, 
whilst maintaining the quality of the student experience. 

Dates

Thursday 17th November 2016
10.00am - 12.00noon, UH Committee Room 1  (BOC)

Monday 20th February 2017
10.00am - 12.00noon, The Dome 1.05 (BRC)

Students as Partners
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LEARNING AND TEACHING

Numerous case studies have investigated the potential for successful audio feedback to be an 
improvement on written feedback in the perception of students and assessors. The aim of this session, 
facilitated by Dr Andy Clegg - Principal Lecturer in Learning and Teaching, is to provide practical tips 
on providing audio feedback to students. The session will reflect on the different technologies that are 
available to support audio feedback, and will offer practical tips on the actual process of creating an audio 
recording. 

Dates

Wednesday 12th October 2016
1.00pm - 2.00pm, Mordington 2.23 (BRC)

Audio Feedback

Enhancing Assessment and Feedback
Assessment and feedback is an area where Universities under perform in the NSS. Dr Andy Clegg, 
Principal Lecturer in Learning and Teaching shows you how reflecting on an area of work with Business 
Studies students looking at specific NSS questions, the aim of this session is to explore practical ways 
of enhancing assessment and feedback. Consideration will be given to key areas such as the role of 
assessment criteria, approaches to feedback and feeding forward, and emerging opportunities for online 
marking.

Dates
Wednesday 26th October 2016
10.00am - 12.00noon, University House 3 (BOC)

Thursday 3rd November 2016 
10.00am - 12.00noon, St Michaels F5 (BRC)

Learning and Teaching Lecture Series
As part of the Learning and Teaching Strategy, 2014 saw the launch of the Learning and Teaching Lecture 
Series focusing on key themes within Higher Education. The programme will be running again this year, with 
all staff and students, including colleagues from neighbouring institutions invited to attend.

Further details

Details of future lectures will be sent out via email, put on the staff intranet and put on the Learning and 
Teaching Blog.
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Help! I Don’t Know How to Set and Mark  
Assessments
Help - I don’t know how to set and mark assessments! How do you know what level of difficulty should 
be included in your assignments? How do you know whether your marking is at the right level? 

If you are a member of staff new to marking and assessment in Higher Education and these questions 
vex you then join us for discussion and activities to demystify the assessment process. 

Trainer
Dr Bev Hale, Principal Lecturer in Learning and Teaching

Dates

Please register your interest in this session by adding yourself to the waiting list on your HR self-
service or emailing staffdevelopment@chi.ac.uk.

       The University is an inclusive 
learning organisation that places 

great emphasis on face-to-face 
contact with students

“ “ 
The Learning and Teaching blog is a new initiative designed to help disseminate best practice in
Learning and Teaching. Contributions of all lengths are welcome; from short bite-sized entries 
reflecting on pedagogy to more in-depth posts looking at aspects of Learning and Teaching.

For more information on the blog, or if you would like to be a blogger, contact Dr Andy
Clegg: a.clegg@chi.ac.uk

Learning and Teaching Blog

Learning and Teaching Strategy 2014-2020
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7 LEARNING AND TEACHING

Embedding Employability in the Curriculum - 
A Checklist
Drawing on recent research looking at employability journeys in Dance, the aim of this practical
session is to look at ways of embedding employability in to the curricula. To do so, Andy and Cathy
will be using a model developed for the Higher Education Academy Strategic Enhancement Project
they have just completed. The model looks at how employability can be embedded before, during
and after the Higher Education Experience.

Trainer
Dr Andy Clegg, Principal Lecturer in Learning and Teaching and Cathy Childs, Head of Dance

Dates

Please register your interest in this session by adding yourself to the waiting list on your HR self-
service or emailing staffdevelopment@chi.ac.uk.

NEW!

Journal of Learning and Teaching (JOLT)
The aim of JOLT is to support the enhancement of learning and teaching across the University and to provide 
an effective and inclusive vehicle for the dissemination of good practice. JOLT is primarily intended for internal 
publication and adopts a more flexible editorial style, designed to encourage a broad range of contributions 
including research papers, notes or short communications, case studies of learning and teaching practice, 
annotated web-links, software and book reviews, and form commentary. 

JOLT Live is designed to share good practice through the dissemination of short video case studies.  We can 
either come and film you, or simply record yourself and submit your video. Submissions on a range of topics 
are welcome. 

