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Welcome to this year’s programme of training and development courses and support for staff in Queen’s.  

Queen’s makes a significant investment to training and development for staff and I would encourage all staff
and managers to match this investment by participating in relevant courses and availing of the support
outlined in this programme, alongside other training approaches.  There is an expectation that staff at every
level and category in the university will plan and undertake development activity during each academic year.
As personal and professional development can take many forms, the amount and methods will vary for every
individual, however this programme represents a significant contribution to how these needs may be
addressed. Staff are encouraged to engage in agreeing and reviewing development objectives during the
appraisal process to ensure that training and development needs may be prioritised and addressed centrally
and locally as appropriate.

Training course dates: 
Please note: this booklet lists all available courses and dates at time of going to print, but I would urge all staff
and managers to regularly look to the staff self service system for course bookings, the weekly Round-Up staff
e-mail, posters and other internal communications for other events and dates which will be added throughout
the year.

Course booking arrangements: 
All courses can currently be booked via Queen’s Online by logging in at www.qol.qub.ac.uk then click on
the training link in the list of services for staff under “other” on the left hand side.

The system for booking on internal staff training and development courses is part of the University’s web-
based Human Resources system called iTrent. Please read the User Guide before accessing iTrent Self
Service in order to become familiar with the options available.

If you have problems logging in please contact the helpdesk at advisory@qub.ac.uk . If you have difficulty
making a booking please follow the contact points below.

Key training departments and contacts:
Training courses are co-ordinated by a variety of departments and take place in locations across the University;
some of the key contact points for enquiries are listed below.  Training venues for courses will be confirmed at
point of booking. Please use the most relevant contact if you have a further enquiry about your course/event:

Staff Training and Development Unit training@qub.ac.uk Ext 6590

Information Technology Courses itcourses@qub.ac.uk Ext 6581

Courses on Teaching, Learning and Assessment ced@qub.ac.uk Ext 6570

Safety Services safety@qub.ac.uk Ext 4681

QSIS Training Qsissupport@qub.ac.uk Ext 2884

Introduction
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Introduction

STDU staff and contact details:
Francis Guinane Training and Development Manager f.guinane@qub.ac.uk Ext 6699

Róisín Macartney Training Officer (support staff) r.m.macartney@qub.ac.uk Ext 6609 

Paul Monahan Training Officer (research staff) p.monahan@qub.ac.uk Ext 6632

Paula Teggart Training Officer (management and
leadership development) p.teggart@qub.ac.uk Ext.6637

Suzanne McMorrow Training Co-ordinator (part time) s.mcmorrow@qub.ac.uk Ext 6606

Andrew Harvey Clerical Officer a.harvey@qub.ac.uk Ext 6601

Erin Davidson Clerical Officer training@qub.ac.uk Ext 6590

Colin Moffett Clerical Officer c.moffett@qub.ac.uk Ext 6606

It is our aim to provide a comprehensive service to develop all staff in Queen’s and to continually improve all
aspects of the staff development programme.   Along with the core training courses, we will continue to
implement development programmes to support institutional priorities and actions.

This programme has been put together with much hard work from the team in the Staff Training and
Development Unit (STDU) and partners in other Units and Directorates in the University who also have a
responsibility to train and develop staff.  In particular, Information Services, the Centre for Educational
Development and Safety Services contribute significantly to the programme.  Specific events and courses also
utilise the expertise of key members of staff from a range of other departments.  We look forward to jointly
implementing this range of training and development events for all staff.

Francis Guinane
Training and Development Manager

July 2010
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Welcome and orientation - Queen’s University Induction for new staff
This section provides guidance towards information and resources for new members of staff through the process
of welcome, orientation and induction.
The University is a large organisation with new staff joining regularly into a wide variety of roles. The main points
of contact on joining will be the Personnel Department, your new School/Department and the main
website/Queen’s Online.

Additional induction information, including useful checklists, is available on the Staff Training and Development
Unit website at: www.qub.ac.uk/stdu and click on the link: Online induction for new staff.

Within the central training and development programme there are number of specific central induction
events spaced throughout the year designed for new staff in different groups. In addition to these central
events, local induction will be ongoing throughout the first months of employment and is the responsibility of
individual departments.  The main central events are listed below with more details and dates over the page
(additional events may be added throughout the year and will advertised or communicated directly to newly
appointed staff).

You may have been in your new job for a time before the next available event(s) but they are considered to be a
required part of your orientation into the University. You may attend more than one event that may be relevant
for you as the information is not duplicated.

Induction for All New Staff
The aim of this half-day event is to introduce new members of all staff categories to the University, the main
support functions, some key senior staff and to address briefly the main areas and key messages that affect all
new staff.  This includes a welcome from a member of the senior management team. 

Induction for Academic Staff
This half-day event is more specific in relation to issues related to learning and teaching, developing research at
Queen’s and support services for academic staff.  It includes an address by the Vice-Chancellor.

Induction for Contract Research Staff
This event introduces a wide range of issues related to research in the University. Training opportunities at
Queen’s for contract research staff will also be highlighted.

Induction for Clerical and Secretarial Staff
This consists of a series of half day events designed to welcome and support newly appointed clerical and
secretarial staff. Attendance at each of the sessions will be required during the first few months of appointment
and focus on a range of initial development needs common to all staff in the relevant grades.

Computing Courses
As part of induction for all staff the Training and Assessment Unit, Information Services, offers a “Guide to
Computing Facilities”.

Health and Safety 
On commencement of employment, all staff must receive basic health and safety induction within their own
departments covering essential information such as the fire drill, first aid, accident reporting and other emergency
arrangements. In addition to any further health and safety training organised by departments, Safety Services
offers various general and specialist health and safety courses throughout the year and on-line training modules.
New staff, in conjunction with their departments, should select and attend those courses from the programme
which are appropriate to their needs (see Health and Safety Section, page 115).

Central Induction Events

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff



Induction for All New Staff

Dates: 15 September 2010
20 January 2011
14 April 2011
15 June 2011

Time: 9.45 am – 2.30 pm

Designed for:
All newly appointed staff to the
University

Aim:
This course is an occasion for
welcoming new staff to Queen’s.
It is designed to facilitate the
transition of new members of
staff to their posts and to briefly
highlight some important themes
for the University and support for
new staff.

You may have been in your new
job for a time before the next
available event.  However, it is
considered to be a required part
of your orientation into the
University (you may attend more
than one central induction event
that may be relevant for you as
the information is not duplicated).

Content:
Welcome – Pro-Vice-
Chancellor/member of senior
management team

Overviews provided by
Academic Support Directors
and Senior Staff
Queen’s Staff and Human
Resources overview
Key institutional priorities
Academic and Student Affairs
in the University academic
calendar
An overview of the estate
Additional staff development
opportunities available for all
staff

Queen’s Students

Lunch (provided)

Guide to Computing Facilities
(optional)

Induction for Academic Staff

Dates: to be confirmed

Time: 9.15 am – 1.30 pm

Designed for:
All newly appointed academic
staff to the University

Aim:
This course is an occasion for
welcoming academic staff to
Queen’s.  It is designed to
facilitate the transition of new
members of staff to their
academic posts in Queen’s and to
briefly look at some of the main
issues in the University and
methods of supporting academic
staff.

You may have been in your new
job for a time before the next
available event but it is considered
to be an essential part of your
orientation into the University.

Content:
Introduction and welcome

An overview of the University:
Corporate overview, Committees
and Administrative areas

Teaching, research and
management in Queen’s

Academic and Student Affairs 

UCU representation
Developing research at
Queen’s:

The role of Research and
Enterprise 

Research Support at Queen’s and
financial issues

Research Ethics
Overview and support available

Additional Staff Development
Opportunities

Information Services support
for research, learning and
teaching

Welcome by the Vice-
Chancellor
Informal Lunch with the
Vice-Chancellor

Central Induction Events
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Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

 All objectives were met 
in attending this event, 

I feel a lot more 
comfortable now in 
my role and its relation to 
the overall picture.

 This event answered 
many questions about 
the corporate setting…I 
am clearer about the 
structure and strategy and 

where to get support.

A comprehensive 
overview of the 
University…

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent training
link in the list of services
for staff 
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Induction for Contract
Research Staff

Dates: 29 September 2010
24 February 2011
2 June 2011

Time:  9.20 am – 4.00 pm

Designed for:
All newly appointed research staff
in the University

Aim:
This course is an occasion for
welcoming research staff to
Queen’s and, in some instances, to
the community.  It is designed to
facilitate the transition of new
members of staff to their posts in
Queen’s and to briefly look at
some of the main issues in the
University relevant to research
staff.

This full-day course introduces
issues related to research policies
and opportunities at Queen’s for
contract research staff.  It
addresses such items as Queen’s
Research Strategy, Research
funding, the Research Excellence
Framework (REF) and the research
staff training and development
programme.  The afternoon
session will focus on planning
your research career and
professional development whilst
at Queen’s.

You may have been in your new
job for a time before the next
available event but it is considered
to be an essential part of your
orientation into the University.

Content:
Welcome and introduction

Research in Queen’s 
Queen’s research strategy
Research funding and the
Research Excellence Framework

University policy, expectations
and responsibilities for
contract research staff

UCU Representative 

Training and career
development opportunities
available for contract research
staff

Research Ethics

Lunch (provided) 

Planning your research career

Professional development for
Queen’s researchers

Induction for Clerical and
Secretarial Staff (Grades 2-4)

New Clerical and Secretarial Staff
(Grades 2 – 4) will be required to
attend an induction programme
within 3 months of commencing
their employment with Queen’s.
The Induction programme will
consist of 4 half days as follows.

Please note that the course
“Office Safety” (page 115) runs in
conjunction with this course.

Dates: 4, 11, 18 and
25 October 2010

10, 17, 24, and
31 January 2011

28 March and

4, 11 and
18 April 2011

6, 13, 20 and
27 June 2011

Time:  9.30 am – 1.00 pm

New staff will be notified

Designed for:
Newly appointed clerical and
secretarial staff (Grades 2 – 4)

Aim:

This course is designed to facilitate
the transition of new members of
clerical and secretarial staff
(grades 2- 4) into their posts in
Queen’s and to provide relevant
information to enable them to
develop in their role.

Central Induction Events

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

 Excellent event, sends a 
very positive message 

to new staff that 
they are welcomed 
and supported.

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent training link in the list of services for staff 



Content:

Session 1
Working in the University
• Structure of the University 
• Role of senior staff in the

University 
• How the University works 
• The University calendar  
• Committees in the University
• The role of the secretary/clerical

officer in the University 
• Professional standards/quality

and performance

Session 2
Professional Written
Communication Skills
• Standards in written

communication
• The University corporate identity
• Understanding the University

style/samples of documentation

Session 3
Word Processing 
• Understanding styles and

templates
• Letter styles
• Mail merge
• Good practice/efficiencies

Session 4
Email and Calendar
management: Good practice 
• Introduction - Practical skills in

organising meetings
• E-mail Protocols
• Calendar management 
• Contacts
• Online facilities to support

meetings

New staff will be invited
to attend

Health and Safety Induction

Dates: 22 September 2010 
18 January 2011
19 April 2011
7 June 2011

Time: 10.00 am – 12.00 pm

Designed for:
New staff

Aim:
This course is designed for staff
who have recently joined the
University. It will explain how
health and safety is managed in
Schools and Directorates, raise
awareness of typical hazards and
give advice on emergency
procedures such as evacuation
and first aid.

Content:
Find out essential health and
safety information, such as:

• What health and safety
arrangements are in place for
you?

• What hazards you may face in
work?

• What action do you take in an
emergency?

• Who is your nearest First Aider?

Additional support for new
International Staff

The Language Centre, Information
Services and the Personnel
Department have developed
information and web pages to
support newly appointed
International Staff arriving at
Queen’s.  These staff may be new
to the University and Northern
Ireland.  This information is
designed to cover both practical
and cultural issues and to work in
conjunction with one-to-one
support provided by the new staff
member’s department.

Additional advice, including a
handbook is available from:

The Personnel website:
www.qub.ac.uk/sites/QUBJobV
acancies/WorkingatQueens/

The Language Centre website:
www.qub.ac.uk/lc

Central Induction Events
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Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent training link in the list of services for staff 
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Courses Open to All Queen’s Staff

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

The course will include: the skills
required for the task, reviewing
the implications of Equal
Opportunities in relation to
recruitment and Queen’s
procedures which must be
adhered to by panel members.

Content:
• Overview of effective selection
• Fairness and Equal

Opportunities
• Questioning, and interviewing

skills
• Queen’s University

appointments procedures

Please note:
• Places on this course are

usually in demand, please
register to attend training
well in advance as training
places may not be available
at short notice prior to a
panel;

• Contact the personnel team
coordinating your selection
panel for advice if you have
queries whether you need to
receive this training or if you
cannot secure a training
place in time;

• This training is not designed
for those seeking to gain
experience as an interview
candidate.

Contact: Human Resources
Team, Tel: 9097 3042

Selection Interviewing

Dates: 12 October 2010
3 November 2010
1 December 2010
2 February 2011
2 March 2011
6 April 2011
4 May 2011

Time:  9.30 am – 4.30 pm

Designed for:
Attendance at this 1-day course
for all staff involved in the
recruitment and selection process
is mandatory.  Staff should attend
this course if they are to be
involved on a selection panel in
the foreseeable future and have
not received training in selection
interviewing before. This training
is not designed for those seeking
to gain experience as an interview
candidate.

Aim:
The University, as a matter of
good practice and as part of its
Human Resources policies, has
undertaken to train all staff
involved in the recruitment and
selection process.  

The courses in this section are
of general interest in terms of
personal development or to
develop staff in relation to
Queen’s procedures or systems.
These courses may be relevant
to a wide range of staff
categories and grades,
whereas courses in some of
the other sections are targeted
more specifically at particular
staff categories or grades or
specialist themes.

Personnel Procedures

Date: 10 March 2011

Time:  10.00 am – 1.00 pm

Designed for:  
All staff with supervisory
responsibilities

Aim:  
To help staff become familiar with
specific personnel procedures

Content:
• Why have disciplinary and

grievance procedures?
• Responsibility for operating the

procedures
• Breakdown of the procedures
• Absence management

NB:  The content of this course
is also covered within the two
day Supervisory Skills course.

Training for Appraisers

All appraisal training is arranged
by the team in Human Resources.
Details of appraiser skills courses
are routinely advertised in the
weekly Staff Round Up and staff
may register online for these
courses by visiting: 

www.qub.ac.uk/directorates/
HumanResources/Personnel
Department/Appraisal/ 

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent training link in the list
of services for staff 
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Courses Open to All Queen’s Staff

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

Selection Interviewing –
Refresher Training

Duration: 2 hour session

Designed for:
This session has been developed
to provide an update for staff on
Queen’s University Appointments
Procedure and changes to Equal
Opportunities legislation and good
practice.

It would be relevant for staff:

• who have previously attended
the Selection Interviewing 1 day
course more than 5 years ago;

• who have received more recent
training on selection
interviewing but who need an
update;

• who may have received previous
training and experience in
selection interviewing in
another organisation and have
joined Queen’s as a new
member of staff.

Aim:
To provide an update on the
Queen’s University Appointments
Procedure and Equal
Opportunities aspects of selection. 

Content:
• Selection in Queen’s – update

on the Queen’s University
appointments procedures

• Equal Opportunities update –
legislation and guidance

• Questions and answers

Please note: this course will be
provided based on demand and
may be provided for specific
departments if there are sufficient
numbers.

Purchasing for the University

Dates: 26 November 2010
14 March 2011

Time: 10.00 am – 4.00 pm

Designed for:
Attendance at this course is
mandatory for anyone acting in
the capacity of Nominated Buyer
for their unit.  Anyone who is
likely to be involved in buying
goods or services, particularly
those who have recently joined
the University, is strongly advised
to attend.

Aim:
To provide the required guidance
for those directly involved in the
purchase of goods and services for
the University which will ultimately
ensure that purchasing power is
maximised, that value for money
is obtained and that legal
requirements are met.

Content:
• Purchasing Regulations,

Procedures and Thresholds (The
rules on why we do what we
do)

• Purchasing Systems (What we
do it with)

• Accounting for VAT in
Purchasing (When and how we
pay VAT on what we buy)

• Basic Purchasing Law (How To
‘Stay Legal’)

Purchasing – An Overview

Dates: 12 November 2010
14 April 2011

Time: 10.00 am – 1.00 pm

Designed for:
Directors/Heads of School/
Academic staff, School Managers

Aim:
To provide an overview of the
purchase of goods and services for
the University

Content:
• Purchasing regulations,

guidelines and procedures
(including thresholds)

• An overview of purchasing
systems

Our obligations as an organization
governed by public law

Using Your Purchasing Card

Dates: 22 November 2010
8 February 2011

Time: 10.00 am – 1.00 pm

Designed for: 
All Purchase Card Users

Aim: 
To provide the required guidance
for those authorised to use a
University Purchase Card.

Content:
• Transaction limits
• Use of the card with suppliers
• Acceptable use policy
• VAT on purchasing card

transactions
• Expenditure categories
• Reconciliation of charges 
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Effective Contract
Management

Dates: 21 October 2010
10 March 2011

Time: 9.30 am – 1.00 pm

Designed for:  
This course is aimed at those who
are involved with the running,
management and supervision of
contracts in their daily role and
also for those who occasionally
get involved in contractual issues,
queries and problems.

Aim:  This course aims to clarify
and explain some of the major
issues around the selection,
management and running of
contracts.

Content:
This course will be delivered in a
highly interactive way with case
studies, games and quizzes in
order to facilitate learning and
make the experience as multi-
textured and enjoyable as possible
for delegates.

• How the different viewpoints of
the seller and buyer can cause
conflicts in relationships

• Hints and tips on how to handle
conflicts.

• Stakeholder management
within a contractual context

• Debunking some of the myths
surrounding the origins of
contract problems

• Managing internal colleagues as
well as external contacts.

Other financial training and
development

Other seminars may be offered by
the Finance Directorate
throughout the year depending
on operational needs.  If any

member of staff has a particular
requirement, they should contact
training@qub.ac.uk.  Also you
may contact Heather Hamilton,
Deputy Finance Director, Ext.3731
or e-mail h.hamilton@qub.ac.uk.

Internationalisation –
Introduction to Cultural
Awareness

Date: 18 November 2010,
Time: 9.30 am – 1.00 pm

Date: 7 April 2011,
Time: 1.30pm – 5.00pm

Designed for:
All staff 

Aim:
As Northern Ireland and the
University become more culturally
diverse, this course aims to
increase cultural awareness and
sensitivity for those working with
international staff and students.

This course is offered by the
Language Centre, Information
Services, and may be provided to
groups of staff in specific
departments on request.

Content:
• Explore the meaning of

“culture”
• Learn about cultures
• Dealing with cultural differences
• Developing a more culturally-

sensitive environment

This course may be provided for
specific departments (Schools/
Directorates) if there are
sufficient numbers.

Diversity

Support in relation to diversity and
equality of opportunity for staff
will be provided in a number of
ways:

If you have any questions about
diversity, Equal Opportunities, or
University policies and procedures
in relation to this subject, please
contact the Equal Opportunities
Unit (www.qub.ac.uk/eou or
phone 5139).

Training and support may also be
provided to groups of staff in
specific departments on request.

Useful contact points for queries
in relation to staff and students
respectively are:

Human Resources:
www.qub.ac.uk/directorates/
HumanResources/ 

Disability Services:
www.qub.ac.uk/directorates/s
gc/SGCDisabilityServices

Diversity Training

During the academic year 2010-
11, the University will continue to
facilitate training for staff to cover
all aspects of diversity facing
people and organisations in
Northern Ireland today.  This
training will be tailored to the
University requirements and
offered in a variety of formats:

Courses Open to All Queen’s Staff

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

 Knowledge of other 
cultures will help 
me when dealing 
with students that 
attend our School.
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DiversityNow 

This new online training
programme is currently available
to all staff with access to a
computer. This mandatory course
has been designed to raise staff
awareness on equality and
diversity issues and their impact
on individual staff and Queen’s.
Using audio and video clips, this
highly interactive course comprises
six modules and requires the
completion of an end assessment.
Upon successful completion of all
elements, the staff training record
will be automatically updated. 

To access the course, staff should
log onto their Queen’s Online
page, scroll down the left side of
their screen until they locate
DiversityNow, click on the title
and follow the instructions.  

The course does not all have to be
completed in one session.  Each
module should take approximately
20 minutes. 

All staff will receive
communication regarding this
training, which is mandatory, from
the Head of School/Director and
the Equal Opportunities
Department will issue reminders
to departments.

A training room version of the
programme will be offered to staff
who do not regularly access a
computer or who may prefer this
option. Dates and times will be
advertised during 2010-11.

This programme will cover:

• What diversity means to the
University and its staff

• Benefits of diversity

• Opinions, prejudices and
stereotypes

• Identifying inappropriate
behaviour and typical workplace
scenarios

• University policies and
procedures

• Resources and guidance for
staff

An Introduction to Disability
Awareness

Date: 12 January 2011

Time: 9.30 am – 12.30 pm

Designed for: 
All staff who may deal with
students with disabilities in a
variety of contexts e.g. learning
and teaching environment,
student support services and front
line staff from areas such as
Admissions, Student Records,
Finance department.

Aim:
To introduce staff to Disability
Services and provide information
and insight which will assist them
in their contact with students with
a variety of disabilities.

Content:
• Overview of Disability Services
• Language and etiquette
• Supporting students with

disabilities
• Case studies
• Disability legislation
• Discussion

Introduction to Assistive
Technology 

Date: 28 January 2011

Time: 10.00 am – 1.00 pm

Designed for:
Teaching staff, Library staff,
Disability Advisers and Support
staff, and others interested in AT.

Aim:
This course is designed to provide
an overview of the assistive
technology applications available
within the University and to
disabled students.

Content:
What is meant by Assistive
Technology (AT)? What kinds of
assistive technologies are currently
being used within Queens? This
course will present an overview of
AT with examples, applications,
and its impact on students with
disabilities.

Participants will:

• gain a basic understanding of
terminology, principles and AT
applications

• identify characteristics of
equipment features for the
various different categories of
AT presented

• develop an understanding of
the general assessment process
and how technology features,
products and theories apply to
AT recommendations for
students.  Very useful 

examples and 
practical guidance I 
can implement…
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Understanding and
Supporting Students with
Mental Health Problems

Date: 18 February 2011

Time: 9.30 am – 12.30 pm

Designed for:
All staff who may deal with
students with disabilities in a
variety of contexts e.g. learning
and teaching environment,
student support services and front
line staff from areas such as
Admissions, Student Records,
Finance department

Aim: 
The aim of this course is to
provide practical information for
staff in an engaging way to
stimulate understanding of
student’s mental health problems
within a University setting. 

Content:
Topics covered will include:

• Mental Health definitions
• Characteristics of good mental

health
• Understanding mental health

and mental illness permutations
• ‘Professionals’ in mental health
• Supporting students with

mental health problems
• Skills for supporting student
• Developing an approach to

positive mental health

Mental Health First Aid

Dates: 22 and 23
November 2010
18 and 19 April 2011

Time: 9.00 am - 4.30 pm

Description:
Mental Health First Aid (MHFA) is
the help given to someone
experiencing a mental health
problem before professional help
is obtained. MHFA does not teach
people to be therapists. However,
it does teach people how to
recognise the symptoms of mental
health problems, how to provide
initial help and how to guide a
person towards appropriate
professional help. The course is for
anyone who may come into
contact with a person with a
mental health problem.