JOLT will address a range of key themes such as assessment, responding to student needs, employability, 
flexible delivery, work-based learning and employer engagement, the student experience, and e-learning. 
Emphasis will be placed on the reflective analysis of approaches to learning and teaching, designed to 
facilitate the process of enhancement, and to provide useful lessons for fellow practitioners. 

For more information contact Dr Andy Clegg, Principal Lecturer in Learning and Teaching - a.clegg@
chi.ac.uk

“I Wish I’d Known That Earlier”
The aim of this introductory staff development session, facilitated by Dr Bev Hale - Principal Lecturer in 
Learning and Teaching, is for academic staff new to the University is to demystify some of the idiosyncrasies 
of the University of Chichester.

We hope to...
• Answer some questions you may not have thought to ask
• Raise questions that you may need to ask in your Department
• Explain support for teaching; equipment loans, classroom support, student support etc.
• Describe mechanisms for assessment and feedback
• Share good practice in teaching

The day will be interactive with an emphasis on what you need and there will be ample opportunity for you 
to ask us questions and to share experiences or anxieties.

Dates

This course is hosted at the beginning of each academic year for academic staff, who are new 
to the University.
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LEARNING AND TEACHING

Using systems such as Moodle, Office 365 and Skype for Business with your students. 

By the end of this session, participants will
• Be introduced to the tools available within Skype for Business for collaborative working and 

communication
• Explore the benefits of OneDrive as a tool
• Be introduced to OneNote for sharing ideas and information
• See how some of these tools have been merged within in Microsoft groups, which allow lecturers to 

create a collaborative spaces for student group work

Trainer 
Helen Wake, Learning Technologist

Dates 

Wednesday 26th October 2016
9.30am - 10.30am, L03 (BOC)
1.00pm - 2.00pm, IT Study Room 1 (BRC)

Monday 20th February 2017
9.30am - 10.30am, IT Study Room 1 (BRC)
1.00pm - 2.00pm, L03 (BOC)

Monday 5th June 2017
11.30am - 12.30pm, L03 (BOC)
2.00pm - 3.00pm, IT Study Room 2 (BRC)

Tools for Collaborative Working 
NEW!

Introduction	to	Gamification
The use of game-thinking and mechanics in a non-game context to inspire students to engage 
in the learning process. 

By the end of this session, participants will
• Understand what Gamification is within an educational context
• Be looking at the concept of gamification and how it can be applied to learning and teaching
• Be introduced to the learning principles and theories embodied in good games
• Start exploring how to take advantage of these in their own teaching
• Explore the benefits of gamification for teacher development
• Identify what constitutes bad practice in Gamification

Trainer
Darren Thompson, Learning Technologist

Dates

Wednesday 26th October 2016
2.30pm - 3.30pm, IT Study Room 1 (BRC)

Monday 20th February 2017
2.15pm - 3.15pm, L03 (BOC)

Introduction to Flipped Learning 
Using ChiPlayer and Moodle to get the most out of student contact time. 

By the end of this session you will
• Have a greater understanding of what Flipping the Classroom means
• Feel confident to use the systems and technologies available at the University
• Know where to find practical and pedagogical support

Trainer
Darren Thompson, Learning Technologist

Dates

Wednesday 26th October 2016
12.00noon- 1.00pm, L03 (BOC)

Monday 20th February 2017 
11.00am - 12.00noon, IT Study Room 1 (BRC)

Monday 5th June 2017
3.30pm - 4.30pm, IT Study Room 2 (BRC)

STA
FF D

EVELO
PM

EN
T PRO

G
RA

M
M

E 2016-17
NEW!

106 107



SKILLS TEAM 

PowerPoint Masterclass
PowerPoint workshop is for staff who are comfortable with the PowerPoint basics but need to 
use the special slide show effects, multimedia and create templates with custom themes and contents. 

By the end of this workshop you will learn how to
• Create PowerPoint templates with slide masters
• Add special effects with animation and transition
• Create custom animation and a custom show
• Use hyperlinks and action buttons within a PowerPoint slide
• Present to a wider audience using the Pack and Go Wizard and the Viewer
• Import and export data from other applications
• Customise graphs and SmartArt graphics

Excel in Excel Workshops
We are offering you the chance to update your skills and knowledge on the ever growing 
Microsoft Excel programme. 