Mental Health First Aid (MHFA) is
a 12-hour intensive course, usually
delivered over 2 days. The course
provides an overview of common
mental health problems, causes,
symptoms and treatments, and
teaches people how to:

• recognise distress 
• recognise the difference

between Therapy and First Aid 
• be confident in administering

help in a First Aid situation 
• provide initial help and guide a

person towards appropriate
support 

The aims of Mental Health First
Aid are to:
• preserve life where a person

may be a danger to themselves
or others 

• provide help to prevent the
mental health problems
developing into a more serious
state 

• promote the recovery of good
mental health 

• provide comfort to a person
experiencing a mental health
problem 

• reduce stigma and
discrimination through
education 

The content of the course
includes:
• mental health awareness 
• stigma, discrimination and

recovery 
• recognising and understanding

depression, suicidal feelings,
anxiety related problems, self
harm and psychoses 

providing ‘first aid’ for panic
attacks, suicidal feelings and acute
distress including acute psychosis 

providing on-going support for
somebody experiencing a mental
health problem 

The MH First Aid course is based
on the idea that early intervention
in a first aid methodology is useful
for anyone experiencing mental
distress or ill health.  The course
covers the main mental health
areas of depression, psychosis,
substance misuse, suicide, self
harm and anxiety, providing skills
on how to recognise the
symptoms of these mental health
problems and practical training on
the most useful ways of providing
initial help to someone in distress.
It also has a focus on recovery and
self help strategies and in looking
after your own mental health.
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Deaf Awareness
3 hour session

Aim:
This course will enable staff to use
basic communication skills and be
aware of the needs of deaf and
hard of hearing people when
accessing services or opportunities
within the University.  The sessions
cover general issues around
deafness, with a focus on the
barriers and solutions in
communicating with deaf and
hard of hearing people.

Content will include:
• Causes, ranges, statistics and

terminology about deafness
• Effective communication

lipspeaking and fingerspelling
• Identifying problems and

solutions to deaf and hard of
hearing problems

• Good and bad practice when
dealing with people with
disabilities

• Issues around inclusion for
people with deafness and hard
of hearing people

Each delegate receives an RNID
information pack, which includes
fact sheets, finger spelling cards,
etc.  After training has been
completed a certificate of
attendance will be issued by RNID.

Start to Sign
6 hour session

Aim:
This is an introductory course to
using BSL (British Sign Language).
This course is a slightly more in
depth course than the deaf
awareness session for staff. You
should have attended the
awareness raising course either
this year or in the past. This one
day session aims to improve
communication between deaf and
hearing staff; and with deaf/hard
of hearing customers, students or
other people they may come into
contact with in their daily work.
The course is taught by trainers
who are themselves deaf and
experienced BSL users.

Content will include:
• Use everyday signs such as

greetings
• Use signs specific to your

workplace
• Understand the structure of

British Sign Language (BSL)
• Produce and understand

fingerspelling

A little sign language can go a
long way!

Deafness courses will be facilitated
by the RNID (www.rnid.org.uk)
Employment Training and Skills
Service who have a wealth of
expertise in the field of deaf and
disability awareness.  Courses will
be run by a tutor but practical
sessions ensure a high level of
interaction

Committee Servicing 

Date: 2 December 2010

Time: 9.15 am – 1.00 pm

Designed for:
Staff who service committees, or
will do so in the future, who wish
to brush up on or acquire
committee servicing and minute
taking skills

Aim:
To investigate ways of making the
process of committee servicing
more effective and efficient and to
develop and enhance knowledge
and skills in the area of minute
writing 

Content:
Understanding the University’s
committee structure - purpose
and formal responsibilities of a
committee

• Understanding formats and
procedures

• The role of a committee
secretary

• Constructing and writing an
agenda for committee meetings

• Preparation of papers for
consideration by a committee

• Minuting the meeting –
effective note taking and
producing an accurate set of
minutes

• Working with the committee
Chair – giving support to the
Chair and gaining co-operation

• Undertaking action in relation
to decisions taken by a
committee

 Gave a great insight 
into communication 
barriers and how to 
overcome them….

 Feel more confi dent 
speaking/
communicating with 
people who are 
deaf/hard of hearing…
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Effective Minute Taking

Date: 17 February 2011

Time: 10.00 am – 12.30 pm

Designed for:
Staff who take minutes at
meetings

Aim:
To provide practical advice and
information and develop the
confidence and skills needed to
take relevant notes at meetings
and produce accurate minutes

Content:
• The minute taker’s role in the

meeting
• Listening for key points and

effective note taking
• Identifying actions and

outcomes and minuting them
correctly

• Presentation and layout of
minutes

• Turning your notes into
accurate minutes

As an optional extra - course
facilitators will be available
from 12.30 pm – 1.00 pm to
meet with staff on a one to
one basis to give them
feedback on their minutes.

Data Protection – What I
need to know 

Duration: 3 hour session

Designed for:            
All staff who hold or use personal
information as part of their work.

Aim:
• To increase awareness of the

principles and implications of
the current legislation - the
Data Protection Act 1998;

• To introduce the University’s
Data Protection policy;

• To assist staff in achieving
compliance with the above
when using/processing personal
data.

Content:
• An introduction to the Data

Protection Act 1998;
• An overview of the University’s

Data Protection policy;
• Group discussion on ensuring

compliance with the legislation;
• Advice on getting further

assistance and information.

Training for Queen’s
Major Incident Plan and
Emergency Response

The Estates Directorate will
coordinate training for those staff
who may be involved in “Major
Incidents” or Emergency
situations.  Staff may be directly
invited to attend briefing sessions,
training specific to their role or to
participate in mock exercises.

Overview of Queen’s
Integrated Emergency
Management Plan

Duration: 2 hour session

Designed for:
School management staff,
university support staff and
volunteers who have a role to play
in responding to and recovering
from a major incident in the
University.

Aim:
To provide staff with a broad
understanding of Integrated
Emergency Management in the
context of Queen’s Major Incident
Plan.

Content:
• What is a major incident?
• Roles and responsibilities
• Multi-agency response
• University response and

emergency management
structures

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent training link in the list of services for staff 

 An excellent course...
explicitly demonstrated 

what to do and not 
to do when handling 
and processing personal 
information.
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Environmental Champions

Dates: To be confirmed

Time: 9.30 am – 4.30pm

Designed for:
This session has been developed
for staff who have volunteered to
become an Environmental
Champion for their Department or
School.

Aim:
To provide Environmental
Champions with guidance and
skills to make positive
environmental improvements in
their Departmental or School.

Content:
• Overview of the University’s Low

Carbon Campaign
• Role of the Environmental

Champion
• Top tips for making

environmental improvements

This course will be participatory
and consist of a mixture of
presentations and discussion.

Managing Personal Safety at
Work and Conflict Situations

Dates: 8 December 2010
18 May 2011

Time: 9.30 am – 4.30pm

Designed for:
All staff who interface with people
in potentially difficult
circumstances to improve personal
safety. Some examples may
include student counsellors,
service providers, teaching staff,
wardens, public-facing staff and
lone working staff in any
University area. 

Aim:
• Raise awareness of the

importance of Personal Safety
for staff

• Exploration of risks that the
group may face and ways to
reduce these

• Development of practical
strategies and confidence to
avoid or defuse potentially
violent and aggressive situations

• Minimise disruption and distress
that can be caused by conflict
situations

Content:
Participants will work on relevant
aspects from the following:
assessing risk; developing personal
safety policies and procedures;
lone-working; frontline working;
responding to physical and verbal
aggression; de-escalation and
diffusion techniques and post
incident support.

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent training link in the list of services for staff 
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Preparation for Retirement

Date: 26 & 27 May 2011

Time: 9.30 am – 4.00 pm

Designed for:
This two-day course is designed
for any member of staff who may
be reaching retirement – soon or
within approximately 3 years.  

Participants will be encouraged to
develop a positive attitude to
retirement by considering the
effect of this major change in their
lives.

Aim:
The course considers the whole
picture represented by retirement,
celebrating the positive aspects
and working to reduce the
negative aspects.  Participants will
also receive relevant financial
information to help them make
informed decisions about the
future.  The aim is to plan and
prepare for retirement and
consider the impact of this major
change in your life.

Objectives:
At the end of the course
participants will -

• Have prioritised areas of their
lives that they need to consider
in planning for their retirement.

• Have considered social and
personal issues relating to
retirement.

• Have considered opportunities
for self-employment, further
education, voluntary work as
well as hobbies and interests.

• Have increased awareness of
the importance of planning a
healthy lifestyle.

• Have information and an
understanding of State Benefits,
Superannuation and financial
planning.

Content:
Day 1
• Life in retirement – part 1
• Your pension and state benefits
• Protecting your assets (family,

estate, inheritance, long term
care)

• Healthy lifestyle

Course Audience Hours Schedule 

A Course Catalog and
Class Maintenance

School staff who maintain courses
and classes 

2 -3 h March 

B PGR - Milestones Staff who deal with PGR students 2 h As required
C Programme Spec and

Academic Advisement 
School staff responsible for AA
and Programme  Specification

3h April/May 

D Grade Roster & Predicted
Classifications 

Staff who use grade Roster
(including ELOs) 

1h Jan/ June 

E Preparation – Registration
and Enrolment 

School staff responsible for classes
and enrolments (School based) 

Various August/September

F Advisors of Studies
(new/refresher) 

Academic Advisors of Studies 3h or 1h September 

G SR Essentials New users or as a refresher course 3 ½h Every month 

Day 2
• Options for the future
• Money management
• University perspective
• Planning for the future
• Life in retirement – part 2

• The way forward

Qsis Training

The Qsis Support team in Student
Services and Systems runs Qsis
training courses on a regular basis
according to the academic
calendar.  In addition, the Basics
course is run every month on or
around the 22nd of the month.

Staff are informed about
dates/times/venues for courses in
the Qsis weekly update which is
sent to School Managers.  Staff
then select courses in QOL, iTrent
Training.  The following pattern of
courses ran in 2009 and we
anticipate the same courses will
run again.  There will also be new
courses for any new functionality.

 All course objectives 
were met, I have gained 

ideas I had not 
considered and can 
plan better to make 
appropriate decisions.

Please email qsissupport@qub.ac.uk or telephone 2884 for more details of any of the courses.
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Additional staff development
opportunities:

Irish Universities’
Training Network

Queen’s is part of a collaborative
training network with other Irish
Universities including University
College Dublin, Trinity College
Dublin, Dublin City University, NUI
Galway and Maynooth, University
of Limerick and University College
Cork.

A benefit of this collaboration is
that places are available on
courses designed for University
staff across Ireland.  Staff can
benefit both from the high quality
of the courses presented and from
the opportunity to interact,
exchange views and experience
with their counterparts from
universities across the North and
South of Ireland. 

Details of these courses when
available will be shown on our
web page www.qub.ac.uk/stdu
and will be circulated directly to
relevant staff groups.  

Places are limited, often, to one or
two participants per University.

Queen’s Gender
Initiative (QGI)

The Queen’s Gender Initiative aims
to address the issue of gender
imbalance at Queen’s University
Belfast by advancing the profile
and position of all women within
the University

Some QGI initiatives include:

• Women’s forum
• Gender initiative women’s sub-

groups
• Mentoring programme for

female staff
• Advice and support
• Publications and reports
STDU will work closely with the
QGI to ensure appropriate training
and development support is in
place to support these broad aims
and specific priorities.  In
particular the achievement of the
Athena silver SWAN award for
excellence in science, engineering
and technology employment in
higher education will give rise to
action plans with a training
requirement. 

Some of the key QGI initiatives:

Academic Promotions Seminar
It has been demonstrated that
women perform well in academic
promotions – when they apply.  To
encourage application Queen’s
Gender Initiative holds an annual
promotions seminar in September

before the promotions exercise to
clarify the process and explain
how mentoring can help.  Apply
via  qgi@qub.ac.uk, Ext 3712.

SWAN Charter
In February 2007 Queen’s was
given the silver award of the
Awards of the Athena SWAN
Charter for women in science on
the basis of a five-year
programme to promote the
advancement of women in SET
and in senior management.  It is
the highest award made so far,
and Queens will act as Athena’s
exemplar university.  Activities in
SET schools will be carried out
through the leadership new
SWAN champions.  For more
information contact
l.boyd@qub.ac.uk, Ext 3939.

Mentoring for Women
Queen’s Gender Initiative has been
mentoring academic women since
2001 and is in the process of
rolling out and mainstreaming
mentoring for women of all
categories of staff, and men,
starting with academics.  The
characteristic features of this
mentoring are that it is always
cross-school, and that great care is
taken over the matching of
mentor and mentored.

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent training link in the list of services for staff 
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Language Centre Courses

Languages for Non-Specialists
The Language Centre will be
offering staff the opportunity to
study a language at a variety of
levels.  The language taught is of
a practical nature and classes,
which usually last two hours, are
held weekly in the late afternoon
or evening.  Students who attain a
satisfactory level and regular
attendance will receive a
Language Centre Certificate.

If you are interested in taking up a
language from scratch, or
returning to a language previously
studied, please contact the
Language Centre.  Classes start in
October, but some classes will fill
up very quickly, so early enrolment
is recommended.

Languages offered are:
Arabic, Czech, Dutch, Finnish,
French, German, Irish, Italian,
Japanese, Korean, Latin, Mandarin
Chinese, Modern Greek, Polish,
Portuguese, Russian, Sign
Language*, Spanish, Swedish,
Turkish

There will be an administration
charge payable on enrolment.

*Students will have the
opportunity to take British Sign
Language Level 1 examinations. 

Certificates in Languages for
Special Purposes
The Language Centre also offers
staff the opportunity to enrol in
one of our courses leading to a
Certificate in Languages for
Special Purposes.  These
certificates are open to those who
wish to develop their linguistic
ability with particular reference to
business or tourism contexts.  The
modules in each of the languages
leading to the award of the
certificate will equip students with
the linguistic and cultural skills
necessary to cope in a range of
situations in the foreign country.  

French for Business (Post-GCSE),
Intermediate, Advanced* 

German for Business
(Introductory), Intermediate,
Advanced*

Spanish for Business
(Introductory), Intermediate,
Advanced*

Practical Irish (Introductory),
Intermediate, Advanced*
*Fee is £60 per module

French, German, Italian, Spanish
for Tourism**
**Fee is £60 per course

All modules leading to the
Certificate can be accessed
through the computer-based
language-learning system in the
University’s multimedia Language
Centre, allowing students to study
at their own pace and in their
own time as well as having the
opportunity to attend tutor-led
sessions.  Each module will be
delivered over two semesters
through a mixture of tutor-led
classes and self-access multimedia
material.  

With the exception of French for
Business, for which GCSE French
at grade C (or equivalent) is
required, there are no specific
entry requirements for the
introductory modules.

If you are interested in acquiring a
Certificate in Languages for
Special Purposes, Practical Irish or
Tourism please contact the
Language Centre for further
information.  Classes start in
October and demand is expected
to be high so early enrolment is
recommended.

Contact Details
Language Centre
The McClay Library
T. 028 9097 6166
E. Langcent@qub.ac.uk
www.qub.ac.uk/lc

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent training link in the list of services for staff 
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Introduction

The Centre for Educational
Development aims to support
the development and
enhancement of teaching,
learning and assessment across
the University. Courses and events
on teaching and learning come
under its auspices.

Registration for Courses on
Teaching, Learning and
Assessment

For all courses in this section
registration may be via the
registration form on page 29
or via iTrent through Queen’s
Online at www.qol.qub.ac.uk
(click on Training Courses
under Other). Registration is
essential as numbers are
restricted. The courses are
available free of charge to staff,
although there is a charge for
non-attendance. 
If you have a request for a course
on a topic not covered by the list
or would like to organise a course
for a specific group, please
contact the Centre for Educational
Development at ced@qub.ac.uk or
telephone Ext. 6570.

The Centre for Educational
Development

The Centre for Educational
Development works with staff
from across the University to
enhance learning and teaching at
Queen’s. The Centre supports a
range of activities for both
academic staff and those involved
in supporting teaching and
learning, including:

• the dissemination of good
practice in learning, teaching
and assessment through
workshops and seminars;

• the professional development of
staff for teaching through
workshops, networks, and
programmes such as the
PGCHET;

• the support for the
development of students, both
personally and academically,
through work with academic
staff on personal development
planning for students, work-
related learning and skills, etc.; 

• the provision of advice and
support on the use of
Information and
Communication Technology
(ICT) in learning, teaching and
assessment;

• the systematic collection,
analysis and dissemination of
student views on learning and
teaching; 

• the administration of funds for
the development of teaching
and learning innovation and the
University’s Teaching Awards.

The Centre has information about
teaching and associated areas,
and research related to them, as
well as in-house expertise. We
welcome enquiries, consultation
and discussion on all aspects of
learning, teaching and
assessment. 

University Teaching Awards

The Queen’s University Teaching
Awards aim to reward examples
of good teaching activity by
individuals or teams that have led
to particularly worthwhile learning
for students. Awards are made in
five categories: 

• Sustained Excellence: an
individual award for
experienced staff (teaching or
learning support)

• Rising Stars: an individual award
for staff teaching less than 5
years (teaching or learning
support)

• Excellence in Teaching or
Learning Support by a team

• Excellence in Teaching First
Years (an individual or team
award for teaching or learning
support). 

• Student Nominated Award: this
is a new category where
students can nominate staff
members for a teaching award;
nominated staff are invited to
submit an application, which is
considered by the Teaching
Awards panel.

Further details of the Queen’s
Teaching Awards Scheme are
available at:
http://www.qub.ac.uk/director
ates/AcademicStudentAffairs/C
entreforEducationalDevelopme
nt/TeachingAwards/ 

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff
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Annual Conference

The Centre for Educational
Development will be holding its
fifth annual conference in May
2011. At the time of going to
press, details and dates have not
been finalised but will be
circulated closer to the event.
Please contact ext 6570 or email
l.carey@qub.ac.uk in the Centre
for Educational Development for
further information. 

The Guest Speaker Series

This academic year the Centre for
Educational Development will be
organising a series of events to
further the enhancement of
teaching, learning and assessment
within the University. These
seminars will include nationally
known facilitators and also
showcase Queen’s expertise and
initiatives. They will normally be
half-day events. Further details will
be forthcoming in the Autumn.
Please contact ext 6570 or e-mail
l.carey@qub.ac.uk in the Centre
for Educational Development for
information.

The Higher Education
Lunchtime Forum 

The Queen’s Higher Education
Lunchtime Forum will meet three
times in 2010-2011. Its purpose is
for participants to exchange good
practice, innovative methods and
tested approaches in learning and
teaching. The meetings will take
place over a sandwich lunch from
12.45 pm to 1.55 pm, in the Old
Staff Common Room, Lanyon
Building on the following dates: 

• 24 November 2010
• 9 February 2011
• 4 May 2011
All teaching staff are welcome to
exchange ideas with colleagues
from across the university and
enhance their professional
development. Details of the
programme will be available 
one month before each event
from Alison Skillen, Centre for
Educational Development 
ext 6570 or
e-mail a.skillen@qub.ac.uk.

Training for Part-time Tutors,
Teaching Assistants and
Demonstrators

The Centre for Educational
Development provides customised
workshops on teaching skills and
assessment for part-time tutors,
teaching assistants and
demonstrators in many Schools at
QUB. We work closely with
academic staff in an area to plan
the workshops and act as
facilitator/co-facilitator where
appropriate. 

These workshops are aimed at
postgraduate students and others,
e.g. outside professionals, who
teach small groups, demonstrate
in laboratories or provide guest
lectures. The training of these staff
is required by the University for
quality assurance and
enhancement purposes. Some of
these workshops are full day or
half-day events, but in other areas
we have offered a more extensive
programme, for example five
mornings.
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In addition we will be offering a
range of centrally organised
courses on teaching and learning
which teaching assistants and
demonstrators are encouraged to
attend. The courses on Small
Group Teaching and Laboratory
Demonstrating (both of which are
half-day workshops in the
Autumn and Spring semesters)
would be particularly appropriate
for these groups.

Please contact Linda Carey, on ext.
6570 or e-mail l.carey@qub.ac.uk,
if you would like to discuss this
further.

Peer Observation of Teaching

The Centre for Educational
Development provides customised
workshops within Schools to assist
with setting up a system of Peer
Observation of Teaching (POT).
Peer Observation, as well as
having many benefits in terms of
developing teaching, is also
important for quality review
purposes. A workshop on peer
observation of teaching is also
offered in the general CPD
programme. Please contact Linda
Carey, Centre for Educational
Development, on ext. 6570 
or e-mail l.carey@qub.ac.uk for
further information.

Support for Curriculum
Development

Support for academic staff in the
implementation of the University’s
Education Strategy is provided to
Schools on request and
customised to the needs of each
discipline or subject grouping.
Previous topics have included:

• Embedding student skills in the
curriculum

• Personal Development Planning
• Using the Queen’s PDP e-folio
• Personal Tutoring

If your School has specific
requirements, please contact:

Linda Ryles
Senior Educational Developer
Centre for Educational
Development
Ext. 6605; 
e-mail: l.ryles@qub.ac.uk

Applying for Professional
Recognition as an Associate
or Fellow/Senior Fellow of
the Higher Education
Academy (H.E. Academy)

The Higher Education Academy is
committed to leading, supporting
and informing the professional
development and recognition of
individual staff in higher
education. The Professional
Recognition Scheme provides a
mechanism for the Academy to
confer Associate, Fellow or Senior
Fellow status on individuals in
recognition of their commitment
to teaching and enhancing the
student learning experience. The
scheme has been designed to
support the implementation of the
sector-owned UK Professional
Standards Framework. 

Applying for professional
recognition as an Associate or
Fellow/Senior Fellow of the Higher
Education Academy (H.E.
Academy) is open to all staff who
have a role in teaching and/or
supporting learning in higher
education at Queen’s. This
includes academic staff and staff
in other categories who can meet
the criteria for recognition. The
criteria, the application form and
registration fee are available on
the H.E. Academy website,
www.heacademy.ac.uk or from
Alison Skillen in the Centre for
Educational Development ext.
6570. 

Staff members who have
completed an H.E. Academy-
accredited course on teaching and
learning can apply for recognition
for Fellowship status. The Queen's
Postgraduate Certificate in Higher
Education Teaching has been
accredited by the H.E. Academy.
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Subject Specific Learning and
Teaching Opportunities

The 24 Subject Centres are based
in higher education institutions
throughout the UK and come
under the auspices of the Higher
Education Academy. Their aim is
to promote high quality teaching
and learning through the
development and transfer of good
practices in all subject disciplines,
and to provide a 'one-stop shop'
of teaching and learning resources
and information for the HE
community. The subject focus
recognises that for many staff in
H.E. it is at this level where most
networking and exchange of
learning, teaching and assessment
practice takes place. 

Each Subject Centre will provide
staff development opportunities in
the form of national and regional
events - see their websites listed
below for details. It is also possible
to arrange for subject centres to
visit Schools and give workshops
on specific aspects of teaching
and learning. The Centre for
Educational Development is
available to assist in the
arrangement of such
professional development
opportunities. 

The 24 Subject Centres are listed
below:

• Art, Design and Media,
University of Brighton,
http://www.adm.heacademy.ac.
uk/  

• Bioscience, University of Leeds,
http://www.bioscience.heaca
demy.ac.uk/ 

• Built Environment (CEBE),
Cardiff University and University
of Salford,
http://www.cebe.heacademy
.ac.uk/

• Business, Management,
Accountancy and Finance
(BMAF), Oxford Brookes
University,
http://www.business.heacad
emy.ac.uk/

• Economics, University of Bristol,
http://www.economicsnetw
ork.ac.uk/ 

• Education (ESCALATE),
University of Bristol,
http://escalate.ac.uk/ 

• Engineering, Loughborough
University,
http://www.engsc.ac.uk/ 

• English, Royal Holloway,
University of London,
http://www.english.heacade
my.ac.uk/ 

• Geography, Earth and
Environmental Sciences (GEES),
University of Plymouth,
http://www.gees.ac.uk/ 

• Health Sciences and Practice,
King’s College London,
http://www.health.heacade
my.ac.uk/ 

• History, Classics and
Archaeology, University of
Glasgow,
http://www.hca.heacademy.
ac.uk/ 

• Hospitality, Leisure, Sport and
Tourism (HLST), Oxford Brookes
University,
http://www.hlst.heacademy.
ac.uk/

• Information and Computer
Sciences, University of Ulster,
http://www.ics.heacademy.
ac.uk/ 

• Languages, Linguistics and Area
Studies (LLAS), University of
Southampton,
http://www.llas.ac.uk/
index.aspx

• Law (UK Centre for Legal
Education - UKCLE), University
of Warwick,
http://www.ukcle.ac.uk/
index.html 

• Materials (UK Centre for
Materials Education), University
of Liverpool,
http://www.materials.ac.uk/ 

• Maths, Stats & OR Network
(MSOR), University of
Birmingham,
http://www.mathstore.
ac.uk/

• Medicine, Dentistry and
Veterinary Medicine (MEDEV),
University of Newcastle,
http://www.medev.ac.uk/ 

• PALATINE – Dance, Drama and
Music, Lancaster University,
http://www.palatine.ac.uk/ 

• Philosophical and Religious
Studies, University of Leeds,
http://prs.heacademy.ac.uk/ 

• Physical Sciences, University of
Hull,
http://www.physsci.heacade
my.ac.uk/Home/Index.aspx 

• Psychology, University of York,
http://www.psychology.heac
ademy.ac.uk/ 

• Sociology, Anthropology and
Politics (C-SAP), University of
Birmingham, http://www.
c-sap.bham.ac.uk/

• Social Policy and Social Work
(SWAP), University of
Southampton,
http://www.swap.ac.uk/ 

Please contact Alison Skillen,
Centre for Educational
Development, on ext. 6570, 
e-mail a.skillen@qub.ac.uk for
further information.

Postgraduate Certificate in
Higher Education Teaching
(PGCHET)

2 Groups of 35 participants
maximum

This course leads to a
postgraduate qualification in
teaching and learning in higher
education and has obtained
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accreditation by the Higher
Education Academy. It is a joint
venture between the School of
Education and the Centre for
Educational Development. The
course consists of two modules
(see below for details). To obtain
the PGCHET, participants will be
required to complete both
modules.

Designed for: 
Recently appointed lecturers and
teaching fellows with limited
experience of teaching in higher
education; more experienced staff
wishing to refresh and build upon
their teaching skills; research staff
with teaching responsibilities.
New lecturers on probation
will get priority.

Overall aims: 
To help participants to develop
their knowledge and skills in
teaching and learning in higher
education, and to encourage
them to reflect on their
professional practice.

70 participants maximum:
(Two groups of up to 35 each)

Foundation Module

Group 1 
(September start)

6 September – 10 
September 2010
9.30 am – 5.00 pm (to 1.00
pm on Wednesday)

Friday 5 November 2010, 
9.30 am – 1.30 pm and one
session selected from a range
of courses on the use of
technology in learning 
and teaching.

Group 2 
(January start)

10 January – 14 January 2011 
9.30 am – 5.00 pm (to 1.00
pm on Wednesday) 

Friday 4 March 2011, 
9.30 am – 1.30 pm and one
session selected from a range
of courses on the use of
technology in learning 
and teaching.

Learning outcomes:

By the end of the module,
participants should be able to:

• discuss a variety of methods
and resources available for
effective teaching and learning
in higher education (e.g.
lecturing, small group teaching,
the use of ICT, innovative
teaching methods);

• apply a variety of methods and
resources to enhance their own
practice as teachers in higher
education;

• articulate theories and models
of teaching and learning in
higher education, through
material presented during the
module and through their own
reading of educational
literature;

• apply relevant educational
theory to enhance their own
practice;

• discuss a model of curriculum
design and development, and
how it relates to aims, learning
outcomes, assessment, delivery
and evaluation in higher
education teaching;

• apply such a model to module
design in their own teaching
context;

• discuss and evaluate the
methods of assessment
commonly used in higher
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education, including innovative
approaches to assessment;

• apply various methods of
assessment in their own
practice;

• provide evidence of reflection
on their own assessment
practices and on possible
modifications to these, using
materials presented in the
module and their own reading
of educational literature;

• discuss effective ways of
providing oral and written
feedback to students;

• reflect on different kinds of
teaching sessions in their own
practice, and relate their
experiences to the relevant
educational literature;

• reflect on changes and
developments in their own
teaching over a semester
period;

• suggest changes to their own
practice based on reflection and
their reading of relevant
literature.

Content will include:
• models of module

development, teaching and
learning;

• discussion of the skills involved
in lecturing and small group
teaching;

• assessment in Higher Education;
• technology in teaching and

learning;
• the opportunity to practise

lecturing skills with video
feedback.

Assessment:
• Teaching Journal and Portfolio

based on participants’ own
teaching

• Participants’ evaluation of their
own assessment procedures.



28 Staff Training and Development Programme 2010 – 11

Module 2: Student Learning
and Support

Group 1 
(for those who started in
September 2010)

17 January – 21 January 2011
9.30 am – 5.00 pm (to 1.00
pm on Wednesday)

Wednesday 9 March 2011,
9.30 am – 1.30 pm

Group 2 
(for those who started in
January 2011)

12 September – 16
September 2011
9.30 am – 5.00 pm (to 1.00
pm on Wednesday)

Wednesday 9 November
2011, 9.30 am – 1.30 pm

Learning outcomes:
By the end of the module,
participants should be able to:

• articulate a variety of theories of
student learning, based on
material presented during the
module and through their own
reading of educational
literature;

• apply these theories to
analysing their own students’
learning and in their own
practice as teachers;

• analyse student difficulties with

learning within a higher
education context, and in
particular with reference to their
own students;

• discuss a variety of methods for
enhancing their students’
employability skills;

• demonstrate an awareness of
the relationship between
teacher/student interaction and
learning;

• discuss the design of learning
activities for students to
enhance their skills
development;

• discuss some of the key issues
in student support in higher
education and specifically
within the Queen’s context;

• discuss the changing profile of
the student body;

• develop an awareness of learner
strategies to support learning;

• reflect on their students’
learning, and relate their
experiences to the relevant
educational literature;

• explore ways of evaluating
student learning, both formal
and less formal; 

• conduct a peer observation of
teaching with a colleague, using
an appropriate pro forma;

• provide written and oral
feedback to a colleague on the
strengths and weaknesses in a
teaching session, in the context
of peer observation;

• reflect on feedback they have
received on their own teaching
through the peer observation
process and discuss how their
own practice might change in
response to this feedback;

• reflect on the process of peer
observation itself, and the
strengths and difficulties with
this approach to evaluating and
reflecting on teaching.

Content will include:
• student learning styles and

approaches to learning;
• learner strategies;
• developing students’ skills;
• difficulties students may have

with learning;
• student support in higher

education;
• formative and summative

evaluation of learning and
teaching, including peer
observation.

Assessment: 
• An analysis of aspects of

student learning in the context
of participants’ own practice

• Discussion of peer observation
of teaching conducted by the
participant and a colleague

For further details please contact
Linda Carey in the Centre for
Educational Development
(l.carey@qub.ac.uk) or John
Milliken in the School of
Education (j.milliken@qub.ac.uk)
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Centre for Educational Development
Learning and Teaching Courses – 2010/2011

This form should be used to register for courses included in the Teaching,
Learning and Assessment section only.

Personal details – BLOCK CAPITALS PLEASE (* please delete as appropriate)

Surname: Mr / Ms / Mrs / Miss / Dr / Prof *

First name: Male / Female *

Telephone ext: E-Mail:

Staff I D Number:

Job title:

School/Department:

Location:

Non-attendance Charges (* please delete as appropriate)

A charge of £20 is made for any course you register for but fail to attend without prior cancellation.

I agree to pay all non-attendance fees *

or

I have been authorised to use the Departmental Account Code to pay all non-attendance fees *

Cost Centre/Account Code: _________________________ Applicant’s Signature _______________________________

(Necessary if Department is responsible for payment of non attendance fees)

Please indicate the courses you wish to attend on the following page

Data Protection Act

On submitting this form your details will be held on a database and may be used in the following ways:

• For administration of courses for which you register

• For statistical analysis of course attendance

If you object to use of your data for any of the above purposes tick the appropriate box. If you do not tick a box we will
assume that you permit your data to be used for the stated purposes.
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Teaching, Learning and Assessment in Higher Education:
CPD programme of workshops

The workshops in this section are designed for lecturers, research staff and teaching assistants who would like to
develop and build on their knowledge and skills related to teaching in higher education. Those relatively new to
teaching in higher education and more experienced staff are welcome to attend. The majority of the sessions are
half-day workshops unless indicated otherwise.

The workshops in the CPD programme have been organised to reflect the Higher Education Academy’s
Professional Standards framework. 

Areas of activity in the framework are:
• Design and planning of learning activities and/or programmes of study
• Teaching and/or supporting student learning
• Assessment and giving feedback to learners
• Developing effective environments and student support and guidance
• Integration of scholarship, research and professional activities with teaching and supporting learning
• Evaluation of practice and continuing professional development.

Core knowledge
• The subject material
• Appropriate methods for teaching and learning in the subject area and at the level of the academic programme
• How students learn, both generally and in the subject
• The use of appropriate learning technologies
• Methods for evaluating the effectiveness of teaching
• The implications of quality assurance and enhancement for professional practice.

Professional Values
• Respect for individual learners
• Commitment to incorporating the process and outcomes of relevant research, scholarship and/

or professional practice
• Commitment to development of learning communities
• Commitment to encouraging participation in higher education, acknowledging diversity and promoting 

equality of opportunity
• Commitment to continuing professional development and evaluation of practice.

Please sign up through iTrent on Queen’s online at www.qol.qub.ac.uk
(click on Training Courses under Other) or by contacting CED on ext 6570.
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Title Dates Course developed by

Design and planning of
learning activities and/or
programmes of study

Writing Learning Outcomes and
Module Design

17 November pm
2 March pm

Centre for Educational Development

An Introduction to Queen’s Online
for Learning and Teaching 

8 September pm
26 January pm

Information Services, Learning and Teaching
Support and Centre for Educational Development

Exploring Online Learning Two session course
with on-line
activities between
sessions: 
17 November pm &
1 December pm

Centre for Educational Development

Teaching and Supporting
Student Learning

Small Group Teaching 13 October pm
19 November am
28 January am 
23 February pm
4 May pm

Centre for Educational Development 

Laboratory Demonstrating 20 October pm
26 January pm

Centre for Educational Development 

Preparing and Giving Lectures,
Part 1: Tips and theory

27 October pm
2  February pm

Centre for Educational Development

Preparing and Giving Lectures,
Part 2: Practical session in small
groups

3  November pm
9  February pm 

Centre for

Educational Development

Teaching Larger Classes 24 November pm
23 March pm

Centre for Educational Development

Teaching with Emotional
Intelligence

16 February pm Centre for Educational Development

Using the Personal Response
System in your Classes

10 November pm
30 March pm

Centre for Educational Development and
Information Services, Learning and Teaching
Support

Interactive PowerPoint
Presentations

20 October pm
16 March pm

Information Services, Learning and Teaching
Support

Using Audio to Enhance
Teaching and Learning

8 September 
12 January 
- 8 x 30 minute
periods over 8 weeks

Centre for Educational Development and
Information Services, Learning and Teaching
Support
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Title Dates Course developed by

Creating Interactive Learning
Resources Using Excel 2007

24 November pm Information Services, Learning and 
Teaching Support 

Assessment and Giving
Feedback to Learners

Introduction to Assessment in
Higher Education

1 December pm
9 March pm

Centre for Educational Development

Using Peer and Self Assessment
with Students

6  April pm Centre for Educational Development

Making Student Feedback Work 13 April pm Centre for Educational Development

Detecting and Preventing
Plagiarism 

29 September pm
2 February pm

Centre for Educational Development

Using TurnitinUK Originality
Checking Software

6 October pm
23 February pm

Centre for Educational Development

Using Computer Assisted
Assessment

6 September
3 November
2 March
24 June

Information Services, Learning and Teaching
Support and Centre for Educational Development

Developing effective
environments and student
support and guidance

Being an Adviser of Studies 6 October pm
16 May pm

Centre for Educational Development

Helping Students to Learn 1 December am Centre for Educational Development

Introduction to the Flexible
Teaching Space

21 September am Information Services, Learning and Teaching
Support and Centre for Educational Development

Supporting Students with
Asperger’s Syndrome

11 November pm Disability Services

The Dyslexic Student at
University 

8 November pm Disability Services

An Introduction to Disability
Awareness

12 January am Disability Services

Introduction to Assistive
Technology

28 January am Disability Services

Understanding and supporting
students with mental health
problems

18 February am Disability Services
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Title Dates Course developed by

Integration of scholarship,
research and professional
activities with teaching and
supporting learning

Linking Teaching and Research 25 May pm Centre for Educational Development

Evaluation of practice and
continuing professional
development

Peer observation of teaching: a
practical guide

16 March am Centre for Educational Development

Evaluation of teaching 11 May pm Centre for Educational Development

Practical Tools for the Evaluation
of Teaching

17 May pm Centre for Educational Development



Designing and Planning of
Learning Activities and/or
Programmes of Study

Writing Learning Outcomes
and Module Design

Date: 17 November 2010

2 March 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
Academic staff, research staff,
teaching assistants.

Aim:
• to provide staff with an

introduction to writing learning
outcomes in the context of
Credit Accumulation and
Transfer System (CATS)

• to consider generic level
descriptors and their role in
module design

Content:
• a model of curriculum

development
• credit accumulation and

transfer system (CATS) 
• writing learning outcomes

compatible with CATS
• levelling the learning outcomes

(exercise 1)
• writing assessment criteria

compatible with CATS
• levelling the assessment criteria

(exercise 2)

An Introduction to Queen’s
Online for Learning and
Teaching 

Date: 8 September 2010
26 January 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
Staff interested in how Queen’s
Online can be used to deliver and
support learning and teaching.

Content: 
Queen’s Online is an integrated
web-based environment for
Queen’s staff and students. The
workshop will give you an
opportunity to explore the main
features, such as resources,
communication tools, and other
Queen’s Online tools. 

Prerequisites: 
You must be registered to use
Queen’s Online with access to one
of your modules.

Exploring Online Learning 

Date: 17 November 2010 
continuing with on-
line activities through 
to the second session  
on 1 December 2010

Time: 2.00 pm – 5.00 pm

Designed for: 
Staff new to online learning who
are interested in exploring its
potential.

Content: 
Queen’s Online offers the
potential for your students to
participate in online activities
outside the traditional classroom
environment. This is an
introductory online learning
course which offers participants
the opportunity to experience a
range of brief online learning
activities before they consider the
skills required for online
facilitation and then spend some
time designing an online learning
activity.

This workshop begins with a face-
to-face session on the afternoon
of 17 November 2010, and
continues for two weeks in
Queen’s Online using online
discussion, ending with a second
face-to- face workshop on 1
December 2010. It is estimated
the online activities will require a
maximum commitment of 4-6
hours over the two week period.

Prerequisites: 
You must have some knowledge
of Queen’s Online 
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Teaching and Supporting 
Student Learning

Small Group Teaching 

Dates: 13 October 2010, 
2.00 pm – 5.00 pm

19 November 2010, 
10.00 am – 1.00 pm

28 January 2011, 
10.00 am – 1.00 pm

23 February 2011, 
2.00 pm – 5.00 pm

4 May 2011, 
2.00 pm – 5.00 pm

Designed for: 
Academic staff, research staff,
teaching assistants 

Aim: 
To explore various methods of
teaching small groups, e.g.
tutorials, seminars, small groups
within larger groups.

Content:
• strengths and difficulties with

small group teaching 
• aims of small group teaching
• planning and preparation for

small group work
• encouraging participation
• communication skills:

questioning, responding,
listening, explaining

• methods (e.g., icebreakers, pairs
and buzz groups,
brainstorming, case-studies)

• practical applications: video
examples

Laboratory Demonstrating

Date: 20 October 2010

26 January 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
Those involved with laboratory
teaching in Engineering, Science
and Health Sciences, in particular
laboratory demonstrators and
academic and research staff with
responsibility for laboratory
teaching.

Aim: 
To explore methods of teaching in
laboratories, drawing on practical
experience.

Content:
• The role of a demonstrator
• What makes for effective

demonstrating?
• Planning, preparation and

organisation
• Methods for small group work

in the laboratory
• Communication skills for

demonstrators

Preparing and Giving
Lectures (Part 1)

Date: 27 October 2010
2 February 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
Academic staff, research staff,
teaching assistants

Aim: 
• to explore methods of planning,

preparing and organising
lectures for groups of various
sizes

• to discuss effective
communication strategies for
lecturing

• to develop an awareness of
student learning within a
lecture context.

Content:
• learning outcomes for lectures
• planning, preparation and

methods of organisation
• developing teaching aids:

handouts, overheads,
PowerPoint

• communication skills: clarity of
delivery, pace, signposts,
summarising, handling
question/answer sessions

• facilitating student learning and
encouraging participation

• obtaining student feedback

It is recommended that
participants also take part two of
this course, which is a practical
session on lecturing (see below).
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Preparing and Giving
Lectures (Part 2)

Date: 3 November 2010
9 February 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
Academic staff, research staff,
teaching assistants

Aim: 
To help participants to practise
their skills in lecturing, using micro
teaching.

Content:
Participants will be asked to
prepare short 5 – 8 minute mini-
lectures which will be videotaped
in small groups. Participants will
receive feedback on their teaching
from the facilitator and group
members.

*If demand is sufficiently high,
another session of this workshop
can be arranged

Teaching Larger Classes

Date: 24 November 2010
23 March 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
Academic staff, research staff,
teaching assistants.

Aim: 
To explore different methods of
teaching large groups of students;
to discuss strategies for improving
student learning within larger
classes.

Content:
• learning outcomes for large

groups
• planning, preparation and

methods of organisation for
larger lectures

• communicating in a large
lecture: delivery skills, handling
question/answer sessions

• maintaining student
involvement and participation

• video examples of teaching
larger classes.

Teaching with Emotional
Intelligence

Date: 16 February 2011

Time: 2.00 pm – 5.00 pm

Designed for:
Academic staff, research staff;
teaching assistants.

Aim and Content:
The emotional climate of a
classroom has an impact on its
effectiveness as a learning
environment and the levels of
satisfaction experienced by both
students and teachers. This
workshop aims to give
participants the opportunity to:

• explore the use of emotional
intelligence in teaching

• review their own emotional
intelligence in teaching
situations

• begin to extend their range of
strategies to teaching situations
which have an emotional
dimension
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Using the Personal Response
System in your Classes

Date: 10 November 2010
30 March 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
Staff interested in using the
Personal Response System to
promote interactivity in their
classes.

Content: 
The Personal Response System
may be used in a number of
different ways within classes to
promote interactivity in teaching
and learning. Activities that can be
facilitated include: initiating
discussion, checking
understanding and provision of
formative feedback, contingent
teaching, peer
teaching/discussion, assessment,
community building, data
collection and gathering of
module feedback. The workshop
will examine how to use these
activities appropriately and
effectively with your students.
Examples of how PRS is being
used in Queen’s and some other
universities will also be discussed.

Prerequisites: 
Some previous experience with
PowerPoint is necessary for
attendance at the workshop.

Interactive PowerPoint
Presentations

Date: 20 October 2010
16 March 2011

Time: 2.00 pm - 5.00 pm

Designed for:
Staff interested in using
PowerPoint 2007 in their lecturers
and presentations and those
interested in creating a Computer
Based Learning package for their
students. 

Content:
This course provides participants
with an opportunity to learn
about more advanced features in
PowerPoint 2007 in order to
incorporate interactivity and
multimedia in presentations. This
practical course will include a brief
introduction to the package and
enable users to create
sophisticated presentations that
make full use of the software’s
functionality. Topics covered
include SmartArt, action buttons,
working with images and shapes
and using master slides and
templates. Participants will also
gain experience of linking to other
documents, multimedia, creating
customised slide shows and saving
presentations as image files.

Prerequisites: 
Familiarity with a Windows
environment is essential. 

Using Audio to Enhance
Teaching and Learning

Dates: 8 September 2010 - 
8 x 30 minute periods 
over 8 weeks 
12 January 2011

Time: This course will be 
provided online 
through a series of 
weekly video podcasts
and tutorials. 

Designed for: 
Staff interested in learning how to
record audio and integrate it into
their teaching and learning.

Content: 
Each week a video podcast will be
made available and integrated
with a tutorial. The topics covered
will be practical and related to the
production of audio for teaching
purposes. The content will
include:

• using free software to help
record and edit audio
recordings to a good standard

• ensuring the audio is in the
correct format to share with
your students

• providing examples of how staff
may wish to record audio for
their students

• suggesting activities where
students may be encouraged to
create audio themselves
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• discussing the advantages and
disadvantages of using audio
and raising awareness of the
practical and legal issues
associated with its use.

In the latter part of the course,
there will be an opportunity for
participants to use their newly
acquired knowledge to create a
short audio recording and share it
with others for review

Prerequisites:
A knowledge of how to listen to
audio on a computer.

Assessment and Giving 
Feedback to Learners

An Introduction to
Assessment in Higher
Education

Date: 1 December 2010
9 March 2011

Time: 2.00 pm – 5.00 pm

Designed for:
Academic staff, research staff,
teaching assistants.

Aim:
• to explore ways to make

assessment more efficient,
effective and reliable

• to consider a variety of
assessment methods, both
innovative and traditional

Content:
• principles and purposes of

assessment
• aligning assessment criteria and

learning outcomes
• the distribution of an

academic’s time in the
assessment process

• getting the balance right for
your class

• methods of assessment
• giving feedback to students –

maximising the impact of the
limited time available 
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Content:
In this practical workshop staff will
be introduced to some of the
advanced features of Excel 2007
which can be used to create
interactive spreadsheets suitable
for simple quizzes or basic models.
Participants will be given the
opportunity to try out some of the
form tools available in Excel
including Combo Boxes, Check
Boxes, Spin Buttons and Option
Buttons. Practical exercises will
also involve creating nested IF
statements to generate feedback
and how to format and protect
worksheets in order to hide
content.

Prerequisites:
This is an advanced Excel course
therefore participants should have
significant previous experience of
using Excel 2007.
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Using Peer and Self
Assessment with Students

Date: 6 April 2011

Time: 2.00 pm – 4.00 pm

Designed for: 
Academic staff, research staff,
teaching assistants.

Aim: 
To explore different methods of
using peer and self assessment
with students

Content:
• rationale for using student peer

and self assessment
• some possible pitfalls
• different methods of using

student peer and self
assessment

• case studies and examples of
good practice

• approaches to using peer and
self assessment in participants’
own modules

Making Student Feedback
Work

Date: 13 April 2011

Time: 2.00 pm – 4.00 pm

Designed for: 
Academic, research staff, teaching
assistants.

Aim: 
to examine a range of alternative
ways of providing feedback to
students

Content:
• Types of feedback
• Guidelines for providing good

feedback and “feed forward”
• Alternatives to written

comments
• Approaches to being time

effective
• Case studies and examples

Detecting and Preventing
Plagiarism 

Date: 29 September 2010
2 February 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
All academics and university
administrators with responsibility
for advising on academic
irregularities.