Beginner - This beginners workshop is designed to cover the basic functions of Excel to enable you 
to make the most of this software. The course covers spreadsheet use, formulae, filtering, numerical 
applications and formats.

Intermediate - Our intermediate workshop is for people who have attended the beginner session 
and want to progress, or perhaps use Excel in their role...but know there is most likely a much easier 
way of doing so! Attend and learn how create larger spreadsheets, charts, manage tables of data and 
develop your knowledge of Excel functions - including all the tips and tricks you didn’t know existed!

Advanced - This session for those who really want to push the boat out in the spreadsheet stakes! 
Learn how to analyse large data sets easily and efficiently, whilst having the ability to manipulate data 
with a range of Excel functions. This workshop gives delegates the ability to set up data models using 
‘What If’ scenarios and use a variety of Excel tools. 

ST
A

FF
 D

EV
EL

O
PM

EN
T 

PR
O

G
RA

M
M

E 
20

16
-1

7

The Skills Team are available for help and training with eLearning, IT, 
Creative software and Academic study skills. Sessions are now only 
available to book directly through the Skills Team, who will email regularly 

with upcoming sessions, dates and information. 
To book a session, or discuss your bespoke

 requirements, please contact the Skills Team at 
skills@chi.ac.uk or call us on 01243 793535

NEW!

NEW!

Learning Technology Days
The Learning Technology Days will be held across both Campuses with sessions running throughout each 
day to enable staff to easily attend sessions. There will be a strong focus on Learning and Teaching, with lots 
of sessions run to help enhance Learning and Teaching at the University through existing and new Learning 
Technologies. Alongside this, the three days will also incorporate popular sessions delivered by the Skills 
Team, for example ‘Excel in Excel’, ‘Microsoft Masterclass’...

Details of sessions for the three ‘Learning Technology’ days will be sent via all staff email by the Skills Team 
closer to the time...but please do save the date, so you are free to attend as many sessions as possible!  

Dates

Wednesday 26th October 2016
Tools for Collaborative Working, 9.30 am - 10.30am, L03 (BOC)
Excel in Excel (beginner/intermediate), 10.45am - 11.45am, L03 (BOC)
Intro to Flipped Learning, 12.00noon - 1.00pm, L03 (BOC)
Tools for Collaborative Working, 1.00pm - 2.00pm, IT Study Room 1 (BRC)
PowerPoint Masterclass (beginner/intermediate), 1.00pm - 2.00pm,  IT Study Room 2 (BRC)
PowerPoint Animation and Extra Tools (advanced), 2.30pm - 3.30pm, IT Study Room 2 (BRC)
Intro to Gamification, 2.30pm - 3.30pm, IT Study Room 1 (BRC)

Monday 20th February 2017 
Tools for Collaborative Working, 9.30am - 10.30am, IT Study Room 1 (BRC)
Excel in Excel (beginner/intermediate), 9.30am - 10.30am, IT Study Room 1 (BRC)
Intro to Flipped Learning, 11.00am - 12.00noon, IT Study Room 1 (BRC)
Tools for Collaborative Working, 1.00pm - 2.00pm, L03 (BOC)
PowerPoint Masterclass (beginner/intermediate), 1.00pm - 2.00pm,  IT Study Room 2 (BRC)
Intro to Gamification, 2.15pm - 3.15pm, L03 (BOC)
PowerPoint Animation and Extra Tools (advanced), 2.30pm - 3.30pm, IT Study Room 2 (BRC)

Monday 5th June 2017
PowerPoint Masterclass (beginner/intermediate), 9.00am - 10.00am, L03 (BOC)
PowerPoint Animation and Extra Tools (advanced), 10.15am - 11.15am, L03 (BOC)
Tools for Collaborative Working, 11.30am - 12.30pm, L03 (BOC)
Excel in Excel (beginner/intermediate), 1.00pm - 2.00pm, IT Study Room 1 (BRC)
Tools for Collaborative Working, 2.00pm - 3.00pm, IT Study Room 2 (BRC)
Intro to Flipped Learning, 3.30pm - 4.30pm, IT Study Room 2 (BRC)

NEW!
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7SKILLS TEAM

All written student assignments have to be submitted via Turnitin, via the module Moodle page. Module 
tutors are responsible for creating and administering the Turnitin activity on Moodle, although this course 
is recommended for all teaching staff and Department administrators 

The course will cover
• Creating your Turnitin activity in Moodle
• Understanding the Originality Report
• Updating and administrating the Turnitin activity feedback and feeding forward, and emerging 

opportunities for online marking

TurnItIn Training 

This workshop is ideal for those who need to create or edit long documents and produce 
professional reports and newsletters that have a consistent and polished presentation. The course 
covers using Styles, document themes and Templates, images, diagrams and SmartArt. 