Aim: 
Increasing advances in
Communication and Information
Technology have resulted in a
greater potential for students to
engage in academic plagiarism
and for staff to detect plagiarism.
The results from a number of
surveys show that students report
significantly higher levels of
plagiarism than those reported by
staff. Also students and staff have
different views on what is
cheating, what is serious and why
it happens. This workshop will
explore these and many other
issues including the use of the
JISC Plagiarism Service.

Content:
• What is plagiarism?
• Plagiarism and the Internet
• Group work and project

supervision
• Penalties and plagiarism
• How to design assignments that

will decrease opportunities for
plagiarism

• The JISC Plagiarism Service
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Using the TurnitinUK
Originality Checking
Software

Date: 6 October 2010
23 February 2011

Time: 2.00 pm – 4.30 pm

Designed for: 
Staff interested in using the
TurnitinUK Originality Checking
Software to assist in the detection
of plagiarism of both online
sources and other student
assignments.

Content: 
This workshop is designed to give
an overview of the facilities of the
TurnitinUK Originality Checking
Software allowing participants the
opportunity to set up assignments
and view originality reports. The
software compares electronic
copies of student assignments
with a range of online sources and
also a bank of previously
submitted student work. In this
way it can detect text matches
which might be due to plagiarism.

The course will also discuss how
the tool may be used to illustrate
the nature of plagiarism to
students with a view to preventing
plagiarism.

Prerequisites: 
Familiarity with a Windows
environment.

Using Computer Assisted
Assessment 

Date: 6 September 2010
3 November 2010
2 March 2011
24 June 2011

Time: 9.30 am – 4.30 pm

Designed for: 
Staff interested in using Computer
Assisted Assessment (CAA). 

Content: 
This workshop provides an
opportunity to examine the
potential of Computer Assisted
Assessment (CAA) for formative
and summative use. The workshop
will look at the types and design of
CAA questions and good practice
in question writing. Measures of
question quality and marking
schemes will also be discussed.
During the practical, session
participants will have the
opportunity create an online
assessment using QuestionMark
Perception 4, the assessment
software supported by the
University. It will be possible to
explore a range of question types
(including using imported images.)
Participants are encouraged to
bring along module material on
which they can base their
questions. We will then create,
schedule and assign candidates to
an assessment, and deliver the
assessment. Use of reports and
exporting data based on
assessments will also be examined.

Prerequisites: 
Familiarity with a Windows
environment and file management
would be beneficial although not
essential.

Developing Effective
Environments and Student
Support and Guidance

Being an Adviser of Studies

Date: 6 October 2010
16 May 2011

Time: 2.00 pm – 4.30 pm

Designed for:
New and more experienced
Advisers of Studies.

Aim:
The workshop provides a forum
for discussion of the key roles and
responsibilities of an Adviser of
Studies, based on the Queen’s
Code of Practice. 

Content:
• The role of an adviser: what are

the key tasks?
• Guiding students’ choice of

modules
• Facilities and resources available

for student support
• An Adviser’s role in student

performance and progress
• Dealing with typical student

issues and problem areas 
• The role of the Student

Counselling Service
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Helping Students to Learn

Date: 1 December 2010

Time: 10.00 am – 1.00 pm

Designed for:
Academic staff, research staff,
teaching assistants.

Aim:
To help staff understand the types
of difficulties their students may
encounter with studying and to
suggest some strategies for
helping students learn more
effectively.

Content:
• Difficulties students may

encounter with studying
• Recognising and diagnosing

student difficulties
• Helping students with essay and

report writing
• Developing students’

presentation and discussion
skills

Introduction to the Flexible
Teaching Space

Date: 21 September 2010

Time: 10.00 am – 12.30 pm

Designed for:
Staff who have already secured a
booking for Room 307, Peter
Froggatt Centre in the academic
year 2010-11.

The workshop is an opportunity
for new and experienced users of
the Flexible Teaching Space to
familiarise themselves with the
equipment available and consider
ideas for activities. Experienced
users will share their practice and
there will be the opportunity to
think through this year’s activities
with other like-minded
practitioners and consider how
the technologies might be
employed.

Disability Services - Courses 
to Support Academic, 
Administrative and 
Clerical Staff 

Supporting Students with
Asperger’s Syndrome

Date: 11 November 2010 

Time: 2.30 pm – 4.30 pm

Dr Jo Douglas, The Spectrum
Diagnostic and Assessment Centre

Designed for:
Academic staff who wish to
increase their awareness of the
needs of students with Asperger’s
Syndrome within the teaching and
learning environment. 

Aim:
This course aims to help staff gain
a better understanding of
Asperger’s Syndrome.

Content:
With greater awareness and
improved diagnosis the number of
individuals receiving a diagnosis of
Asperger’s Syndrome is on the
increase. A direct consequence of
this has been an increase in the
number of students diagnosed
with Asperger’s Syndrome coming
in to the University system. What
are the implications of this for
those of us who work within third
level education? This session will
address this question and in doing
so consider the characteristics of
this complex developmental
disorder and its implications for
teaching and learning. Positive
strategies for intervention and
support to help those with
Asperger’s Syndrome to fulfill their
full potential will be presented. 
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The Dyslexic Student at
University

Date: 8 November 2010

Time: 2.30 pm to 4.30 pm

Dr Harry Rafferty, School of
Psychology 

Designed for: 
Academic staff who wish to
increase their awareness of
supporting students with dyslexia
within the Higher Education
context.

Aim:
To provide an introduction to
dyslexia with particular regard to
the dyslexic student at university.
The seminar will also suggest
some ways of assessing and
supporting dyslexic students.

Content:  
• Provide a definition of dyslexia
• Distinguish between

developmental and acquired
dyslexia

• Describe the key problems
underlying dyslexia

• Estimate the prevalence of
dyslexia

• What is cognitive basis of
dyslexia?

• Increase awareness of
complexities of the syndrome

• List some factors, which help
account for existence of dyslexia

• Describe the skill areas and
tasks which are problematic

• Describe how dyslexics at
university cope with dyslexia

• Assessing and supporting the
dyslexic student

• Indicate some additional
reading

An Introduction to Disability
Awareness

Date: 12 January 2011

Time: 9.30 am – 12.30 pm

Designed for: 
All staff who may deal with
students with disabilities in a
variety of contexts e.g. learning
and teaching environment,
student support services and front
line staff from areas such as
Admissions, Student Records,
Finance department

Aim:
To introduce staff to Disability
Services and provide information
and insight which will assist them
in their contact with students with
a variety of disabilities.

Content:
• Overview of Disability Services
• Language and etiquette
• Supporting students with

disabilities
• Case studies
• Disability legislation
• Discussion

Introduction to Assistive
Technology 

Date: 28 January 2011

Time: 10.00 am – 1.00 pm

Designed for:
Teaching staff, Library staff,
Disability Advisers and Support
staff, and others interested in AT.

Aim:
This course is designed to provide
an overview of the assistive
technology applications available
within the University and to
disabled students.

Content:
What is meant by Assistive
Technology (AT)? What kinds of
assistive technologies are currently
being used within Queens? This
course will present an overview of
AT with examples, applications,
and its impact on students with
disabilities.

Participants will:

• gain a basic understanding of
terminology, principles and AT
applications

• identify characteristics of
equipment features for the
various different categories of
AT presented

• develop an understanding of
the general assessment process
and how technology features,
products and theories apply to
AT recommendations for
students. 
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Understanding and
Supporting Students with
Mental Health Problems

Date: 18 February 2011

Time: 9.30 am – 12.30 pm

Designed for:
All staff who may deal with
students with disabilities in a
variety of contexts e.g. learning
and teaching environment,
student support services and front
line staff from areas such as
Admissions, Student Records,
Finance department

Aim: 
The aim of this course is to
provide practical information for
staff in an engaging way to
stimulate understanding of
student’s mental health problems
within a University setting. 

Content:
Topics covered will include:

• Mental Health definitions
• Characteristics of good mental

health
• Understanding mental health

and mental illness permutations
• ‘Professionals’ in mental health
• Supporting students with

mental health problems
• Skills for supporting student
• Developing an approach to

positive mental health

Integration of scholarship, 
research and professional 
activities with teaching and 
learning support

Linking Teaching and
Research

Date: 25 May 2011

Time: 2.00 pm – 5.00 pm

Designed for: 
Academic staff, research staff,
teaching assistants

Aim:
To develop an understanding of
the potential for linking teaching
and research in the undergraduate
curriculum

Content:
• Definitions, categories and

relevance of research-informed
teaching

• Examples of current teaching
and research links in
undergraduate modules

• Exploring possibilities for
enhancing existing practice

• Identifying further opportunities
for linking teaching and
research in the curriculum

Evaluation of Practice and 
Continuing Professional 
Development

Peer Observation of
Teaching: a practical guide

Date: 16 March 2011

Time: 2.00 pm – 4.00 pm

Designed for: 
Academic staff, research staff and
teaching assistants

Aim:
To introduce the concept of peer
observation of teaching and
introduce staff to some methods
used

Content:
• Why use Peer Observation of

Teaching (POT)
• Models of POT
• Peer Observation and Peer

Review
• How to implement POT
• Simulation of POT using video 
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Evaluation of Teaching 

Date: 11 May 2011

Time: 2.00 pm – 5.00 pm

Designed for:
Academic Staff who want to
evaluate changes in their teaching
and assessment practices

Aim:
This half day course is designed to
help individuals acquire the
knowledge and skills essential for
the evaluation of teaching and
learning practices. 

Content:
This course will review pedagogic
research practices for the
evaluation of teaching and
learning and introduce
participants to an on-line survey
tool that may enable large scale
analysis to be undertaken.

Practical Tools for the
Evaluation of Teaching

Date: 17 May 2011

Time: 2.00 pm – 4.00 pm

Designed for:
Academic Staff who want to
evaluate changes in their teaching
and assessment practices

Aim:
This course is designed to
introduce participants to practical
tools for the Evaluation of
Teaching. Participants will acquire
skills in the design and use of
Evaluation of Teaching
Questionnaires and the analysis of
data. Particular attention will be
paid to questionnaire design and
online methods of delivery.

Content:
This course will cover key steps in
the design of Teaching Evaluation
of Questionnaires including paper
and online formats. Participants
will be introduced to relevant
Programmes which support the
online delivery of Evaluation
Questionnaires and will have the
opportunity to create their own
short questionnaire. The course
will also cover key steps in the
analysis and use of Evaluation of
Teaching data.
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Subject Librarians provide
information skills training to
enable academic staff to make
effective use of the Library’s wide
range of services and resources.
The primary focus is online
resources but all aspects of the
Library services are covered. The
training takes a variety of forms
including talks, hands-on
computer workshops and tours
and is mainly delivered in the
training rooms in The McClay
Library. In addition to the standard
courses, Subject Librarians can
also arrange customized training
to meet the needs of Schools and
individuals.

Library Support for Research
and Teaching [2 hours]

This course introduces the services
and resources the Library provides
to support your research and
teaching. It covers the Library’s
online resources and the
assistance and advice on offer
from your Subject Librarian. It also
covers support services such as the
provision of digital material for
Queen’s Online and details how
you can exploit the collections of
other academic libraries.

Designed for: 
New staff and existing staff who
would like a refresher course on
the Library

Content
• Role of the Subject Librarian
• Online resources
• Teaching-support services
• Inter-Library Loans
• Accessing other academic

libraries

A tour of your branch library can
also be arranged as part of this
course.

Enhancing Student Research
and Referencing Skills
[2.5 hours]

This course will enable staff to
enhance their students’ ability to
conduct literature searches and
critically evaluate the information
they find. It will also provide
guidance on developing students’
citing and referencing skills and
there will be the opportunity to
discuss the suitability of websites
such as Google and Wikipedia for
academic research compared to
the Library’s online resources.

Designed for:
Teaching staff

Content
• Effective search skills
• Search engines and websites

versus the Library’s online
resources 

• Successfully evaluating
information 

• Good practice for citing and
referencing

Exploiting Online Resources
for Teaching [2 hours]

The aim of this course is to equip
staff with the skills and
knowledge to integrate e-journals,

e-books and scanned extracts of
journals and books in their
modules in Queen’s Online. This
course will also enable staff to
make the most of scanned images
in their lectures and ensure their
teaching materials are within
copyright limits. 

Designed for:
Teaching staff

Content
• Incorporating e-journals and e-

books in Queen’s Online
• Incorporating  scanned journal

articles and book chapters in
Queen’s Online

• Using scanned images in
teaching

• Teaching materials and
associated copyright issues

Beyond Google [2 hours]
Search engines such as Google fail
to cover a large amount of the
academic information available on
the internet.  This includes the
content of many databases, e-
journals, e-books and other
research resources such as
newspaper archives. This course
will provide you with the
opportunity to access and search
this hidden information using the
Library Portal (QSearch).  It will
also compare the search strategies
required for Google Scholar and
Google Books with those required
for QSearch.

Designed for: 
Research and academic staff

• Content
• Google Scholar
• Google Books
• QSearch
• Databases, e-journals, e-books

and other online resources
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Beyond the Journal Article
[2 hours]

There is a wealth of information
beyond books, journal articles and
conference proceedings. The aim of
this course is to introduce staff in
the arts, humanities and social
sciences, to the skills and
knowledge necessary to find this
information.  The main emphasis of
the course is on official publications
such as UK government and EU
documentation but newspaper
articles and theses are also covered.

Designed for: 
Research and academic staff in the
arts, humanities and social
sciences

Content
• Searching for newspaper

articles
• Searching for official

publications
• Statistics
• Reports
• UK Parliamentary publications
• EU publications

• Searching for theses

Optimizing the Impact of
your Papers [2 hours]

Citation information is an
important element when
determining where to publish
research and will be a key feature
of the Research Excellence
Framework (REF). This course will
cover resources such as the Web
of Science, Google Scholar,
Publish or Perish and the Journal
Citation Reports which can be
used to conduct citation analysis.
It will also cover local resources
such as the University’s
Institutional Repository (QCite)
and Publications Database that are
relevant to the REF. 

Designed for:
Research and academic staff

Content
• Overview of the REF
• Institutional Repository (QCite)
• Publications Database
• Citation analysis

RefWorks [2.5 hours]
RefWorks is a bibliographic
management service that enables
you to create a personal database
of references, automatically
format citations and compile
instant bibliographies. This can
save you hours spent interpreting
citing and referencing styles and
typing citations and references. 

This introductory course will
include demonstrations and
practical work. 

Designed for:
Research and academic staff

Content
• Creating an account
• Importing references directly

from a database and a file
• Inputting references manually
• Creating folders and organizing

references
• Deleting duplicate records
• Producing a bibliography in a

Microsoft Word document
• Using RefWorks with other

bibliographic management
services

Prerequisites
It is essential that participants
have experience of using:

• Windows and the web
• Library databases
• Microsoft Word

RefWorks for Arts and
Humanities [2.5 hours]

This tailored version of the general
RefWorks course focuses on the
databases and referencing styles
specific to arts and humanities.

Designed for:
Research and academic staff in
arts and humanities

Content
• Creating an account
• Importing references directly

from a database and a file
• Inputting references manually
• Creating folders and organizing

references
• Deleting duplicate records
• Producing a bibliography in a

Microsoft Word document
• Using RefWorks with other

bibliographic management
services

Prerequisites
It is essential that participants
have experience of using:

• Windows and the web
• Library databases
• Microsoft Wor
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RefWorks for Medicine and
Health Sciences [2.5 hours]

Dates: 27 October 2010
23 February 2011

Time: 2.00 pm – 4.30 pm

This tailored version of the general
RefWorks course focuses on the
databases and referencing styles
specific to medicine and health
sciences.

Designed for:
Research and academic staff in
medicine and health sciences

Content
• Creating an account
• Importing references directly

from a database and a file
• Inputting references manually
• Creating folders and organizing

references
• Deleting duplicate records
• Producing a bibliography in a

Microsoft Word document
• Using RefWorks with other

bibliographic management
services

Prerequisites
It is essential that participants
have experience of using:

• Windows and the web
• Library databases
• Microsoft Word

Course Booking Arrangements
Please contact Brenda Allen
(email: b.a.allen@qub.ac.uk) to
book a place on this course.

RefWorks for Science and
Engineering [2.5 hours]

This tailored version of the general
RefWorks course focuses on the
databases and referencing styles
specific to science and
engineering.

Designed for:
Research and academic staff in
science and engineering

Content
• Creating an account
• Importing references directly

from a database and a file
• Inputting references manually
• Creating folders and organizing

references
• Deleting duplicate records
• Producing a bibliography in a

Microsoft Word document
• Using RefWorks with other

bibliographic management
services

Prerequisites
It is essential that participants
have experience of using:

• Windows and the web
• Library databases
• Microsoft Word

RefWorks for Social Sciences,
Education and Law
[2.5 hours]

This tailored version of the general
RefWorks course focuses on the
databases and referencing styles
specific to social sciences,
education and law.

Designed for:
Research and academic staff in
social sciences, education and law

Content
• Creating an account
• Importing references directly

from a database and a file
• Inputting references manually
• Creating folders and organizing

references
• Deleting duplicate records
• Producing a bibliography in a

Microsoft Word document

• Using RefWorks with other
bibliographic management
services

Prerequisites
It is essential that participants
have experience of using:

• Windows and the web
• Library databases
• Microsoft Word

Course Dates
Course dates not included above
will be published on the iTrent
system available through Queen’s
Online at www.qol.qub.ac.uk
(click on Training Courses under
Other). 

All courses are free of charge and
will be repeated several times
during the academic year. 

Contact Information
For further information about
training offered by the Library,
please email your Subject
Librarian:
http://www.qub.ac.uk/lib/
ContactingtheLibrary/
SubjectLibrarians/.
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Queen’s Effective Researcher Programme

This section of the programme provides information about courses organised for contract research staff by the
Staff Training and Development Unit. The Research Staff Development programme was established in 2006 and
was based on the Research Councils Skills Statement (2001). Over the past year we have amended to programme
to reflect the professional and career development needs of researchers at different stages of their careers. The
Effective Researcher 1 programme is for early career researchers who are new to employment as a researcher and
Effective Researcher 2 is for advanced researchers with three or more years of employment at Queen’s. This
programme is one element in the University’s commitment to the national Concordat to support the Career
Development of Researchers and the initiative to introduce a UK Researcher Development Framework. Although
this programme is designed primarily for contract research staff, all staff with a research role are welcome to
attend. The content of this Effective Researcher Programme is outlined overleaf.

Further support for researchers is provided through the Contract Research Staff Training and Development Fund
(CRSTDF). This Fund is aimed at providing and encouraging training events and development activities for
contract research staff within Schools. Details on the CRSTDF are provided at the end of this section. If you have
an activity or an idea for an activity which would be of benefit to research staff development please submit an
application or contact STDU to discuss your proposal further.

During this academic year further courses for researchers will be organised. If you have any suggestions on the
type of training which would be beneficial for researchers please contact Paul Monahan at the Staff Training and
Development Unit, contact details below.

Queen’s has made a commitment to developing its research staff. The STDU will provide staff with access to the
training and resources that will assist their development. You can make a commitment to your own development
by attending some of the courses outlined in this section. We look forward to seeing you in the coming year at
Lennoxvale.

Paul Monahan

Training Officer (Research Staff)
Staff Training and Development Unit
7 Lennoxvale
BELFAST
BT9 5BY
Tel: 028 9097 6632/6590
p.monahan@qub.ac.uk
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Effective Researcher 1

Induction for Contract
Research Staff

Dates: 29 September 2010
24 February 2011
2 June 2011

Time: 9.20 am – 4.00 pm

Designed for:
All newly appointed research staff
in the University.

Aim:
This course is an occasion for
welcoming research staff to
Queen’s and, in some instances, 
to the community. It is designed to
facilitate the transition of new
members of staff to their posts in
Queen’s and to briefly look at
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Contract Research Staff 
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Queen’s Effective Researcher Programme

Early Stage Researcher Advanced Stage Researcher

Number of years employed on research contract(s)

Effective Researcher Programme 1 Effective Researcher Programme 2

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

1. Institutional induction
for research staff

2. Research at Queen’s 
3. Career Management

sessions1

4. The effective
researcher (2 days)

5. Presentation skills for
researchers

6. Effective academic
writing

7. Getting published

1 Career Management sessions:

• Enhancing your research
performance

• Career exploration for
researchers

• Planning your research career
• Writing an academic CV
• Preparing for academic

interviews

Further details on the above and
other courses of relevance to
researchers are provided below in
this section and further courses
are outline in the next section of
the programme, ‘Research Skills’. 

1. Research funding in
the UK

2. Intellectual property
rights & Research at
Queen’s

3. Career Management
sessions

1. Management &
leadership in a
research role (2 days)

2. Financial
Fundamentals

3. Advanced publication
workshops

4. Advanced
presentation skills

5. Applying for
Fellowships 
(school-based)

6. Creating Innovation in
your research

7. Career Management
sessions

1. Research Team
Leadership

2. Teaching & learning
skills

3. Successful Grant
Applications 
(school-based)

1 32 4 65

Career coaching sessions available

some of the main issues in the
University relevant to research
staff.

This full-day course introduces
issues related to research policies
and opportunities at Queen’s for
contract research staff. It
addresses such items as Queen’s
Research Strategy, Research
funding, the Research Excellence
Framework (REF) and the research
staff training and development
programme. The afternoon
session will focus on planning
your research career and
professional development whilst
at Queen’s.



You may have been in your new
job for a time before the next
available event but it is considered
to be an essential part of your
orientation into the University.

Content:

Welcome and introduction

Research in Queen’s 
Queen’s research strategy

Research funding and the
Research Assessment Exercise

University policy, expectations
and responsibilities for
contract research staff

UCU Representative 

Training and career
development opportunities
available for contract research
staff

Research Ethics
Lunch (provided) 

Planning your research career

Professional development for
Queen’s researchers

 Excellent event, sends a 
very positive message 

to new staff that 
they are welcomed 
and supported.

The Effective Researcher 

Dates: 24 - 25 November 
2010

Times: 9.00 am– 5.00pm

Designed for: 
This programme is aimed at early
career staff researchers within the
first 2 years of a research contract
with some project management
responsibility. This course is
delivered in partnership with
Vitae, a national organisation that
focuses on researcher
development. 

This is a new intensive two-day
programme that uses a series of
experiential learning activities to
explore the practical skills required
for successful project
management, improving inter-
personal working and the further
development of intellectual
independence.

Specifically this programme
will cover: 
• Project management
• Prioritisation of competing tasks

and workloads
• People management
• Communication of your

research
• Long-term career plans

These areas will be addressed
holistically, but with plenty of
scope to respond to the issues
raised by participants.
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Full attendance on both days is
required as programme activities
have been designed to integrate
self-awareness and learning across
key areas of project management
and career development.

Presentation Skills for
Research Staff

Workshop 1:
30 November 2010 
(9.30am – 4.30pm)

Workshop 2:
9 December 2010 
(9.30am – 1.00pm)

Designed for: 
Research Staff

This course aims to encourage you
to identify the techniques of good
presentations and enable you to
put these techniques into practice.
There are two workshops to the
course. Session one involves
discussing the skills of presenting
and your concerns about making
presentations. In session two you
will deliver a presentation and
receive feedback.

Content:
• What makes a good

presentation?
• Your concerns
• Preparation
• Design of content
• Building of good structure
• Thinking about delivery

techniques
• Action planning for own

presentations

 Lots of issues were 
dealt with and 
there was a variety 
of styles used
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Effective Academic Writing

Date: 15 September 2010

Time: 9.30 am – 4.30 pm

Designed for:
Academic and Research Staff

Aim: 
To offer academic and research
staff tools for writing more
effectively and according to
academic standards.