After the workshop you will have the skills to
• Create columns of data using tabs
• Store frequently used words and phrases as “Quick Parts”
• Create styles for headings, customise automated bullets and numbering, document consistency
• Create and edit Templates for document standardisation
• Use time savers to create a bank of reusable document parts
• Generate and edit an automatic Table of Contents
• Insert Graphics, Charts, Screenshots and Diagrams into documents
• Use Section and Page breaks to create different layouts within the same document

Microsoft Word Masterclass

The Skills Team are available for help and training with eLearning, IT, Creative 
software and Academic study skills. Sessions are now only available to book 
directly through the Skills Team, who will email regularly with upcoming 

sessions, dates and information. 

To book a session, or discuss your bespoke
 requirements, please contact the Skills Team at 

skills@chi.ac.uk or call us on 01243 793535

NEW!

Find out how educators have been using Twitter to enhance the student experience. You can either 
setup an account or use a previously created one. During the sessions you will learn about tweeting, 
following (lurking), hashtags, retweets, direct messaging and tweetwalls.

Who is this course for?
This session is designed for anyone who is interested in learning more about how the education 
world is using Twitter

Twitter in Education

Blogging Training
Blogging has gone from being an alternative means of publishing on the internet to something 
adopted by mainstream media organisations and companies. The Blogging session is aimed at new 
and aspiring bloggers and will look at how to create a distinctive personality for your blog. 

Who is this course for?
This course is open to all members of staff.

Device Advice Drop In Sessions
Do you have a new phone, tablet or laptop and need some advice? Want to know how to link your 
device to Office365 or other University service? Or just want to know what it can do?

Who is this course for?
This course is a drop-in session for staff to get bespoke advice with how to get the best use out of their 
portable IT devices.

MAF Online Training 
MAF is the online way to give feedback on your student assessments. MAF offers staff the ability to 
view a list of modules, students and assignments, making it quick and simple to give online grades 
and constructive feedback. The Skills team offer two versions of this session, one for teaching staff 
and one for department administrators. 

The sessions will cover
• Navigating modules, students and assignments
• Leaving first marker, second marker and moderator comments
• Releasing marks to students
• Using templates and the statement bank
• Using the MAF Admin access portal
• Viewing feedback via module, assessment or student
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Operation Papercut
Learning and Information Services are working to help reduce the University’s reliance on 
printing. We are inviting individuals, teams or departments (both academic and professional 
services) to work collaboratively with the Skills Team to find ways to improve working practices to 
enable a more paperless office environment.  
 
This	project	aims	to;
• Analyse current business processes to identify areas for simplification and improved efficiencies
• Help individuals and teams experiment with the latest tools for collaborative working
• Explore ways to reduce printing costs and save you time
• Improve the accessibility of resources 
• Promote a greener workplace
 

Further details

To discuss your bespoke requirements, please contact the Skills Team at skills@chi.ac.uk or call us on 
01243 793535.
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NEW!

The Skills Team are available for help and training with eLearning, IT, 
Creative software and Academic study skills. Sessions are now only 
available to book directly through the Skills Team, who will email regularly 

with upcoming sessions, dates and information. 
To book a session, or discuss your bespoke

 requirements, please contact the Skills Team at 
skills@chi.ac.uk or call us on 01243 793535

ChiPlayer Training 
Panopto allows staff to create high quality video recordings of teaching sessions, demonstrations and 
presentations for their students to watch again and again. 

Panopto software is available to install on all University computers and on personal PC, Mac and iOS device 
(iPhone/iPad).

Introductory Session
This introduction session will show you how to record from PC or Mac and have the video automatically 
available on Moodle.

Advanced Session
This advanced session takes you beyond the Moodle interface and into all of the administration options, 
including renaming, managing, editing, sharing options. This session is for people who have attended the 
ChiPlayer introduction session. It is for people who want to do more than just have their videos available in 
Moodle modules.