Content:
• The writing process and writing

issues
• Stylistic aspects of effective

writing
• Strategies for editing
• Academic conventions,

standards and expectations
• Publishing essentials

The day will be highly
participatory and will consist of a
mixture of presentation,
discussion, exercises and small-
group work. To attend this
workshop you will need to bring a
short piece of your own writing.

Participants will have the
opportunity to join a writing
group.

 Very useful, I’m 
looking forward to 
implementing the 
strategies

Academic Writing Workshop
for International Research
Staff

Date: 16 September 2010

Time: 9.30 am – 4.30 pm

Designed for: 
International Research Staff

Aim: 
To offer research staff whose first
language is not English support in
terms of writing strategies,
common grammar issues and
writing for publication.

Content:
• Writing in a foreign language
• Idiomatic English: some

common issues for non-native
speakers

• Grammar
• Punctuation
• Writing an academic article

This workshop will be tailored to
the needs of the participants. To
attend you will need to submit a
short piece of writing (such as a
summary of your research or an
excerpt from a paper or article you
are working on) in advance.

Participants will have the
opportunity to join a writing
group.

Developing your 
Language Skills

The multimedia Language Centre
at Queen’s offers all staff and
students the opportunity to
improve their language skills. The
Language Centre provides
computer based courses in many
languages, including general
English and practice lessons for
IELTS. Facilities include a private
study area which is used on a
‘drop in’ basis, two computer
suites plus satellite TV and DVD
viewing. Resources include books,
DVDs, dictionaries and a wide
range of software installed on the
fully networked PCs.  Language
Centre staff are always available
for assistance and advice. 

The Language Centre is open
during semester time from 9.00
am – 9.00 pm and 9.00 am – 5.00
pm outside semesters.

Language Centre
Room 310 
Peter Froggatt Centre
www.qub.ac.uk/lc

Contract Research Staff 
Effective Researcher Programme
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Getting yourself published

Date: 28 October 2010

24 March 2011

Time: 9.30 am – 4.30 pm

Aim: 
This is a busy workshop designed
to help colleagues to organise
their thoughts so that getting
them into print is more likely and
more efficient.

Content:
The workshop will include
exercises on choosing titles,
writing abstracts, and gaining
feedback from other people on
drafts.

Course Facilitator:
Professor Phil Race has published
widely for the last 35 years, mostly
about learning, assessment and
teaching in higher education, but
also about many other things.
Because of this experience, he is
able to help others to get into
print more effectively and
efficiently.

   It allowed me to 
see more clearly 
areas in need of 
improvement

Intellectual Property Rights
and Research at Queen's 

Dates: 18 October 2010 
12 April 2011 

Time: 9.30 am – 2.00 pm

Designed for: 
Academic and Research Staff   

Aim: 
The aim of this course is to
provide staff with knowledge of
the key aspects of Intellectual
Property, and the relevance of this
to research at Queen's.

Content:
Intellectual Property - What is it?
This part of the course will provide
an introduction to the major
Intellectual Property Rights (IPR):
patents, copyright, trade marks
and designs. Facilitated by a
patent attorney who specialises in
protection of IPR.
Intellectual Property at
Queen's
This part of the course will provide
information on the Intellectual
Property management process at
Queen's, including identification
and protection of IPR. This session
will be delivered by Research and
Regional Services staff.
Intellectual Property and Spin-Out
Companies
This part of the course will discuss
the main aspects of how to
commercialise research at
Queen's, including setting up
spin-out companies, financing,
and IPR issues. Staff from QUBIS
will outline the assistance available
to spin-out companies.

Very informative 
and enlightening
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Project Planning & Time
Management for Researchers

Date: 30 March 2011

Time:  9.30 am – 4.30 pm

Aim:
This course aims to develop your
project management skills with
reference to research projects and
encourage you plan your time
effectively.

Content:
• Develop skills in project

planning techniques
• Focus on research projects
• Action planning on your

projects
• Enhancing your time

management
• Effectiveness and efficiency as a

researcher

 Gave me tools to use, 
schemes to follow 
and ideas to think 
about



Leading, Developing &
Motivating 
• Start by Managing Yourself
• Understand Why People Work

Positively
• The Legal Contract and The

’Psychological Contract’
• Leading & Managing Diverse

Personality Types
• Understanding Motivation And

How To Use It

Giving Professional Support
and Feedback
• Giving Effective Feedback

Positive Feedback
Critical Feedback

• The GROW Coaching Model
• Dealing With Difficult Situations

Emotional Intelligence and
Resilience
• Understanding Yourself and

Others
• Perception & Self Awareness
• Working With Beliefs &

Negative Beliefs
• Understanding & Managing

Stress

 Very well prepared 
and delivered
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Effective Researcher 2

Management and Leadership
in a Research Role 

Date: 10-11 February 2011

Time: 9.00 am - 5.00 pm

Designed for: 
Research staff with approximately
4-5 years experience, who have
responsibility for managing and
mentoring others within the
context of their research roles and
projects.

This 2-day course is highly
participative, practical and focused
for research staff.  

Aim:
It looks at management and
leadership within the context of a
research role providing delegates
with guidance on how they can
build and develop the key skills
they need to motivate and
manage others for results.

The course is designed to be as
practical as possible with input
from research staff. The format
includes individual and group
practice, role play and input from
the course leader. 

Delegates will learn how to:
• Identify the key elements in a

management and leadership
role within the context of the
research environment.

• Understand the importance of
clear communication to the
leadership/manager/mentor
role.

• Develop tools and techniques
that can be used to plan,
control and deliver work with
and through the actions of
other people.

Content:

The Research Role
• Organisational Culture
• Professional Differentiation
• Continued Professional

Development

Understanding Management 
& Leadership
• Understanding Core

Competencies
• Understanding the Benefits 
• Application in a Research Role

Developing Your Management
& Leadership Style
• Which Style Is The Correct One? 
• Creating a Discipline of Delivery
• Leading Others 
• Co-Operation & Follow through
• Working with Reality

Communicating Effectively
• How We Process Information
• How to Build Rapport
• How to Listen to Understand
• Powerful Questioning

Contract Research Staff 
Effective Researcher Programme
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Management and Leadership 
Development for Principal 
Investigators

Online resource materials to
support and guide Research Team
Leaders and Principle Investigators
can be found on the Leadership
Development for Principal
Investigators website:
www.le.ac.uk/researchleader/.

Finance Fundamentals

Date: 5 April 2011

Time: 9:15 am – 4:30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Staff of other grades may only be
accommodated if places are
available

Aim:
To develop staff in the core
Queen’s behaviour of achieving
results (through using and
managing financial resources). For
those non financial staff who
would like to better understand
how to demonstrate good
financial practice.

This course will be offered in
conjunction with Queen’s Finance
Directorate and is designed to
support staff with their financial
responsibilities within the context
of Queen’s systems.

Content:
Key areas to be addressed include:

• Understanding the academic
and financial planning cycle

• Understanding the budgeting
process, budgetary control and
monitoring.

• Managing the budget to ensure
delivery of objectives.

• Understanding and interpreting
financial statements.

• Effectively using and monitoring
financial resources.

• Prioritising and adapting
financial resources where
necessary.

• Ensuring maximum value is
delivered for resources
deployed.

• Planning for contingency and
business continuity.

Creating Innovation in your
Research

Date: 21 October 2010

Time: 9.30 am – 4.30 pm

Designed for: 
Research Staff

Aim: 
The world of research,
development and business needs
to be innovative to maintain
momentum. If we do not innovate
we will be overtaken by events
and by others. We must
continually push our boundaries in
the way we think to ensure that
we cover all the angles. We must
stay knowledgeable about
everything that is out there, and
aware of what the competition is
doing. Other universities and
other research labs are competing
with us for funding, new
discoveries and products.

This workshop will introduce

participants to Innovation and
Creativity. Practical approaches are
presented and practised that
enable attendees to expand their
appreciation of their own world of
research and development. It is
challenging and deliberately wide
to develop lateral thinking and
introduces methods for enhancing
your global view of innovation
and creativity and its relevance to
your research. Techniques
developed at Stanford and
Munich, two innovative
“hotspots”, are used to explore
ways of expanding your thinking.

Content:
• Using your senses to be creative 
• Preparing for Innovation
• Case Studies of successful

Innovation
• New visions of product

Innovation
• Release your Creativity in

purposeful ways
• 10 Approaches to Innovation.

Facilitator: 
Professor Alistair Fee is a Visiting
Professor at Queens, the European
Business School and the Strascheg
Centre for Innovation and
Entrepreneurship. He is a Faculty
Fellow at Stanford and a Business
Partner at Yale Entrepreneurial
Institute, a Senior Consultant at
the N Ireland Design Group and
owner of Acorn International, a
strategic marketing consultancy.

  I now see my 
research and 
attitude in a 
different way



Research Grant Writing 
Workshop: focusing on
applications to the ESRC

Date: 5 October 2010

Time: 9.30-1.00pm

Audience: Academic and research
staff

Aim: 
To provide participants with an
overview of the grant application
and personal experience of the
application process.

Content:
• Why apply for grants: what’s in

it for you?
• Navigating the grant application

form
• Completing the form: group

work and feedback
• To include: the non-technical

summary, ethics and risks and
nominating referees.

• Structure and management 
of grants

• Examples of grant applications:
personal experience and views

• Questions

Facilitators: 
Professor Sally Wheeler, Institute
of Governance and Professor John
Morison, School of Law.

Further courses that are planned
for deliver in 2010-11 including:

Advanced publications
workshop 

Advanced presentation skills

Applying for Fellowships

Successful Grant Applications

These will usually be delivered
with a school-based focus and
information will be circulated
when it is available.

Research Team Leadership: 
developing your capacity for 
research team leadership

This 2-day course on Research
Team Leadership (RTL) is delivered
by the Leadership Foundation for
Higher Education. The course is
organised on a national basis with
staff from different universities
attending. Queen’s staff who have
attended these events have
provided positive feedback. On
one occasion the course held was
in Queen’s for staff from the
Faculty of Engineering and
Physical Sciences.

As a participant on Research Team
Leadership you will discover how
to build and lead a research team,
run effective research team
meetings, support individual
researchers and develop your role
as a team leader; thus enhancing
your capability as a research leader
and developing your career
potential. This course will be
delivered by facilitators with
extensive experience of research
team leadership and a thorough
knowledge of the challenges
involved in conducting publicly
funded research. Consequently,
this course will help prepare you
for the leadership challenges
involved in delivering your
research on-time and within
resource constraints, ensuring
timely publication of your 
research findings.

Please contact the Staff Training
and Development Unit
(training@qub.ac.uk) if you 
wish to find out more.

Developing Research Teams

The Staff Training and
Development Unit provides
support to enable research groups
to take part in team development
activity and increase researchers’
knowledge of team formation and
individual roles in team settings.
We are currently developing a
course template for team
development events. If you are
interested in organising an event
for staff in your area contact Paul
Monahan,p.monahan@qub.ac.uk, 
Ext.6632.

Teaching and Learning for 
Research Staff 

If you wish develop your skills and
knowledge of teaching and
learning please review the courses
delivered by the Centre for
Educational Development on
page 23.

Workshops of particular relevance
to researchers include:

• Preparing and Giving Lectures
• Small Group Teaching 
• Practical Skills of Lecturing

Career Management Courses 
for Contract Research Staff

A series of short
courses/workshops will be
delivered for contract research
staff by Queen’s Careers Service in
partnership with the Staff Training
and Development Unit. Ideally
these courses/workshops should
be taken in sequence as a
complete introduction to career
management for research staff.
However, each course/workshop 
is designed as a complete course
and can be undertaken on an
individual basis, if you are unable
to commit to the full series.
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Planning your Research
Career

Date: 12 October 2010 
21 January 2011

Time: 9.30 am – 1.00 pm

Designed for:
All research staff

Aim:
This short course provides early
career researchers with an
introduction to career planning in
higher education. The topics
explored will include:

• Higher Education in the UK (the
research spectrum from Russell
Group to Post 1992)

• The role of the researcher
• Career progression in Higher

Education 
• Understanding the criteria of

academic success (what are the
key elements you need to put 
in place)

Writing your Academic CV

Date: 29 October 2010
3 February 2011

Time: 9.30 am – 1.00 pm

Designed for:
Research staff applying for senior
research positions or lectureships.

Aim:
Explores the fundamentals of 
“the most important document
you may ever write”! The course
will include:

• Your experience checklist
• Tailoring your CV to the role

(researcher, senior researcher,
lecturer)

• CV Design
• Guidelines for an academic CV
• CV critique

Enhancing your research
performance

Date: 1 October 2020
3 March 2011

Time: 9.30 am – 1.00 pm

Designed for:
Early career research staff

Aim:
Research has shown that people
work more effectively and enjoy
their work more if it allows them
to engage their personal strengths
in innovative ways. The course 
will include:

• An on-line assessment that
provides immediate feedback
on what works for you and how
you compare with others.

• The opportunity to explore how
you use your strengths right
now and how you can use them
in the future to enhance your
job performance and increase
your personal satisfaction.

This course is based on the
research findings of some of the
world’s most eminent academic
psychologists in the field of
motivation and performance
enhancement.
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Preparing for Academic
Interviews

Date: 11 November 2010
25 February 2011

Time: 9.30 am – 1.00 pm

Designed for
Researchers who may be applying
for further research
positions/lectureships.

Aim:
The topics explored will include:

• Preparing for interviews
• Handling interview questions
• Practice interviews (a chance to

hone your interview skills)

Research staff attending this
course will be offered the
opportunity to have a follow-up
interview with an experienced
senior academic, who will provide
individual advice and feed-back.

 The course was 
well prepared and 
comprehensively covered 

all aspects of the 
interview. The trainer was 
more than excellent

Career Exploration for
Researchers

Dates: 26 November 2010
18 March 2011

Time: 9.30 am – 1.00 pm

Designed for:
Research staff approaching the
end of a contract who wish to
explore their options outside
academia.

Aim:
Exploring the match between the
person you are and the job you
do. Topics will include:

• Work-Life Questionnaire
• Finding fulfilment from work
• Identifying the skills you have 

to offer
• Career modelling: Designing a

career that fits 
• Measuring your strengths
• Alternative careers for

researchers

Careers Coaching Sessions

Contract research staff at the
University can arrange one-to-one
discussions with Dr John Copelton
from Queen’s Careers,
Employability and Skills. These
sessions are usually 30-40 minutes
in duration and can be arranged
for a time that suits you. They
provide an opportunity for
confidential discussion of issues
such as career planning, CVs,
preparing for interviews etc.

To book, please contact John on
9097 2834 or email
j.copelton@qub.ac.uk

Contract Research Staff 
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Lunchtime seminars with
local entrepreneurs

Dates: To be confirmed

Time: 12.30pm – 2.00pm

Designed for: 
Research Staff

Introduction:
These seminars will have the
format of a half hour talk from a
local entrepreneur/business expert,
followed by a Q & A session and
then lunch. 

Course Objective:
These seminars will offer research
staff the opportunity to meet and
hear the real life experiences of
local entrepreneurs. It will also
give research staff who are
interested in the area of enterprise
the opportunity to network with
other like-minded individuals and
develop their entrepreneurial
ambitions.

Content:
Further information on dates,
venues and speakers will be e-
mailed to you once confirmed.

For further information on the
course please contact Paul
Monahan in the Staff Training
and Development Unit at
Queen’s, (Email:
p.monahan@qub.ac.uk
Tel: 028 9097 6632).

Business Planning
Programme

Date: 16 & 17 June 2010

Time: 10.00 am – 4.00 pm

Designed for: 
Research Staff

Introduction:
Do you have an idea that you
think can be turned into a
business or has commercial
promise? If you do, then the
development of a business plan is
your next important step.

Course Objective:
This programme will give you an
insight into the various issues
associated with business planning
such as market opportunity,
business objectives, business
modelling, customers, product
development, management team
and funding. During the
programme you will hear from a
number of professionals in the
areas of marketing, funding and
intellectual property.

Content:
This 2 day programme will involve
a number of interesting speakers
and will give you the opportunity
to develop a winning business
plan.

For further information on the
course please contact Paul
Monahan in the Staff Training
and Development Unit at
Queen’s, (Email:
p.monahan@qub.ac.uk
Tel: 028 9097 6632).

Other courses for researchers

The Entrepreneurial
Researcher

Date: 7 December 2010

Time: 9.30 am – 1.00 pm

Designed for: 
Research Staff 

Introduction:
Do you have research/an idea that
you think has commercial
promise? Would you like to run
your own business some day? Or,
would you like to help grow an
existing small business? If you do,
it’s essential that you understand
key business planning
requirements and the local
enterprise support available. 

Course Objective:
This workshop will introduce a
fun, fast paced, interactive
enterprise challenge game to
actively engage participants with
the concept of enterprise, while
simultaneously developing a range
of enterprise skills such as
creativity, problem solving,
communication, negotiation,
strategic thinking, team work etc.

Content:
This half-day course will involve
introduction to various elements
of enterprise and engagement in
an enterprise activity.

For further information on the
course please contact Paul
Monahan in the Staff Training
and Development Unit at
Queen’s, (Email:
p.monahan@qub.ac.uk
Tel: 028 9097 6632).

Contract Research Staff 
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Contract Research Staff Training and Development Fund

The Staff Training and Development Unit established this fund to support school developed and delivered training
opportunities for contract research staff. These can be in one school or across a number of schools, with projects
having a training and development focus. Ten rounds of funding have been completed. Applications are
welcomed for training and development activities up to a maximum of £10,000. However, this funding is not for
direct financial assistance to individuals but rather for events/activities/resources from which a number of contract
research staff will benefit. The funding is made available through the Research Councils UK national initiative for
the development of researchers’ skills and career development training.

Applications have been received from 17 Schools, with the review panel agreeing to provide £290,000 of funding
for researcher development projects in 13 School, with 51 development activities having received funding
including:

• Successful Bidding for Research Funding
• 2010 School of Electronics, Electrical Engineering and Computer Science (EEECS) Postdoctoral Symposium
• Advances in sample preparation techniques for development of efficient analytical & bioanalytical methods
• High Performance Computing Training Courses
• Confocal Microscopy Training Initiative
• Arts, Humanities and Social Science Small Research Grant Writing Workshop
• Training in theory and practical demonstration of Thermal Analysis Equipment
• The United Nations Convention on the Rights of the Child: the implications for researchers
• Training course on fundamentals of transmission electron microscope (TEM)

and focused ion beam microscope (FIB)
• Introduction to the Stata Statistical Package

A full list of projects is shown below.

Application Process

Funding is agreed by a University Panel who review applications received for each round and all staff are eligible
to apply. Successful applicants are reimbursed with the agreed funding on satisfactory completion of the
development activity.

A copy of the application form is available on the financial assistance section of our website
www.qub.ac.uk/stdu. 

Contact Paul Monahan, p.monahan@qub.ac.uk or Ext. 6632, at STDU for further information.

Contract Research Staff Training and Development Fund applicant profiles

1. Dr Paul Ell (School of Geography, Archaeology & Palaeoecology)

How has funding benefited researchers in your area and other subject areas?
The courses I have organised have been explicitly interdisciplinary in nature. One has focused on a practical
approach to grant applications for humanities and social science scholars involving each attendee writing a viable
grant application during the workshop. This has attracted staff from a wide range of subjects. My introduction
to Geographical Information Systems course is specifically aimed at bringing the technology to disciplines in
which it is not currently used. This course has attracted staff from across the University as well as from the
School of Geography.

Has it had an impact on research in your area?

Through organising the courses my local research network has been extended and I have benefited from learning
of research approaches in other disciplines. 

Contract Research Staff 
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Did you find the application process easy?

An application to the STDU Development Fund is straightforward to complete 
and takes no more than an hour or two.

Would you recommend to other staff in the University?

The funding stream provides an excellent opportunity for faculty to share their skills and knowledge to colleagues
within the University.

Would you intend seeking funding for further training and development activity?

From a start of organising just one course in an academic year the workshops have been so successful that I have
now received funding for four this year. I will continue to make use of 
the scheme.

2. Stewart Church (School of Biomedical Sciences, Bioimaging Core Technology Unit)

How has funding benefited researchers in your area and other subject areas?

The CRSTDF initiative has allowed CRS from many disciplines to gain training/expertise using state of the art
bioimaging equipment not normally available to them

Has it had an impact on research in your area?

As a result of this training initiative we have had CRS return to our Unit to use specialised equipment and this has
allowed them to generate significant data which has promoted the training/services we offer.

Did you find the application process easy?

The entire application process was very streamlined requiring only one signature from the Head of School. Turn
around times for successful notification were extremely good

Would you recommend to other staff in the University?

Absolutely. The CRSTDF initiative has been a very positive and rewarding experience for the Bioimaging Unit and
STDU, and we would very much hope to continue this interaction.

Would you intend seeking funding for further training and development activity?

Again absolutely. The funding obtained has facilitated developmental training across a range of imaging
platforms within the Bioimagiing Unit. If further initiatives are advertised and are appropriate to our needs we will
apply without hesitation.

http://www.qub.ac.uk/schools/BioimagingCoreTechnologyUnit/
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Successful applications to the CRSTDF

School Development Activity

1 School of Sociology, Social
Policy and Social Work

2 School of Electronics,
Electrical Engineering &
Computer Science

3 School of Sociology, Social
Policy and Social Work

4 School of Education

5 School of Sociology, Social
Policy and Social Work

6 School of Medicine and
Dentistry

7 School of Mathematics 
and Physics

8 School of Biomedical
Sciences

9 School of Biological Sciences
(Centre for Marine Resources
and Mariculture)

10 School of Geography,
Archaeology &
Palaeoecology

11 School of Biomedical
Sciences

12 School of Psychology

13 School of Pharmacy

14 School of Sociology, Social
Policy and Social Work

15 School of Mechanical &
Aerospace Engineering

The United Nations Convention on the Rights of the Child:  
the implications for researchers

High Performance Computing Training Courses

An Introduction to Identity Structure Analysis

Listening to Children: Research and Consultation

Ethical Dilemmas for Social and Qualitative Researchers

Introduction to the Stata Statistical Package

Electronic excitations in materials and in nano-structures: theoretical
methods, algorithms and computer tools.

Confocal Microscopy Training Initiative

Introduction to ArcGIS Desktop. Part 1 and Part 2

Arts, Humanities and Social Science Small Research Grant Writing
Workshop

QUB CCRCB & CVS Post-Doctoral Symposium

Funding Application Learning Network

Training in theory and practical demonstration of Thermal Analysis
Equipment

Knowledge Transfer – how to develop and implement your
knowledge transfer strategy

Training course on fundamentals of transmission electron microscope
(TEM) and focused ion beam microscope (FIB)

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
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School Development Activity

16 School of Biomedical
Sciences

17 School of Biomedical
Sciences

18 School of Geography,
Archaeology &
Palaeoecology  

19 School of Sociology, Social
Policy and Social Work, ICCR
& School of Education

20 School of Mechanical &
Aerospace Engineering

21 School of Geography,
Archaeology &
Palaeoecology

22 School of Pharmacy

23 School of Education

24 School of Sociology, Social
Policy & Social Work

25 School of Geography,
Archaeology and
Palaeoecology

26 School of Biological Sciences

27 School of EEECS

28 School of Chemistry &
Chemical Engineering

29 School of Medicine,
Dentistry & Biomedical
Sciences

30 School of Medicine,
Dentistry & Biomedical
Sciences

Flow cytometry and Fluorenscence Activated Cell Sorting: 
Application in the Biosciences

Biophotonic Imaging: Applications in biosciences

Developing practical skills in Geographical Information System
Technology for enhancing research in the Arts, Humanities and
Social Sciences

Creative Methods to ‘interviewing’ Children

Programme of Thermal & Mechanical Analysis & Testing Techniques
for Polymers

CHRONO Centre - Isotope Ratio Instrumentation Training

Training in Theory & Practical demonstration of Liquid
Chromatography Mass Spectroscopy

The Further Enhancement of Research Skills Capacity in Education
and the Social Sciences

In-depth Interviewing and Analysis: The Biographical Narrative
Method

Statistical analysis using R: Geographic and Palaeoecological data
applications

Using R for biologists

MATLAB and Simulink Training Courses

Bruker 500MHz-NMR training

Electron Microscopy: Basic Sample Preparation and Image Acquistion
using Tem and SEM

Live Cell Imaging using the Lecia TCS SP5 Confocal Microscope
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School Development Activity

31 School of Maths & Physics

32 School of Pharmacy

33 School of Chemistry &
Chemical Engineering

34 School of Education

35 School of Sociology, Social
Policy & Social Work

36 School of Sociology, Social
Policy & Social Work

37 School of Mechanical &
Aeronautical Engineering

38 School of Biological Sciences

39 School of Maths & Physics

40 School of Chemistry &
Chemical Engineering

41 School of Medicine,
Dentistry & Biomedical
Sciences

42 School of Nursing &
Midwifery

43 School of Pharmacy

44 School of Politics,
International Studies &
Philosophy

45 School of Sociology, Social
Policy & Social Work

Training course on High Resolution Transmission Electron Microscopy

Training on Solid Phase Micro-extraction & Stir-Bar Sorptive
Extraction Techniques in Development of Sensitive & Selective
Analytical Methods

Hands on training in selected Analytical Chemistry techniques -
Elemental Analysis, X-Ray, BET & Mass Spectrometry

The Continued Enhancement of Research Skills Capacity by
developing Contract Researchers within Education and the Social
Sciences

Introduction to In-depth Interviewing and Analysis: BNIM

Top-Up' Working in In-depth Interviewing and Analysis: BNIM

Programme of Training Courses in Characterisation Techniques &
Software Used in Polymer Related Research

Specialist training in the use of Surface-Enhanced Laser-
DESORPTION/Ionisation (SELDI) ProteinChip techonolgy

Training course on Energy/Wavelength Dispersive X-Ray Analysis
using JEOL 6500F Scanning Electron Microscope

Hands on training in selected Chemistry techniques including Single
Crystal X-Ray NMR and HPLC training

2010 School of Medicine, Dentistry & Biomedical Sciences
Postdoctoral Society symposium

Doing Focus Group Research: Approaches in Social Science

Lecia TCS SP5 Confocal Microscopy Training

Northern Ireland: Methodological Problems of Researching a Post-
Conflict Society

The Uses of Text Mining for Social Science Research
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School Development Activity

46 School of Pharmacy

47 School of Medicine,
Dentistry & Biomedical
Sciences

48 School of Biological Sciences

49 School of Psychology

50 School of Electronics,
Electrical Engineering and
Computer Science

51 Sociology, Social Policy &
Social Work (Institute of
Child Care Research)

Advances in sample preparation techniques for development of
efficient analytical & bioanalytical methods

Bioinformatics for Biologists

Successful Bidding for Research Funding

Longitudinal research designs and associated statistical analyses: 
a two day workshop

2010 School of Electronics, Electrical Engineering and Computer
Science (EEECS) Postdoctoral Symposium

Communication and consultation with disabled children and 
young people

Staff Training and Development Programme 2010 – 11 65

Contract Research Staff 
Effective Researcher Programme

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff



66 Staff Training and Development Programme 2010 – 11

Research Skills
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SPSS 1: Introduction to SPSS

Dates: 2 November 2010
14 April 2011

Time: 9.30 am – 4.30 pm

Designed for: 
Staff who are familiar with basic
statistical procedures and who
want to learn about analysing
data using SPSS. 

Aim: 
To provide participants with an
introduction to data management
and basic statistical output in
SPSS. Participants will have the
opportunity to complete a number
of practical exercises. 

Content:
Setting up, coding and saving
data

Importing pre-existing data

Performing simple data
modifications

Displaying some simple descriptive
statistics. 

Prerequisites: 
Knowledge of basic statistics and
file management. 

SPSS 2: Data Analysis
using SPSS

Dates: 3 November 2010
15 April 2011

Time: 9.30 pm – 4.30 pm

Designed for: 
The course is aimed at staff who
have some knowledge of SPSS
and statistical analysis.

Aim: 
To provide participants with
knowledge of how SPSS can be
used to conduct data analysis.
Participants will have the
opportunity to complete a number
of practical exercises.

Content:
• Using descriptive statistics

(measures of central tendency
and dispersion)

• Selecting the appropriate
statistical tests

• Testing for significant
differences between means
using the t-tests

• Crosstabulations and testing for
significant relationships using
chi-square

• Assessing relationships between
continuous variables through
plots and correlation

• Using non-parametric tests
• Graphical display of results.

Prerequisites:
For those new to SPSS the SPSS 1
course is essential. 

 The practical 
experience was 
very useful

Interview Methodology in
Research

Date: 11 January 2011

Time: 9.30 am - 4.30 pm

Designed for: 
Research and Academic Staff.

Aim:
This course explores the dos and
don’ts of conducting fieldwork
interviewing for qualitative
research projects. 

Content:
The event is divided into two
sections: Theory and Practical.

Part 1: Theory - The discussion will
focus on the role and responsibilities
of the interviewer. Topics covered
will include: different types of
interviews, getting a sample,
preparing for the interview
(research, questionnaire, etc), ethics
and intellectual property (including
Queen’s Policy on the Ethical
Approval of Research and Code of
Good Conduct in Research),
remuneration, and issues of
representation (transcription,
disclosure of findings to
interviewees, confidentiality,
archiving of interview material).

Part 2: Practical – Part 2 will cover
the use of recording equipment,
permission forms, developing
rapport with the interviewee,
modes of communication (body
language, vocal production, etc.),
and the importance of stories and
being a good listener. The session
will include exercises critiquing real
interviews and role playing. 

 The course was very 
comprehensive as 
it covered all the 
different aspects of 
interviewing

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff 
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Doing Focus Group Research 

Date: 26 May 2011

Time: 9.30 am – 4.30 pm

Designed for:
Academic and research staff who
plan to undertake focus group
research

Content:
• The Focus Group Method: An

Outline 
• Conducting a Focus Group –

Practical Session 
• Analysing Focus Group Data: an

outline 
• Analysis Practice.

Applying Your Research to
Policy Agendas

Date: 17 November 2010

Time: 9.30 am - 1.00 pm

Designed for:
Researchers who are interested in
using the results of their research
beyond academia to influence
policy makers / service providers in
the public, private and community
and voluntary sectors. The course
will focus primarily on social
sciences-type research, rather than
technical sciences.

Aims: 
To enable staff to identify the key
entities they wish to influence

To examine how to influence
positively

To have produced an action plan
by the end of the session on the
key steps they need to take in
order that their research
influences policy

Content: 
Session 1: 
Power and Influence

Session 2: 
What’s Special About Your
Research? 

Session 3: 
Influencing the Influencers 

Session 4: 
Hints and Tips

Introduction to Qualitative
Data Analysis Techniques

Dates: 11 March 2010

Time: 9.30 am – 1.00 pm

Designed for:
Research and Academic Staff.

Content:
This course will provide an
introduction into qualitative data
analysis techniques. Using
examples of transcripts of focus
groups, participant observation
and one-to-one interviews,
participants will familiarize
themselves with ways of analyzing
and interpreting qualitative data.
Participants will also be introduced
to new forms of social science
data, such as audio-visual material
and will discuss implications on
research ethics and issues of
confidentiality.

 Provided an introduction 
to the analysis of 
data.  I found the 
worked examples 
very useful

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
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Research Environment

Successful Grant Applications

The Staff Training and
Development Unit aims to support
schools in the delivery of
development activity for staff who
are involved in the preparation
and writing of research grants.
Sessions are organised throughout
the year and we will circulate
information when it is available. 
If you wish to discuss the provision
of this development activity in
your area please contact Paul
Monahan p.monahan@qub.ac.uk
at the Staff Training and
Development Unit.

Research Skills
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Research Grant Writing
Workshop: focusing on
applications to the ESRC

Date: 5 October 2010

Time: 9.30 am - 1.00 pm

Designed for: 
Research and Academic staff

Aim: 
To provide participants with an
overview of the grant application
and personal experience of the
application process.

Content:
• Why apply for grants: what’s in

it for you?
• Navigating the grant application

form
• Completing the form: group

work and feedback
• To include: the non-technical

summary, ethics and risks and
nominating referees.

• Structure and management of
grants

• Examples of grant applications:
personal experience and views

• Questions

Facilitators: 
Professor Sally Wheeler, Institute
of Governance and Professor John
Morison, School of Law.

Working on Research Ethics
Committees 

Dates: 13 October 2010
8 March 2011

Time: 9.30 am - 4.30 pm

Designed for:
Staff who serve on, or who intend
to serve on, a university Research
Ethics Committee (REC). 

Aim:
To introduce staff to the rationale
and functioning of Queen’s RECs
and to reinforce the importance of
Research Ethics generally. 

Content:
• Description of the genesis and

significance of research ethics
and key aspects of professional
body guidelines (ESRC, BSA,
BPS etc.). 

• Exploration of the philosophical
bases of debates on ethics in
research, introducing the main
ethical/moral philosophies
(utilitarianism, Kantian
deontology etc.). 

• Specific roles and functions of
Queen’s RECs, drawing on the
key relevant Queen’s guiding
documents and highlighting the
crucial duties of REC members. 

• The REC decision making
process focusing on real world
and hypothetical examples that
are of particular relevance to
university RECs. 

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list
of services for staff 
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In this course staff will be
introduced to Queen’s research
ethics standards and expectations.
This entails: 

• delineating Queen’s research
ethics guidelines.

• exploring the genesis of
research ethics and professional
body guidelines.

• introducing the philosophies
underpinning research ethics.

• enabling collaborative reflection
on ethically contentious
research.

• equipping staff with knowledge
to conduct ethical research
produce ethically approvable
research grants, and supervise
approvable student projects.

Research Skills
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Research Ethics for University
Staff

Dates: 14 October 2010
9 March 2011

Time: 9.30 am - 4.30 pm

Designed for: 
Academic and Research Staff

Content:
Research should be conducted
ethically. Across a wide range of
academic disciplines there is
increasing interest in ensuring that
the way in which research is
conducted does not violate the
rights of the humans who are
being studied. In this course we
elaborate what ‘research ethics’ is
and why all academic researchers –
irrespective of what their specific
discipline is – should ensure that
their research approach is
consistent with appropriate ethical
guidelines. We provide a historical
overview of the rise in importance
of ‘research ethics’, we discuss the
philosophical bases of ethics in
research and we discuss how
applications for research funding
must adhere to the need for
‘ethical approval’. We also provide
an opportunity, in the context of
specific research examples, to tease
out what we think good ethical
research practice should be. 

Good Clinical Practice
Training

Dates: 8 October 2010 
(11 am – 1 pm)

19 January 2011 
(2 pm – 4 pm)

8 April 2011 
(10 am – 12 pm)

Good Clinical Practice (GCP) is an
international ethical and scientific
quality standard for the design,
conduct and record of research
involving humans. Evidence of the
researchers awareness of the GCP
guidelines, via certification of
attendance at such a course is a
legal requirement for staff
involved in research utilising an
investigational medicinal product
and human subjects and good
practice for staff involved in
clinical trials research and those
undertaking research involving
humans. You must have your CGP
training renewed every 3 years
and a register is kept, by the
Research Support Office, of all
staff that completes the training.

The training provides the basic
knowledge of GCP, in compliance
with legislation and includes: 

• Introduction & the Principles of
ICH GCP 

• Informed Consent 
• Ethics 
• Responsibilities of Investigator 
• Responsibilities of Sponsor 
• Clinical Trial Protocol 
• Investigator Brochure 
• Essential Documents 

Facilitated by Dr Paul Biagioni.
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Very informative 
and enlightening

Intellectual Property Rights
and Research at Queen’s 

Dates: 18 October 2010
12 April 2011 

Time: 9.30 am – 4.00 pm

Designed for: 
Academic and Research Staff   

Aim: 
The aim of this course is to
provide staff with knowledge of
the key aspects of Intellectual
Property, and the relevance of this
to research at Queen’s.

Content:
Intellectual Property - What is it?

This part of the course will provide
an introduction to the major
Intellectual Property Rights (IPR):
patents, copyright, trade marks
and designs. Facilitated by a
patent attorney who specialises in
protection of IPR.

Intellectual Property at Queen’s 

This part of the course will provide
information on the Intellectual
Property management process at
Queen’s, including identification
and protection of IPR. This session
will be delivered by Research and
Regional Services staff.

Intellectual Property and Spin-Out
Companies 

This part of the course will discuss
the main aspects of how to
commercialise research at
Queen’s, including setting up spin-
out companies, financing, and IPR
issues. Staff from QUBIS will
outline the assistance available to
spin-out companies.

Practical Ethics

Date: Dates to be confirmed

Duration: 2 ½ hours 

Designed for:
Academic and Research Staff

Aim:
To give staff insight into the
University and Health Service
Governance processes, with
particular emphasis on completing
the Integrated Research
Application System. 

Content:
The Research Governance
Framework for Health and Social
Care states that Health and Social
Care research must be reviewed by
an independent ethics committee
and obtain a favourable ethical
opinion prior to the research
commencing. 

Under current Governance
Arrangements for Research Ethics
Committees (GAFREC) any research
involving the patients, clients, staff,
premises of health and social care
or the independent nursing and
residential home sector must apply
for ethical approval using the
Integrated Research Application
System (IRAS). 

This practical course will take
participants through the research
governance arrangements in the
University and the Trust, focusing
particularly the IRAS system. This
will include the importance of
choosing the correct project filter
questions, how to navigate and
complete the integrated dataset
which includes the ethics
application form, and how to have
your application authorised
electronically.

Informed Consent

Date: 27 January 2011.

Time: 9.30 am – 1.00 pm

Designed for:
Academic and Research Staff

Aim:
To provide staff with the legal
context to informed consent and
give the necessary understanding
to ensure that the process is
undertaken properly. 

Content:
When involving human subjects in
research, they must have freely
given their informed consent to
participate in the study. In research
areas, such as Clinical Trials of
Medicinal Products or the
collection of Human Tissue, it is a
legal requirement to ensure that
valid informed consent is obtained,
for all other human subject
research it is an ethical requirement
enshrined in the Declaration of
Helsinki. Therefore, it is necessary
that all academic researchers –
irrespective of their specific
discipline - know and understand
the informed consent process.

The course is designed to:

• Provide background to the topic
of consent in research.

• Outline relevant legislation.
• Consider the requirements for

specific research areas
• Discuss various scenarios when

taking consent.
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Developing your Language 
Skills

The multimedia Language Centre
at Queen’s offers all staff and
students the opportunity to
improve their language skills. 
The Language Centre provides
computer based courses in many
languages, including general
English and practice lessons for
IELTS. Facilities include a private
study area which is used on a
‘drop in’ basis, two computer
suites plus satellite TV and DVD
viewing. Resources include books,
DVDs, dictionaries and a wide
range of software installed on the
fully networked PCs. Language
Centre staff are always available
for assistance and advice. 

The Language Centre is open
during semester time from 9.00
am – 9.00 pm and 9.00 am – 5.00
pm outside semesters.

Language Centre
Room 310 
Peter Froggatt Centre
www.qub.ac.uk/lc
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Effective Academic Writing

Date: 15 September 2010

Time: 9.30 am – 4.30 pm

Designed for:
Academic and Research Staff

Aim: 
To offer academic and research
staff tools for writing more
effectively and according to
academic standards.

Content:
• The writing process and 

writing issues
• Stylistic aspects of effective

writing
• Strategies for editing
• Academic conventions,

standards and expectations
• Publishing essentials

The day will be highly
participatory and will consist 
of a mixture of presentation,
discussion, exercises and small-
group work. To attend this
workshop you will need to bring a
short piece of your own writing.

Participants will have the
opportunity to join a 
writing group.

Academic Writing Workshop
for International Research
Staff

Date: 16 September 2010

Time: 9.30 am – 4.30 pm

Designed for: 
International Research Staff

Aim: 
To offer research staff whose first
language isn’t English support in
terms of writing strategies,
common grammar issues and
writing for publication.

Content:
• Writing in a foreign language
• Idiomatic English: some

common issues for non-native
speakers

• Grammar
• Punctuation
• Writing an academic article

This workshop will be tailored to
the needs of the participants. To
attend you will need to submit a
short piece of writing (such as a
summary of your research or an
excerpt from a paper or article 
you are working on) in advance.

Participants will have the
opportunity to join a writing
group.

 It will defi nitely 
help to improve 
my thinking about 
writing

 Very interactive, 
loads of practical 
advice

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff 



Contract Research Staff 
Training and Development 
Fund

Since May 2006 the Contract
Research Staff Training and
Development Fund has supported
Queen’s researchers in the
development of their research
skills. Further information on the
Fund is available on page 60.

Research Skills
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Getting yourself published

Date: 28 October 2010

24 March 2011

Time: 9.30 am – 4.30 pm

Aim: 
This is a busy workshop designed
to help colleagues to organise
their thoughts so that getting
them into print is more likely 
and more efficient.

Content:
The workshop will include
exercises on choosing titles,
writing abstracts, and gaining
feedback from other people 
on drafts.

Course Facilitator:
Professor Phil Race has published
widely for the last 35 years, mostly
about learning, assessment and
teaching in higher education, but
also about many other things.
Because of this experience, he is
able to help others to get into
print more effectively and
efficiently. 

 It allowed me to 
see more clearly 
areas in need of 
improvement

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 



Introduction

The Staff Training and Development Unit (STDU) supports those with management and leadership responsibilities
within the University by identifying the needs of specific groups of staff and delivering appropriate developmental
opportunities. Development events promoted here are appropriate for a variety of leaders and managers in
Queen’s, for example:

Leadership, Management and Supervisory
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Inspire
Personal Skills

Interpersonal &
Organisational Awareness

Developing People

Lead
Strategic Focus

Managing People
& Performance

Managing Change

Deliver
Creative Thinking
& Problem Solving

Decision Making,
Prioritising, Planning

& Organising

Using Resources

Further details on the Leadership Framework and the development opportunities linked to it will be
communicated on the STDU website (www.qub.ac.uk/stdu) as they develop through the year

• Senior Management Team
• Heads of School 
• Directors of Research and Education and other

academic and research colleagues with
management/leadership responsibilities 

• School Managers
• Academic-related managers
• Staff with supervisory responsibilities 

The key themes for leadership development during 2010-11 will be focused on delivering a more coherent range
of internal development opportunities with clear links to Queen’s vision, the corporate plan and to develop
effective leadership behaviours across the University. These will be complemented by indicating some external
opportunities.

The Queen’s Management and Leadership Framework.
The Staff Training and Development Unit (STDU) is continuing to develop a portfolio of training and development
opportunities that will support those with management/leadership responsibilities to develop the key attributes
and behaviours required to lead and manage in the University. To link the behaviours to our strategy, we have
grouped them under the Queen’s key themes of Lead, Inspire, Deliver contained within a single framework – the
Queen’s Management and Leadership Framework.

Leadership and management development opportunities are made available via a range of programmes and
initiatives linked to the framework. In this way, managers can clearly see how they can develop the management
and leadership capabilities required to meet the University’s goals.
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Internal Leadership Development Opportunities
STDU is pleased to offer a number of internal opportunities in 2010/2011 to support management, leadership
and supervisory development. 

(Please note, further development events may be added through the year and will be communicated via the Staff
Round-Up or direct staff e mail).

Potential participants should contact STDU directly if you need advice on any of these development opportunities
and to clarify whether they are appropriate to you or your role.

Francis Guinane, Training and Development Manager (f.guinane@qub.ac.uk)

Paula Teggart, Training Officer (p.teggart@qub.ac.uk) 

Training Partners for 2010-11

The Staff Training and Development Unit is pleased to announce the following key training partnerships for the
coming year:

Leadership Foundation for Higher Education – Leadership Excellence programme and open programmes for
senior staff

Goldblatt McGuigan – Developing for Success Programme

ThinkPeople Consulting – Developing for Success Programme

Belfast Metropolitan College – ILM First Line Management Programme

This signals Queen’s commitment to delivering the best development opportunities for staff and combining top
level external expertise with our own internal staff training capabilities. We look forward to building these
training relationships through the year.

Leadership, Management and Supervisory

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
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Register for a course via Queen’s Online:

www.qol.qub.ac.uk
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1. Management &
Leadership Excellence
Programme

Dates:

Programme Launch: 30 Nov
2010

Module 1: 10 & 11 Jan 2011

Module 2: 9 & 10 March 2011

Module 3: 5 & 6 April 2011

Module 4: 11 & 12 May 2011

Programme Close: 16 June
2011

Designed for: 
Senior staff in a
leadership/management role
with responsibility for
managing people and
resources e.g. senior staff of
Academic Support Directorates
(Grade 9/10), School
Managers, Senior Academic
and Research staff - Directors
of Research/Education.

Admission to the
programme:
Eligible staff will be invited to
apply with the support of their
Head of School or Director. 

The programme
accommodates 20 participants.

Given the significant
investment by the University
and participants in the
programme, all applications
must be supported via a signed
statement by Head of School
or Director to ensure the
applicant’s eligibility for the
course, alignment with
development needs and
commitment to attendance at
all programmes /events

Further information
including an application
form and guidance notes is
available on our website
www.qub.ac.uk/stdu

Aim:
This high level development
programme is designed to
stretch managers to act into
the responsibilities of their role
and support them in
developing positive leadership
behaviours to meet the
challenges of managing and
leading in a University context.

Content:
Management and Leadership
skills and behaviours are
developed via an intensive
programme comprising 360
degree feedback, modules on
key leadership challenges, peer
action learning groups and
delivery of a work based
project. 

Excellent facilitation 
throughout, 

good networking 
opportunities and 
group dynamic

Queen’s Management & Leadership
Excellence Programme

360 degree feedback
Peer Action learning

sessions
Delivery of work 

based project

Leading and Managing 
Strategy and Change

Develop strategic focus
Understand leading through change
Use creative thinking and problem 

solving to enhance strategic thinking 
and engagement

Leading and Managing 
People and Performance

Manage people and their performance
in a higher educational environment

Develop and extend their contribution
through fostering potential

Managing Self in Role
Develop self and interpersonal awareness

Understand challenges of leadership
Enhance personal impact and

organisational awareness

Managing Resources
Translate a change ambition into a 

project plan
Make a convincing business case

Develop financial literacy in the current
economic context

Reflect on role in leading other 
practical resources
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2. Developing for Success

A range of open courses for
staff in the relevant target
group

Designed for: 
Mid-level managers/leaders
and professional specialists in
both academic (Grade AC3
and above) and professional
support staff groups (Academic
related grade 8 and above).

Courses facilitate a maximum
of 15 participants unless
otherwise indicated.

Aim:
To facilitate management and
leadership development for all
staff within these staff
categories.

These open courses are linked
to the behaviours in the
management and leadership
framework. Each course is a
separate development
opportunity. Staff can choose
any course that they wish to
attend. Staff members are not
expected to attend all events;
they should choose only those
courses relevant to their needs.

Attendance should be driven
from the performance
management and appraisal
process so it is linked to both
current and future
performance objectives and
development needs. 

For 2010/2011, 15 courses are
available to date.