Moodle is the University’s virtual learning environment (VLE), giving each module and department an 
online space with which staff can add resources and activities to aid in their students’ studies. The skills 
Team offer various Moodle training sessions, regardless of your role at the University. 

All sessions will cover
• how to access
• how to add module information
• how to add resources/activities
• how to communicate to your students via Moodle
• how to enrol users

Further details
All staff are advised to attend formal Moodle training before being given access to edit Moodle content. 
You must have a working IT account to participate in the training session. To arrange a specific training 
session on Moodle, contact the skills Team directly.

Moodle Training  
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SESSION OVERVIEW
Courses for 2016 -17 Page Duration Sept Oct Nov Dec Jan Feb Mar Apr May June July

Advanced Research Impact Training 
with Professor Mark Reed 79 6.5 

hours

An Introduction to Mental Health 30 3.5 
hours 25th

Annual Online PhD Supervision 
Training 87 N/A

Association of University 
Administrators (AUA)  25 N/A

Audio Feedback 102 1 hour 12th

Being Me Programme: Introduction 
session 40 3 hours 19th

Being Me Programme: Week 1 - 
Speaking in Public 40/41 1.5 

hours 3rd

Being Me Programme: Week 2 - 
Asking for What We Want 40/41 1.5 

hours 17th

Being Me Programme: Week 3 - 
Managing Conflict 40/41 1.5 

hours 1st

Being Me Programme: Week 3 - The 
Groups Theme 40/41 1.5 

hours 15th

Blogging Training 111 To book a session, or discuss your bespoke requirements, please contact the Skills Team at 
skills@chi.ac.uk or call us on 01243 793535

Book Club Lunchtime Sessions 
(BOC) - Session 1 43 1 hour 3rd

Book Club Lunchtime Sessions 
(BOC) - Session 2 43 1 hour 15th

Book Club Lunchtime Sessions 
(BOC) - Session 3 43 1 hour 26th

Book Club Lunchtime Sessions 
(BOC) - Session 4 43 1 hour 9th

Book Club Lunchtime Sessions 
(BOC) - Session 5 43 1 hour 27th

Book Club Lunchtime Sessions 
(BOC) - Session 6 43 1 hour 15th

Book Club Lunchtime Sessions (BRC) 
- Session 1 43 1 hour 2nd

Book Club Lunchtime Sessions (BRC) 
- Session 2 43 1 hour 14th

Book Club Lunchtime Sessions (BRC) 
- Session 3 43 1 hour 25th

Book Club Lunchtime Sessions (BRC) 
- Session 4 43 1 hour 8th

Book Club Lunchtime Sessions (BRC) 
- Session 5 43 1 hour 26th

Book Club Lunchtime Sessions (BRC) 
- Session 6 43 1 hour 14th

Bring your Pet to Work Day 45 N/A 27th

Building Rapport 21 2 hours 9th 20th
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Courses for 2016-17 Page Duration Sept Oct Nov Dec Jan Feb Mar Apr May June July

Building Team Cohesion 68 3 hours 25th

Chartered Management Institute 
Qualifications 72 N/A

ChiPlayer Training 113 To book a session, or discuss your bespoke requirements, please contact the Skills Team at 
skills@chi.ac.uk or call us on 01243 793535

CIEH Fire Safety Principles Level 2 52 N/A

CIEH Level 2 Award in Health and 
Safety in the Workplace 55 N/A

Coaching for Effective Professional 
Dialogue: Introduction Session 67 3 hours 12th 16th

Cultural Awareness with Faith and 
Belief 28 3 hours 14th 16th 10th 3rd

Developing Resilience 26 3.5 
hours 8th

Developing Skills in Public 
Engagement 76 N/A

Developing your Growing Potential 39 1.5 
hours 21st

Developing your Inner Potential 38 1.5 
hours 7th

Development and Training available 
at other HEI’s 85 N/A

Development and Training for 
Researchers 2016- 17 74 N/A

Device Advice Drop In Sessions 111 To book a session, or discuss your bespoke requirements, please contact the Skills Team at 
skills@chi.ac.uk or call us on 01243 793535

Effective Writing in the Workplace 24 1.5 
hours 13th 11th 25th

Embedding Employability in the 
Curriculum - A Checklist 104 2 hours

Emergency First Aid at Work (1 Day 
Training) 51 7 hours 17th 20th 15th 10th

Enhancing Assessment and 
Feedback 102 2 hours 26th 3rd

Excel in Excel Workshops 108 1 hour 26th 20th 5th

Fairtrade Fortnight 58 2 weeks 27th

Field/Business Trip Risk Assessment 
and Guidance 50 1.5 

hours 8th 3rd

First Aid at Work (Qualified First 
Aider) 49 3 days 8th - 

10th

Flu Vaccinations (BOC) 46 N/A 10th

Flu Vaccinations (BRC) 46 N/A 11th

Getting Published 95 1.5 
hours 7th 3rd
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Courses for 2016-17 Page Duration Sept Oct Nov Dec Jan Feb Mar Apr May June July

Green Campus Group 61 1 hour 12th 7th 15th 14th

Green Campus Spring Fair 60 2.5 hours 19th

Hampshire Health, Safety and 
Environmental Group 51 N/A

Hands on Fire Extinguisher Training 49 2 hours 27th 7th

Health and Safety Training Matrix 53 N/A

Health, Safety and Environment 
Induction 50 4 hours 25th 30th 28th 29th 12th

Health, Safety and Environmental 
Co-ordinator Development Days 54 7 hours 13th 7th

Help! I Don’t Know How to Set and 
Mark Assessments 103 N/A

How to Design a Module - High 
Impact Pedagogy 101 2 hours 26th

How to Manage Disciplinary, 
Capability and Grievance 69 3 hours 22nd

How to Manage Sickness Absence 68 3 hours 18th

I Wish I’d Known That Earlier 105 N/A

Inclusivity and Diversity in the 
Classroom 33 2 hours

Independent Chair Training 79 N/A

Innovative Problem Solving and 
Decision Making 27 3 hours 2nd

Introduction to EndNote 
Bibliographical Software 82 N/A

Introduction to Flipped Learning 107 1 hour 26th 20th 5th

Introduction to Gamification 107 1 hour 26th 20th

Introduction to Intellectual Property 
Training 85 2 hours 7th 2nd

Introduction to Public Engagement 76 1 hour 7th

Introduction to Research Impact 78 1.5 hours 13th

Journal of Learning and Teaching 
(JOLT) 105 N/A

JUMP Green Oscars Event 57 N/A  During 
May

JUMP Sustainability and Wellbeing 
Scheme 56/57 N/A

Learning and Teaching Blog 103 N/A

Learning and Teaching Days 100 N/A 26th 20th

Learning and Teaching Lecture 
Series 102 N/A

Courses for 2016-17 Page Duration Sept Oct Nov Dec Jan Feb Mar Apr May June July

Learning and Teaching Strategy 
2014-2020 98 N/A

Learning Technology Days 109 Allday 26th 20th 5th

Level 2 Award in Environmental 
Principles and Best Practice 63 N/A

Literature Review (Arts and 
Humanities) 92 1.5 hours 6th 2nd

Literature Review (Sport and 
Psychology) 96 1.5 hours 6th 2nd

MAF Online Training 111

Manage and Support Mental Health 
at Work 31 3.5 hours 14th

Managers Responsibilities for 
Health, Safety and the Environment 52 1 hour 17th

Managing Budgets (ABW Reports) 
Training 70 2 hours 3rd

Managing Change 70 2 hours 24th 4th

Microsoft Word Masterclass 110

Minutes Made Easy 23 7 hours 19th

Moodle Training 113 To book a session, or discuss your bespoke requirements, please contact the Skills Team at 
skills@chi.ac.uk or call us on 01243 793535

New Global Teachers Awards 62 N/A

NHS Checks 45 N/A Dur-
ing

Open (Access) Research and the 
University’s Eprints Repository 81 N/A

Operation Papercut 112 To book a session, or discuss your bespoke requirements, please contact the Skills Team at 
skills@chi.ac.uk or call us on 01243 793535

Perfect your Punctuation 24 1.5 hours 14th 12th 26th

Performance Review Development 
Plan (PRDP) 73 N/A

PhD Supervision Training 86 3 hours 20th

Post Graduate Research Day 97 Allday 5th

Post Graduate Research Student 
Induction 94 5 hours 5th 1st

PowerPoint Animation and Extra 
Tools 108 1 hour 26th 20th 5th

PowerPoint Masterclass 108 1 hour 26th 20th 5th

PRDP – Effective Feedback and 
Meeting Aims/Objectives 73 3 hours 25th

Preparing for Difficult Conversations 18 3 hours 5th 28th

Preparing for Major Review 96 1.5 hours 7th 3rd
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Courses for 2016-17 Page Duration Sept Oct Nov Dec Jan Feb Mar Apr May June July