Leadership, Management and Supervisory

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

Inspire
Presenting with Impact

Self Awareness and Leading Others

Communicating Effectively

Managing Conflict and Difficult Situations

Introduction to Coaching as a Management Style

Negotiation Skills

Lead
HR Toolkit (Selection interviewing, 

Personal Procedures,
Appraisal etc)

Developing your Strategic Focus

Management and Leadership 
in a Research role

Introducing and Communicating 
Positive Change

Deliver
Project Management Fundamentals

Finance Fundamentals

Creative Thinking, Problem Solving and
Decision making

Working Smarter

Service Excellence for Managers



Self Awareness and 
Leading Others

Date: 5 October 2010

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop target audience in the
core Queen’s behaviour of leading
and managing others through self
awareness and maintaining
successful workplace relationships.

Content:
Dealing with emotions at work
can be very challenging. If you
have a responsibility for managing
and leading others, developing
skills such as understanding how
others react to challenges,
showing empathy, and dealing
with difficult situations can be
beneficial. This course will help

you gain insight into
understanding your own personal
impact as a leader and how to use
the most appropriate leadership
style for the situation. Key areas to
be addressed include:

• Using appropriate personal
tools to increase self awareness

• Understand your own
leadership style and personal
effectiveness in maintaining
successful workplace
relationships

• Appreciate how emotional
response to events may
influence behaviours and how
to best manage that

• Acquiring strategies for
handling emotions in self and
others

• Developing understanding and
using techniques to deal with
difficult conversations and
situations

• Using emotional intelligence to
bring out the best in others

Developing your 
Strategic Focus

Date: 19 October 2010

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop staff in the core Queen’s
behaviour of leading others. 

For those staff who would like to
find out more about what strategy
means and understand their
personal responsibility in giving
purpose and direction to others

Content:

Key areas to be addressed include:

• Understanding the long term
goals of the University and their
own school/departments
challenges to meet those goals

• Applying strategic thinking tools
to understand the University and
their school/dept within its
environment

• Applying strategic planning
techniques and tools to translate
and communicate strategic focus
into realistic objectives for others

• Understanding the key factors in
implementing and
communicating their strategic
goals to others

• Planning and implementing
strategic objectives in line with
University policy and procedures

Leadership, Management and Supervisory
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Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff

NEW NEW
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Project Management
Fundamentals

Date: 17 November 2010

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop staff in the core
Queen’s behaviour of achieving
results (through project managing
activities). 

Participate in this practical
workshop and learn the
straightforward, jargon free and
practical steps to take to
successfully manage or participate
in a project.

Content:
Key areas to be addressed include:

• Understanding the structuring
and stages of a project

• Identifying objectives, outcomes
and scope

• Choosing project team
members

• Preparing and implementing a
project plan

• Prioritising tasks, identifying
risks, deciding timelines

• Keeping the project on track
• Reviewing and monitoring

progress within timescales and
budgets

• Completing the project

Introducing and
Communicating Positive
Change

Date: 30 November 2010 

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop staff in the Queen’s
Leadership behaviour of managing
change. 

It is important to understand that
the success or failure of a change
initiative depends as much on
personal attitude as corporate
activities. This interactive
workshop may help staff develop
skills to:

• Understanding the importance
of anticipating change and
adapting accordingly

• Understanding their own
reaction to change and the
impact that change may have
on others

• Managing the change process
• Managing and supporting

others through the change
process

Leadership, Management and Supervisory

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

An interesting and 
approachable instructor. 

Was clearly very 
knowledgeable 
and happy to receive 
questions

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff



Content:
This workshop focuses on the
approaches that may enable
successful change rather than
theories of change management.
Key areas to be addressed include:

Use of practical tools with regards
to 

• Planning for change – The
change process

• Communicating the reasons for
change to others and keeping
others informed

• Getting the buy in from others
and managing resistance to
change

• Implementing change and
anticipating risks involved

• Monitoring and reviewing the
change process

• Looking after yourself and
maintaining good working
relationships through change

Introduction to Coaching as 
a Management Style

Date: 7 December 2010

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop staff in the core
Queen’s behaviour of developing
others. 

Participate in this workshop and
learn the practical skills to enable
you to conduct a coaching
conversation.

The main objectives are to:

• introduce coaching as a
management/leadership style

• understand what coaching is
and when it is appropriate to
use it

• appreciate the benefits of
coaching as a method of
increasing performance and
developing people

• introduce skills to help develop
a coaching style of
management/leadership

Leadership, Management and Supervisory
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Content:
Key areas to be addressed include:

• The role of coaching and the
benefits it brings to the
workplace.

• Identifying opportunities for
coaching for work
performance/development

• Using appropriate techniques to
conduct a coaching
conversation with an outcome

• Providing effective feedback in a
structured and professional
manner to improve
performance

 Content was very 
relevant and practical.  

Feel I could put 
some models into 
immediate action

 Excellent course – the 
coaching questions 

were particularly 
useful…the practical 
exercises helped greatly in 
putting it all together

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 
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Working Smarter

Date: 11 January 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Staff of other grades may only be
accommodated if places are
available.

Aim:
To develop staff in the core
Queen’s behaviour of achieving
results (through prioritising,
planning, delegating, time
management). 

For those staff who would like to
enhance their performance
potential by working more
effectively and efficiently.

Content:
Key areas to be addressed include:

• Identifying and dealing with
factors that influence time
availability

• Identifying urgent, important,
non urgent, non important
tasks and prioritising effectively

• Utilising existing processes to
best advantage

• Planning, organising and
delegating tasks in a fair
manner to achieve results

• Supporting others once tasks
have been delegated

• Contributing to the planning
process within one’s own area

• Forward planning

Presenting with Impact

Date: 26 January 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Staff of other grades may only be
accommodated if places are
available

Please note: 
Places are limited to 10 delegates
maximum.

Aim:
To develop staff in the core
Queen’s behaviour of effective
presentation, communication and
interpersonal skills. 

Participate in this practical
workshop and learn how to win
the hearts and minds of your
audience, control your nerves and
present your message confidently
and effectively.

Leadership, Management and Supervisory

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

  Excellent points and 
useful practical 
advice

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 
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Content:
Key areas to be addressed include:

• Conveying a professional image
in a variety of situations – client
meetings, staff meetings,
formal/informal presentations

• Developing self confidence
when presenting a message to
an audience

• Planning the key message to
achieve impact

• Structuring the
message/presentation

• Use visual aids effectively,
avoiding “Death by
Powerpoint”

• Establishing and maintaining
audience attention

• Dealing effectively with
questions/objections

• Use of voice and body language

Communicating Effectively

Date: 8 March 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop staff in the core
Queen’s behaviour of
communicating effectively.

This practical course will
encourage you to understand your
role in setting the standard for
communication. Learn techniques
that may help you communicate
clearly via the correct channel with
all levels of staff in a variety of
situations

Content:
Key areas to be addressed include:

• Communicating a clear
message

• Understanding & overcoming
barriers to effective
communication

• Choosing the correct channel of
communication to suit the
situation

Negotiation Skills

Date: 15 February 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop staff in the core
Queen’s behaviour of negotiating
and influencing to achieve win
win outcomes.

Content:
Key areas to be addressed include:

• Understanding what
negotiation is

• Understanding when it is
appropriate to negotiate

• Appreciating the different
approaches to negotiation

• Understanding the benefits of
influencing others to see your
way of thinking

• Identifying situations when it is
appropriate to use negotiation

• Knowing your own style of
negotiation and its advantages
and disadvantages

• Using a staged approach to
negotiation

• Developing skills for conducting
effective negotiation
conversations

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

 Very relevant to 
job requirements. 
A good practical 
course

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff

NEW
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• Using effective communication
to manage relationships, cope
with different personalities

• Checking your message is
understood

• Making effective use of non
verbal communication

• Understanding the value of
communication to team
effectiveness

This will help managers and
leaders get the most from their
team, achieve objectives, identify
opportunities and achieve 
cost-savings.

Participate in this interactive
workshop and apply a number of
techniques to your own personal
circumstances as well as plan
immediate actions.

Content:
Key areas to be addressed include:

• Understanding the background
to creativity, innovation and
imitation

• Thinking creatively about
problems

• Be introduced to and practise
applying problem solving tools
and techniques

• Exploring the appropriate
structures that can be used to
make informed, objective
decisions

• Practise applying decision
making approaches to particular
situations

Leadership, Management and Supervisory

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

 I look forward to 
implementing the 
understanding 
gained on the 
course

 Excellent course….
examples were 
relevant and 
practical

Creative Thinking, Problem
Solving and Decision Making

Date: 22 March 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop target audience in the
core Queen’s behaviour of
achieving results

(through clarifying problems,
thinking creatively to generate
solutions)

This course introduces practical
tools and techniques that can be
used effectively to help clarify
problems and create solutions
within the context of project
work, for facilitating group
discussions or in team meetings.

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 
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  Excellent content 
and examples 
provided

Management and Leadership
in a Research role

Date: 6 & 7 April 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Early-career academic staff who
have responsibility for managing
research projects, research staff
and students.

Aim:
Participants need to be able to:

• Identify the key elements in a
management and leadership
role within the context of the
research environment

• Understand the importance of
clear communication to the
leadership/manager/mentor role

• Develop tools and techniques
that can be used to plan,
control and deliver work with
and through the actions of
other people

Content:
Key areas to be addressed include:

Use of practical tools with regard
to:

• The Research Role
• Understanding Management &

Leadership
• Developing Your Management

& Leadership Style
• Communicating Effectively
• Leading, Developing &

Motivating 
• Emotional Intelligence and

Resilience
• Giving professional support and

feedback

Finance Fundamentals

Date: 5 April 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop staff in the core
Queen’s behaviour of achieving
results (through using and
managing financial resources). 
For those non financial staff who
would like to better understand
how to demonstrate good
financial practice.

This course will be offered in
conjunction with Queen’s Finance
Directorate and is designed to
support staff with their financial
responsibilities within the context
of Queen’s systems.

Content:
Key areas to be addressed include:

• Understanding the academic
and financial planning cycle

• Understanding the budgeting
process, budgetary control and
monitoring

• Managing the budget to ensure
delivery of objectives

• Understanding and interpreting
financial statements

• Effectively using and monitoring
financial resources

• Prioritising and adapting
financial resources where
necessary

• Ensuring maximum value is
delivered for resources deployed

• Planning for contingency and
business continuity

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff
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Content:
Conflict and difficult situations
occur in the workplace, therefore
it is important that they are
managed in a professional way so
that relationships do not break
down unnecessarily. 

Key areas to be addressed include:

• Developing practical and
realistic methods of identifying
conflict situations

• Using appropriate techniques to
deal with conflict situations

• Choosing the correct method of
handling conflict to appreciate
different perspectives

• Approaching situations
positively to understand
differing/challenging views

• Minimising potential
misunderstandings/conflict by
setting clear objectives and
providing effective feedback

• Taking practical steps to
promote positive, productive
working relationships

Leadership, Management and Supervisory

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

Managing Conflict and
Difficult Situations

Date: 13 April 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop target audience in the
core Queen’s behaviour of leading
and managing others.

This course will help you: 

• Understand how conflict occurs
– appreciating different values,
beliefs and perceptions

• Understand the importance of
creating a positive and inclusive
work environment

• Appreciate various approaches
to conflict

• Understand difficult behaviour
and know how to deal with it

• Handle misunderstandings and
disagreements in a constructive
and positive manner

• Take clear action to resolve
team issues or individual
performance

 Very good course.  
Presented very well. 
Would recommend 
to others

Service Excellence
for Managers

Date: 10 May 2011

Time: 9.15 am – 4.30 pm

Designed for: 
Mid-level managers/leaders and
professional specialists in both
academic (Grade AC3 and above)
and professional support staff
groups (Academic related grade 8
and above).

Aim:
To develop staff in the core
Queen’s behaviour of providing
Service Excellence (through
providing excellent service quality). 

For those staff who would like to
understand the needs of both
internal and external customers
and provide an excellent level of
service to meet those needs.

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff

NEW



Content:
Key areas to be addressed include:

• Creating a positive impression
with customers.( e.g. students
and other internal customers,
suppliers and other external
customers)

• Understanding customers,
appreciate their needs, and see
things from their point of view

• Managing and exceeding
customer expectations

• Creating a positive customer
experience

• Using effective communication
to manage and action customer
complaints

• Managers – Establishing and
setting clear standards for their
dept (Service Level Agreements)
in relation to both internal and
external customers

Leadership, Management and Supervisory
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Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 

Selection Interviewing

Designed for: 
All staff (including Academic,
Research and Academic related
managers) who are involved in
recruitment and selection
interviewing process.

Refer to page 12 for details of
course content and dates
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3. Management Essentials

A range of open courses for staff in the relevant target group

Designed for:
Staff from both the academic (Grade AC2) and professional support staff groups (Academic Related grade 7) 

Aim:
To facilitate essential management skills development for staff within the target staff categories.

For 2010/2011, 6 courses are available to date

These open courses are also linked to the behaviours in the management and leadership framework. Each course
is a separate development opportunity. Staff can choose any course that they wish to attend. Staff members are
not expected to attend all events; they should choose only those courses relevant to their needs. Attendance
should be driven from the performance management and appraisal process so it is linked to both current and
future performance objectives and development needs. 
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Inspire
Self Awareness and Effective

Working Relationship

Conflict in the Workplace 

Lead
Facilitating Change

Effective Team Working

Deliver
Project Planning and 
Time Management

Generating Ideas and 
Problem Solving



Content:
Key areas to be addressed include:

• What is a team? Why they
work, when they might not
work and understanding the
elements that make a successful
team

• Understanding team roles and
how they complement
functional roles

• Building and sustaining a team
culture

• Improving motivation and
morale in the team

• Ensuring everyone plays their
role – building accountability
and responsibility

• Communicating effectively
within the team

• Maintaining successful
relationships within the team

Leadership, Management and Supervisory
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Generating Ideas and 
Solving Problems

Date: 16 February 2011

Time: 9.30 am - 4.30 pm

Designed for: 
Staff from both the academic
(Grade AC2) and professional
support staff groups (Academic
Related grade 7)

Aim: 
This course aims to provide some
basic and practical approaches to
creative thinking and identifying
solutions within a management
context.

Content:
In this interactive workshop
session, participants will explore
approaches they might use which
will enhance their own work or
their contribution within groups.

A number of tools and techniques
will be available which will be
useful when:

• more creative/open thinking is
required

• ideas or options need to be
evaluated

• decisions are required
• obtaining support from the

team and others to implement
action plans

Effective Teamworking

Date: 23 November 2010

Time: 9.30 am – 4.30pm

Designed for: 
Staff from both the academic
(Grade AC2) and professional
support staff groups (Academic
Related grade 7)

Aim:
To develop staff in the core
Queen’s behaviour of effective
teamworking.

We all have individual skills and
attributes, objectives and goals. In
a team environment, we assume
individuals will work well as a unit.
This can be a challenge – for any
team to work together to deliver
objectives and achieve results
while maintaining good
relationships and respect for
others.

This practical course will look at
ways of ensuring the team delivers
while acknowledging the
individual.

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 
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Conflict in the Workplace

Date: 14 December 2010

Time: 10.00 am – 4.00 pm

Designed for:
Staff from both the academic
(Grade AC2) and professional
support staff groups (Academic
Related grade 7)

Staff wishing to learn more about
how to handle conflict effectively
in work situations. This course
provides participants with some
practical understanding of conflict
and ways of handling situations
which occur in the workplace.

Aim:
To enhance participants’
understanding of workplace
conflict and ways of addressing it.
This will be an interactive and
participative workshop.

Content:
• The nature and role of conflict
• How we behave in conflict
• Skills for handling interpersonal

conflicts
• Conflict in teams
• Developing constructive habits

for handling conflict

Facilitating Change

Date: 17 January 2011

Time: 10.00 am – 4.30 pm

Designed for:
Staff from both the academic
(Grade AC2) and professional
support staff groups (Academic
Related grade 7)

Aim:
To assist staff in facilitating the
change process

Content:
During this course participants will
have the opportunity to consider
change within a modern
workplace.

• Understanding the change
process

• Understanding your role
• Communicating the change
• Getting people to engage
• Overcoming common pitfalls

Self Awareness and Effective
Working Relationships

Date: 1 February 2011

Time: 10.00 am – 4.30 pm

Designed for:
Staff from both the academic
(Grade AC2) and professional
support staff groups (Academic
Related grade 7)

Aim:
To develop staff in being self
aware and working effectively
with colleagues.

Content:
• Understanding the need for

personal awareness
• Understanding the factors that

drive your behaviour
• Exploring strengths and

limitations
• Introduction to Emotional

Intelligence
• Techniques for recognising and

managing emotions, building
adaptability and resilience
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By the end of the workshop,
participants should be able to
write clear, unambiguous material
that conveys to their target
readers exactly what they mean 
to say.

This course seeks to develop more
effective writing skills. Although it
will take into account the types of
documents and style of writing in
the University, it will not focus on
particular document layouts and
style templates for the purposes 
of committees etc. 

Facilitator:
Anne Tannahill is an experienced
writer and editor. She has worked
as an editor with Belfast publisher
Blackstaff Press since 1976 and
held the Managing Director
position there from 1980 until
2003. She now works as a
freelance editor and publishing
adviser and has also written a
guide for inexperienced
publishers: Publishing for Success:
A Practical Guide.

Note: 
An advanced version of this
course is also available
focussing on producing
effective reports to enable
committee members make
more effective decisions. This
will include more advanced
methods for achieving the
right tone, style and easily
navigable report structuring.
This can be delivered for
specific departments based on
minimum numbers of
participants begin available.
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Project Planning and Time
Management

Date: 15 March 2011

Time: 9.30 am - 4.30 pm

Designed for:
Staff from both the academic
(Grade AC2) and professional
support staff groups (Academic
Related grade 7)

Aim: 
This course aims to develop your
project management skills and
encourage you plan your time
effectively.

Content:
• Develop skills in project

planning techniques
• Prioritisation of competing tasks

and workloads
• Action planning on your

projects
• Enhancing your time

management
• Effectiveness and efficiency.

Additional Open Internal
Opportunities for Managers:

Effective Writing Skills 
for Administrators and
Managers

Dates: 16 November 2010
29 March 2011

Time: 9.30 am – 4.30 pm

Designed for:
Staff in administrative/
management roles and
academic/research staff in relation
to normal business written
communication methods (not
academic writing).

(Please note, there are other
courses for clerical, secretarial and
research staff designed to develop
particular written communication
skills for these staff groups. Please
refer to the other relevant sections
of this programme).

Aim:
This one day course aims to
develop participants’ writing skills
by enhancing clarity, succinctness
and accuracy of written
communications.

Content:
Respecting and building on the
existing writing skills of the
participants, the facilitator will
give practical, instantly applicable
advice on how to improve the
effectiveness of documents such
as letters, memos, e mails, papers
and reports. Attention will also be
paid (at the appropriate level for
participants) to questions of
grammatical correctness and
common errors in written work.

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff
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Equality and Diversity in
Queen’s University – 
The Challenge for Senior
Management

3 hour session

Events will be scheduled for
members of University
Management and Operating
Boards, Heads of School and also
other Directors/Managers and
Heads of Area with management
responsibility in the university.

This practical half day event for
senior managers will consider why
achieving a true culture of
diversity and equality of
opportunity is important to
Queen’s future and the role of
senior managers in the University

Event content:
• The wider perspective across UK

Higher Education
• The benefits of a robust equality

and diversity agenda and the
challenges for Queen’s

• Learning from recent Queen’s
experiences

• Illustrative cases of good
practice

• Risks and the need to avoid
costly and damaging litigation

The context of this event is both
student and staff focused;
participants will discuss real cases
involving Queen’s and typical
scenarios that may be faced.
Participants will be encouraged to
share experiences, learn from each
other, University experts and a
keynote speaker on Equality Law.

First Line Management 

Institute of Leadership and
Management (ILM) Award

This programme was successfully
piloted in 2008-09 and will run
again this academic year for the
third time. Participants have found
the course very useful in dealing
with day to day supervisory duties.
The course has also helped staff to
gain confidence and stretch them
in their role as a supervisor. The
course is suitable for staff already
in a supervisory role.

The programme will be run in
conjunction with the Belfast
Metropolitan College who will
deliver the programme and
facilitate the accreditation process.

The following ILM modules will 
be covered:

• Managing Performance
• Building the team
• Solving problems and making

decisions
• Organising and delegating
• Motivating to perform in the

workplace
• Managing customer service
• Introduction to leadership

The accredited programme will
require participants to attend 5
days training plus 4 half day
tutorials as well as submitting a
work-based assignment which will
be selected in conjunction with
their line manager.

Participation is via a nomination
process by managers which will be
promoted in due course.

Supervisory Skills for 
Support Staff 

Dates: 18 & 19 October 2010

24 & 25 January 2011

16 & 17 May 2011

Time: 10.00 am – 4.30 pm 
(Day 1)

9.30 am – 4.30 pm 
(Day 2)

Designed for:
Support staff that have, or 
hope to have, supervisory
responsibilities

Aim:
To provide the tools and
techniques required to supervise
staff with confidence

Content:
• The role of the supervisor
• Major activities of a supervisor
• Motivating and delegating 

to staff
• Personnel procedures
• Communicating assertively

Register for a course
via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training
link in the list of services 
for staff



External Leadership Development Opportunities

In recent academic years, STDU has supported attendance at external leadership development events for
over 40 senior colleagues from Schools and Directorates. This has included attendance at formal leadership
development programmes delivered by leading Business Schools and also the Leadership Foundation for Higher
Education (LFHE):

• Head of Department Programme (LFHE)
• Preparing for Senior Strategic Leadership (LFHE)
• Research Team Leaders Programme (LFHE)
• Ashridge Leadership Programme
• Universities Leading Edge Programme
• Project Management
• Institute of Leadership and Management (ILM) courses
• Management skills for technical professionals
• Additional ‘one-off’ courses and conferences

E-mail communication will be sent to senior managers to promote specific events and invite applications.

External Development Opportunities – Leadership Foundation for Higher Education

STDU is pleased to be able to offer financial support for senior staff attendance at the Leadership Foundation for
Higher Education programme of external courses/workshops during the 2010-11 academic year, subject to
approval.

The Leadership Foundation was set up to provide dedicated support on leadership, governance and management
within the UK Higher Education sector.

Full programme details and application forms are available on the Leadership Foundation website
www.lfhe.ac.uk/support/ and are summarised below. Potential participants must contact STDU directly if 
you need advice on any of these development opportunities and to clarify next available dates or available
financial assistance.

Francis Guinane, Training and Development Manager (f.guinane@qub.ac.uk)

Paula Teggart, Training Officer (p.teggart@qub.ac.uk) 
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Event/Programme Designed for Typical Modules and Content

Top Management
Programme (TMP) 

Intensive programme over 6
months

Personal and professional
development for those operating at
the most strategic level in HE

1. strategic leadership and change
2. action learning
3. coaching
4. international visit

Senior Strategic Leadership
Programme (SSL)

Intensive 6 day programme

Practical skills, principles and
networking for those already
operating at senior level in key
positions e.g. Deans, Directors,
HOS or those aspiring to PVC
positions

Delivered during two 3 day
residential modules:

1. The reality of leading change 
2. Personal impact analysis

Preparing for Senior
Strategic Leadership (PSSL)

6 day programme

Staff in post as academic or
administrative leaders with a senior
cross-institutional strategic role in
HE

Delivered during two 3 day
residential modules:

1. Unpacking strategic leadership
2. Strategic leadership in action 

Head of Department
Programme (HOD)

5 day programme

Heads of departments – academic,
research or academic
support/professional services

Effective performance

Content:

• Application of leadership and
management in HE Context

• Strategy
• Conflict management
• Effective performance

Research Team Leadership

2 day programme

Research Team Leaders/Early career
academics leading a research team

Content:

• Vision for research leadership
• Personal effectiveness
• Leading and developing teams

Leading Teaching Teams Academic Leaders – staff seeking
to build leadership capabilities and
academic programmes

Content:

• Developing leadership skills of
teachers;

• How to build a teaching team; 
• Motivating and supporting

teaching teams

Management development
for Higher Education
Administrators

Established and experienced
administrators

This course is designed to refresh
skills, develop new ideas and
network with peers in similar roles
across the UK.