Preparing for the Submission/Viva 94 1.5 hours 7th 3rd

Preparing to be a Research Degree 
Examiner or Assessor 80 N/A

Presentation Skills 21 7 hours 28th

Presenting your Research 95 1.5 hours 6th 2nd

Prioritisation Tools 27 3 hours 2nd

Promoting Positive Behaviours 20 3 hours 11th 20th

Put your Feet to Work Week 
Challenge! 59 1 week

Recruitment and Selection of Staff 71 3 hours 7th 20th 24th 15th

Research Approval Stage 92 1.5 hours 6th 2nd

Research Data Policy and Practice 
Training 77 1.5 hours 20th

Research Development Framework 88/89 N/A

Research Ethics 93 1.5 hours 6th 2nd

Research Ethics and Integrity 75 2 hours 9th 8th

Researcher Development Awards 
2016-17 90/91 N/A

Researcher Development Day 84 Allday 12th

Save a Life ‘Defib’ Training 48 1.5 hours 10th 13th 23rd 25th 28th

Serious Play - Using Lego to 
Enhance Creativity 100 2 hours 20th

Shape up for Business Lunchtime 
Sessions 38 1 hour 15th

Speed Writing 22 7 hours 16th

Sports Injuries, Physiotherapy and 
Massage Clinic 47 N/A

SPSS for Statistics in Research 
Training 83 N/A

Stonewall Flagship Leadership 
Programme 32 N/A

Student Focused Mental Health 31 3.5 hours 28th

Students as Partners 101 2 hours 17th 20th

Succession Planning 64/65 N/A

Supporting International Students in 
the First Semester 35 N/A

Supporting Students and Staff with 
ADHD 37 3.5 hours 8th

Courses for 2016-17 Page Duration Sept Oct Nov Dec Jan Feb Mar Apr May June July

Supporting Students and Staff with 
Dyslexia 36 2 hours 15th

Talking Heads 66 1.5 hours

The Coaching Service 67 N/A

Tools for Collaborative Working 106 1 hour 26th 20th 5th

Trades Staff and Caretakers Health 
and Safety Update 54 3 hours 10th

Trainer Training      18 7 hours 2nd

Trans Awareness Training 32 3 hours 14th

TurnItIn Training 110 To book a session, or discuss your bespoke requirements, please contact the Skills Team at 
skills@chi.ac.uk or call us on 01243 793535Twitter in Education 111

Unconscious Bias 29 3 hours 19th 24th 23rd 21st

Understanding Autism and 
Aspergers Syndrome 36 3 hours

Understanding Others in the 
Workplace 19 3.5 hours 13th 22nd

University Cycle to Work Scheme 61 N/A

University Health Schemes 46 N/A

Using NVivo 82 N/A

Welcome All 35 7.5 hours 25th

Welcome International 34 7.5 hours 21st

Wellbeing MOT (BOC) 44 N/A 11th 6th

Wellbeing MOT (BRC) 44 N/A 10th 6th

Work Wonders With Your Waste 
Week! 59 1 week 10th

Yoga Lunchtime Sessions: 
Semester 1 (BOC) 42 1 hour

4th, 
11th, 
18th

Yoga Lunchtime Sessions: Semester 
2 (BOC) 42 1 hour 24th, 

31st

7th, 
14th, 
28th

Yoga Lunchtime Sessions: 
Semester 1 (BRC) 42 1 hour 19th, 

26th
2nd, 
9th

Yoga Lunchtime Sessions: 
Semester 2 (BRC) 42 1 hour

17th, 
24th,
31st

7th
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FIND OUT MORE
Elisabeth Whitaker
Director of Human Resources
E.Whitaker@chi.ac.uk
Ext. 6119

Kevin Botto
Human Resources/Staff Development Officer
K.Botto@chi.ac.uk
Ext 6047

Chelsey Honywood
Staff Development Co-ordinator
C.Honywood@chi.ac.uk
Ext 6455

Fahmida Begum
Staff Development Co-ordinator
F.Begum@chi.ac.uk
Ext. 6248
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