Intensive Senior Management Programmes
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Additional Leadership Foundation for Higher Education programmes and events have included:

• One-off leadership events, conferences and seminars
• Senior Leadership Development Workshops (1 day) Benchmarking events
• Information Services and Estates leadership programmes
• National Mentoring Scheme
• Executive Coaching
• Governor Development Programme
• Senior networking events (PVCs, Administrative Support Directors)

The above are circulated to the relevant senior management team representatives to invite applications
throughout the year. Check website for details: www.lfhe.ac.uk

AUA Professional Development for Administrators and Managers

Along with regular publications, information and networks, there are opportunities for professional and career
development available through the AUA (the Association of University Administrators). These are relevant for
managers and administrators in professional academic support functions, and for those aspiring to such roles,
and may meet your particular development needs.

Development opportunities consist of conferences, courses workshops and seminars and the AUA Postgraduate
Certificate in Professional Practice. The “PGCert” is an Open University Validated Award.

The AUA website is www.aua.ac.uk, forthcoming events and conferences can be found at:
www.aua.ac.uk/events

The National Office telephone number is 0161 275 2063

The AUA Brach Co-ordinator for Queen’s is Jayne O’Neill: Jayne.oneill@qub.ac.uk Ext. 5722

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 



94 Staff Training and Development Programme 2010 – 11

Writing Skills for Support
Staff

Dates: 25 October 2010
3 February 2011

Time: 9.30 am – 1.00 pm

Designed for:
University Support Staff

Aim:
To provide information on
planning, writing and editing
memorandums, emails and letters
with greater speed, confidence,
accuracy and effectiveness.

Content:
• Identifying readers’ needs and

their level of expertise
• Making sure you write the right

document
• Tailoring content to your

readers’ needs
• Getting the message across,

using Plain English
• Ensuring clarity
• Avoiding common errors of

grammar, punctuation and use
of English

• Ten tips for improving
readability

• How to re-read more effectively
• Editing techniques
• Compiling a proofreading

checklist

Handling Conflict for 
Support Staff

Date: 21 January 2011

Time: 9.30 am – 1.00 pm

Designed for:
Support staff wishing to learn
more about how to handle
conflict effectively in everyday
situations. This is an introductory
course to provide participants with
some practical understanding of
everyday conflict and ways of
handling situations which occur in
families and the workplace. 

Aim:
To enhance participants’
understanding of conflict and
ways of addressing it.

Content:
• The nature and role of conflict
• How we behave in conflict
• Skills for handling interpersonal

conflicts
• Developing constructive habits

for handling conflict

Career Development for
Support Staff

Dates: 22 November 2010
24 March 2011

Time: 10.00 am – 4.00 pm 

Designed for:
Support Staff 

Aim:
To provide techniques to help staff
prepare for career opportunities
that might arise in the future

Content:
• Diagnosing training needs
• Using workplace opportunities

and experience
• Assessing promotability
• Making yourself 'visible'
• Preparing for interviews

Courses for All Support Staff Groups
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“You’re on Next!” –
Presentation Skills for
Support Staff

Workshop 1:
14 January 2011
10.00 am – 1.00 pm

Workshop 2:
21 January 2011
10.00 am – 1.00 pm

Designed for: 
Support staff who wish to develop
and practice presentation skills for
use in seminars, meetings,
interviews etc.

Aim: 
To provide techniques and tools
for effective presentations.

Workshop 1:
• Overcoming nerves
• Preparation
• Knowing your audience
• Planning
• Delivery
• Sensible use of visual aids
• Practice a one minute

presentation

Workshop 2:
Five minute presentation with
feedback

Supervisory Skills for 
Support Staff 

Dates: 18 & 19 October 2010
24 & 25 January 2011
16 & 17 May 2011

Time: 10.00 am – 4.30 pm 
(Day 1)
9.30 am – 4.30 pm 
(Day 2)

Designed for:
Support staff that have, or hope
to have, supervisory
responsibilities

Aim:
To provide the tools and
techniques required to supervise
staff with confidence

Content:

• The role of the supervisor
• Major activities of a supervisor
• Motivating and delegating 

to staff
• Personnel procedures
• Communicating assertively

Time Management for
Support Staff

Date: 4 February 2010

Time: 10.00 am - 1.00 pm

Designed for:
Support Staff but especially those
who work in offices. 

Aim:
Designed to introduce the skills of
organising your time to achieve
objectives and to be more
effective in today’s increasingly
busy workplace.

Content:
• The need for time and priority

management
• Identifying areas of time

wastage
• Working with your manager
• Reviewing personal and

organisational objectives
• How to effectively manage

paperwork and telephone calls
• Plan proactive and reactive time
• Action plans

Courses for All Support Staff Groups
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Welcome All – Providing
customer care for people
with disabilities and special
needs

Date: 25 March 2011

Time: 9.30 am – 5.00 pm

Designed for: 
Support Staff especially those with
a customer service role

Aim:
This one day course is designed 
 to help individuals acquire the
knowledge and skills essential for
providing facilities and services
that meet the specific needs and
expectations of people with
disabilities and special needs. 
It also aims to ensure a warm
welcome and high standards of
service are offered to all
customers.

Content:
• Welcoming customers with

disabilities
• The benefits of an accessible

service
• Adopting a positive approach
• Communicating effectively
• Improving accessibility
• Making a difference
• Disability Discrimination Act
• National Accessible Standards

Courses for All Support Staff Groups
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Programmes for Secretarial Staff
The Secretarial Skills Programme is aimed at secretarial staff in more junior grades or those new to working in
Queen’s and the Senior Secretarial Skills Programme is for those staff who have at least 10 years experience
working in Queen’s or are in senior grades 4, 5 and 6. Staff who have previously completed the Secretarial Skills
Programme will also be considered for the Senior Secretarial Skills Programme.

Staff will be required to attend each of the sessions and will gain a “Completion Certificate” from the Staff
Training and Development Unit. (This does not constitute a qualification but an acknowledgement of successful
completion.)

Both Programmes will run twice this year. Staff must choose which of the programmes they will
attend. Because of room sizes, staff will not usually be able to move from one programme to another.

Clerical and Secretarial
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Secretarial Skills Programme

Aim:
To assist less experienced secretarial staff gain knowledge, skills and confidence to provide a professional
secretarial service to teams or managers.

Clerical and Secretarial

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

Programme A
Content, Dates and Time:

Getting to Know Queen’s University
23 September 2010
10.00 – 1.00

Personal Productivity and Time Management
30 September 2010
10.00 – 1.00

The Role of the Team Secretary
15 October 2010
10.00 – 1.00

Providing a Quality Service to Customers
29 October 2010
10.00 – 1.00

Efficiencies Using IT
12 November 2010
9.30 – 1.00

Organising Meetings
26 November 2010
10.00 – 1.00

Essential Written Communication
10 December 2010
9.30 – 12.30

Projecting a Confident and Professional Image
12 May 2011
9.30 – 4.30

Programme B
Content, Dates and Times:

Getting to Know Queen’s University
18 January 2011
10.00 – 1.00

Personal Productivity and Time Management
27 January 2011
10.00 – 1.00

Essential Written Communication
1 February 2011
9.30 – 12.30

The Role of the Team Secretary
7 February 2011
10.00 – 1.00

Providing a Quality Service to Customers
28 February 2011
10.00 – 1.00

Efficiencies Using IT
7 March 2011
9.30 – 1.00

Organising Meetings
21 March 2011
10.00 – 1.00

Projecting a Confident and Professional Image
12 May 2011
9.30 – 4.30

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
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Senior Secretarial Skills Programme

Aim:
To assist experienced secretarial staff gain further knowledge, skills and confidence to provide a professional
secretarial service to senior managers.

Clerical and Secretarial
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Programme C
Content, Dates and Times:

Setting Priorities and Meeting Deadlines
27 September 2010
9.30 – 1.00

Working with a Senior Manager
20 October 2010
10.00 – 1.00

Minute Taking
26 October 2010
9.30 – 1.00

Going the Extra Mile in Customer Care
8 November 2010
10.00 – 1.00

Event Management
15 November 2010
10.00 – 1.00

Efficiencies Using IT
29 November 2010
9.30 – 1.00

Written Communication Style and Composition
7 December 2010
9.30 – 12.30

Projecting a Confident and Professional Image
12 May 2011
9.30 – 4.30

Programme D
Content, Dates and Times:

Setting Priorities and Meeting Deadlines
13 January 2011
9.30 – 1.00

Working with a Senior Manager
28 January 2011
10.00 – 1.00

Going the Extra Mile in Customer Care
18 February 2011
10.00 – 1.00

Written Communication Style and Composition
24 February 2011
9.30 – 12.30

Efficiencies Using IT
4 March 2011
9.30 – 1.00

Event Management
11 March 2011
10.00 – 1.00

Minute Taking
1 April 2011
9.30 – 1.00

Projecting a Confident and Professional Image
12 May 2011
9.30 – 4.30

Register for a course via Queen’s Online:
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Clerical and Secretarial
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The programmes will end with a joint all day session “Projecting a Confident and Professional Image” which
will be facilitated by the well known and very popular Billy Dixon. 

NB The Staff Training and Development Unit will put every effort into ensuring that sessions run on the dates and
times stated above but it may be necessary to make some changes throughout the year.

Applications
The programmes will require commitment from participants and their managers as participants will need time to
attend all sessions to gain a “completion certificate”. Each programme will be limited to 14 participants. Please
do not take up a place unless you fully intend to complete the programme as you may be preventing another
member of staff from being given a place.

Application forms are available on the Staff Training and Development Unit website:
www.qub.ac.uk/stdu/SecretarialSkillsProgramme/ or contact the STDU Office on training@qub.ac.uk or
extensions 6590/6601 to obtain an application form for this course. All applications require management
approval. Applications for programmes A and C must be returned by 10 September 2010.

Register for a course via Queen’s Online:
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Laboratory Demonstrating
for Technical Staff

Date: 8 April 2011

Time: 10.00 am – 1.00 pm

Designed for:
Technical staff involved with
laboratory teaching in
Engineering, Science and 
Health Sciences 

Aim:
To explore methods of teaching in
laboratories, drawing on practical
experience.

Content:
• The role of a demonstrator
• What makes for effective

demonstrating?
• Planning, preparation and

organisation. Methods for small
group work in the laboratory

• Communication skills for
demonstrators

Courses for technical staff
run in conjunction with
University of Ulster

This year we are offering two
courses which are being run
jointly with the University of
Ulster. This represents an
opportunity for technical staff
from Queen’s to meet and mix
with technical staff from the
University of Ulster. Half of the
places available will be allocated
to staff from each of the
universities. Please note that the
“CoSHH in Laboratories – for
Technical staff” course will be run
on the University of Ulster site.
Staff should apply for a place on
these courses in the normal way
using the iTrent system.
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Introduction to Project
Management for Technical
Staff

Date: 7 October 2010

Time: 9.30 am – 1.00 pm

Designed for:
Technical Staff

Aim: 
This introductory course aims to
develop your knowledge of
project management skills and
encourage you to plan your time
effectively.  Examples will focus on
research projects

Content:
• Develop skills in project

planning techniques
• Focus on deadlines 
• Action planning on your

projects 
• Organising yourself

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
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CoSHH Assessments

• Stages of an assessment
• Sources of reliable information
• Interpretation of information
• Record of assessment
• Selection of control measure/s
• Requirements for health

surveillance and for monitoring
exposure

• Information and training
required

• Review of assessment

Technical Staff

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 

Introduction to CoSHH and
CoSHH Assessments for
Technical Staff  

Date: 28 September 2010

Time: 9.30 am – 1.30 pm

(Held at UU Jordanstown
Campus)

Designed for:
Technical Staff

Aim:
This course aims to assist technical
staff in laboratories in working
with hazardous substances safely.

Content:

Introduction to CoSHH

• Legislation and guidance
• Aims and objectives of COSHH
• When COSHH applies
• Who is affected by COSHH
• Interpreting a COSHH

assessment
• Complying with a COSHH

assessment



IT Training

Staff Training and Development Programme 2010 – 11 103

Training and Accreditation

Through the IT Training and Assessment Unit, Information Services offers staff members 1) a range of training
courses in IT and Multimedia Skills; 2) a range of flexible training solutions that can be used to develop a
personal training schedule; 3) plus the internationally recognized ICT qualification, the European Computer
Driving Licence (ECDL) at both ECDL core and ECDL Advanced levels.

More details are provided below and on the Information Services Web site: www.qub.ac.uk/is (look under
Training). Please note that training can be tailored to the business processes in your unit, see below for more
details. Information Services also offers courses in e-learning through the Centre for Educational Development,
please see the entries under Teaching, Learning and Assessment in Higher Education.

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

Essential

– Guide to Computing Facilities – Word 1: Essentials / ECDL - Word Processing
– Making Best Use of Outlook – Using the Computer and Managing Files / ECDL Module 2
– Office 2007 Essentials 

If you do not have basic computing skills you can arrange for an individual starter session with the IT Training
and Assessment Unit (contact information at the end of this section).

Continuing Professional Development (CPD) Courses

Word Processing
(Word 2007)

Advanced Word Processing: Making Best Use of Word 2007; Labels and Mail
Merge Using Word 2007; Tables and Form Design Using Word 2007

Spreadsheets
(Excel 2007)

Excel 1: Essentials; Excel 2: Managing Data; Excel 1 and 2 Condensed; Excel 3: Data
Analysis; Creating Charts Using Excel 2007; Introduction to PivotTables using Excel
2007; Basic Statistics Using Excel 2007

Databases (including
Access 2007)

Access 1: Essentials; Access 2: Advanced – Part 1; Access 3: Advanced – Part 2;
Introduction to Database Design

Presentation 
(PowerPoint 2007)

PowerPoint 1: Essentials; PowerPoint 2: Advanced; PowerPoint 3: Creating Poster
Presentations

SharePoint Working with SharePoint (for Site Administrators); Working with SharePoint (for
Site Contributors)

Web Authoring Introduction to the CMS (Content Management System); Introduction to HTML

Multimedia Adobe Photoshop 1:Basic Digital Image Editing Using Adobe Photoshop; Adobe
Photoshop 2: Further Topics in Adobe Photoshop; Adobe Photoshop 3: Digital Skills
and Efficiencies using Adobe Photoshop

Specialist Diagrams made easy in Word and PowerPoint; Creating Screen Shots and Training
Materials using Word and SnagIt; SPSS 1: Introduction to SPSS; SPSS 2: Data
Analysis using SPSS; Project 2007 – Level 1; Introduction to Adobe Acrobat;
Introduction to Microsoft Visio

ECDL Core Training courses for each of the 7 modules: see list of modules later in this section.

ECDL Advanced See information about ECDL Advanced later in this section.
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Duration:
The majority of courses include
demonstration and practical work
and come with high quality
documentation; courses vary in
length from one-hour briefing
sessions to one day’s training.
Please note that the more popular
courses are given several times.
The courses are available free of
charge to staff. And look out for
notification of lunchtime sessions
in The McClay Library. 

Dates:
The courses run from the
beginning of October to
December and again from
February to June. The course dates
are published on Queen’s Online
in late September, late January
and pre-Easter on Queen’s Online,
on the IT Training and Assessment
Unit web pages, through
departmental contacts, and alerts
and updates are sent via the
weekly Communications Office
Staff Round-Up.

Registration is via Queen’s Online -
http://www.qub.ac.uk/qol
then click on Training Courses. 
There is instant confirmation of a
place or of being placed on a
waiting list.

Venue:
The courses are delivered in the
new training suite in The McClay
Library. 

How to benefit from the
training - Each course lists
prerequisites for that course: it is
essential that advice about
prerequisites be followed to
ensure maximum benefit from
course attendance. Please contact
us if you are unsure about the
prerequisite skills. It is important

that you practise the skills
acquired soon after attendance at
a particular course. In the
professional development courses,
it may be beneficial to have a
work project, which utilises the
skills acquired.

ESSENTIAL

Guide to Computing Facilities
[1 hour 15 minutes]

The Guide to Computing Facilities
presentation is an opportunity for
people new to the University to
find out about the computing
facilities and services available
through Information Services.
Existing members of staff may 
also find this session informative
as services continue to evolve 
and develop.

Aimed at: 
All staff in the University. 

Making Best Use of Outlook 
[3 hours]
Microsoft Outlook is an email and
personal information
management program that helps
users to manage email messages,
create appointments, calendars,
tasks and contacts and, if
required, share these resources. In
this course participants will learn
useful tips for managing email
messages, and how to manage
their diary, invite attendees to
meetings and share calendars.
Additionally, the course will cover
contact, distribution lists and
tasks. This course will be essential
to new members of staff but also
valuable to members of staff who
have tended only to use email
facilities as opposed to contacts,
tasks and calendaring; and
existing users of Outlook who

would like to find out more about
the functions that our Exchange
service brings to Outlook and
Outlook Web Access. 

Aimed at: 
New and existing users of Outlook
and those planning to take ECDL
Module 7.

Prerequisites: 
Familiarity with the basics of using
Windows and folder management
is essential.

Office 2007 Essentials 
[half day]
The latest version of Office is very
different in appearance and has
some very useful new features.
This course has proved to be very
popular with staff as it “gets them
going” in the new version of
Office. Office 2007 is the version
staff members should upgrade to
if they are using SharePoint. This
course covers essentials in Word,
Excel, PowerPoint plus an update
on Outlook: the session is
targeted at delegates who wish 
to learn how to access and use
typical, everyday functions in
Word 2007, Excel 2007,
PowerPoint 2007 and find out
about the new features in 
Outlook 2007. 

Aimed at: 
Members of staff who wish to use
or have recently started using
Office 2007.

Prerequisites: 
Familiarity with the basics of using
Windows and folder management
is essential.

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff
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Word 1: Essentials / ECDL -
Word Processing [3 hours]  
This course will provide an ideal
foundation for anyone interested
in learning about Microsoft Word
2007 and will ensure participants
are prepared for further courses in
Word and other applications. As
Word 2007 introduces some new
features along with significant
changes to the user interface, this
course is also suitable for those
needing to update their skills so
that they can efficiently use the
latest version of this fundamental
application. Word 1: Essentials
covers the basics of how to create,
save and format word processed
documents and will show
participants how to change
paragraph indentation and line
spacing. Participants will also learn
a variety of techniques which will
help them to produce professional
looking documents such as bullets
and numbering, borders and
shading, headers and footers and
page numbering. 

Aimed at: 
Staff with little or no previous
experience of using Word 2007
and those taking ECDL – Word
Processing (Module 3).

Prerequisites: 
Familiarity with Windows.

Using the Computer and
Managing Files / ECDL Module
2 [3 hours]
This course is ideal for staff who
wish to increase their confidence
in using a computer and improve
their efficiency at file
management techniques. Through
a series of practical exercises,
participants will learn how to use
Windows Explorer to organise files

and folders, create folders and
subfolders, and rename and move
files and folders. The course will
cover the different views that can
be used when managing files and
how to create ‘read-only’ files;
and there is an opportunity to
learn about good practice in data
security, about Windows updates,
anti-virus protection and file
backup.

Aimed at: 
Staff members who wish to learn
more about file management,
good practice in data security and
those taking ECDL Module 2.

Prerequisites: 
None.

CONTINUING PROFESSIONAL
DEVELOPMENT

Word Processing

Advanced Word Processing:
Making Best Use of Word 2007
[5.5 hours]
This course concentrates on useful
features of Word 2007 such as
creating master and
subdocuments, tracking changes
and use of form fields. Auto Text
and Quick Parts will also be
covered, along with an overview
of macros, which can be used to
automate repetitive tasks.
Participants will learn how to
increase their efficiency when
word processing long documents
by using tools such as styles,
templates, bookmarks, table of
contents, indexing, captions and
references.

Aimed at: 
People with some experience in
using Word who wish to extend

their knowledge. This course will
also benefit those sitting the
Advanced ECDL module in Word.

Prerequisites: 
Some experience in using Word.

Labels and Mail Merge Using
Word 2007 [3 hours]
This practical course is designed to
assist those who want to learn
about Word’s mail merge feature
in order to efficiently create, save
and print personalised letters,
envelopes and labels. The course
will be useful to those wishing to
build on their existing knowledge
of Word 2007 and who want to
improve office efficiencies and
produce professional mailings.

Aimed at: 
Staff who are already confident at
creating and editing documents
and who want to learn how to
use Word 2007 to print envelopes
or labels or to create personalised
documents. 

Prerequisites: 
Previous attendance at Word 1:
Essentials or a similar level of
experience of using Word 2007. 

Tables and Form Design Using
Word 2007 [3 hours]
Microsoft Word can be used to
create forms for completion on a
computer that allow users to enter
text or select options without
altering the structure of the form.
This course looks at some of the
tools available in Word 2007
which can be used to create
forms, including text, checkbox
and drop-down list fields.
Participants will also learn how to
create tables in Word and how
tables can be used in the layout of

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff
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forms. Along with the basics of
creating forms, the course will
cover how to add instructional
text to form fields, how to protect
the form and how to export data
from forms to a spreadsheet file. 

Aimed at: 
Staff who are experienced at using
Word 2007 to edit and format
documents and wish to learn how
to create tables and data capture
forms using Word. The course
may also benefit those intending
to take the ECDL Advanced
module in Word Processing. 

Prerequisites: 
Previous attendance at Word 1:
Essentials or equivalent experience
of using Word 2007 to format
documents and create basic
tables.

Spreadsheets

Excel 1: Essentials / ECDL –
Spreadsheets [1 day]
This practical course is the
essential starting point for anyone
interested in learning how to
produce spreadsheets using
Microsoft Office Excel 2007 and
forms an ideal basis for further
courses in Excel. As Excel 2007
introduces widespread changes to
the user interface and a range of
new features, this course is also
suitable for those needing to
update their skills so that they can
make efficient use of the latest
version of this popular
spreadsheets application. Excel 1:
Essentials covers the basics of how
to create, save and edit
spreadsheets before progressing
participants onto the creation of
basic formulas and charts. The
new cell and table styles will be

introduced and participants will
learn fundamental techniques
such as sorting, naming ranges,
find and replace, changing the
page setup and renaming
worksheets. This course also helps
prepare you for the ECDL –
Spreadsheets module test.

Aimed at: 
Staff with little or no previous
experience of using Microsoft
Excel 2007 and those taking ECDL
– Spreadsheets (Module 4).

Prerequisites: 
Familiarity with Windows. 

Excel 2: Managing Data [1 day]
Continuing from Excel 1:
Essentials, this course looks at
how to arrange and display both
numeric and non-numeric data in
Excel to present it in a meaningful
manner. Through a series of
practical exercises, participants will
learn about a variety of techniques
which can be employed to make
spreadsheets more
comprehensible, such as sorting,
basic and advanced filtering,
conditional formatting and
custom number and date formats.
Excel Tables and the new data
bars, colour scales and icon sets,
which can be used for conditional
formatting, are among the
features new to Excel 2007 that
will be explored in this course.

Aimed at: 
Staff who wish to learn how to
use Excel 2007 to store and
display data and those hoping to
take the ECDL Advanced module
in Spreadsheets. 

Prerequisites: 
Previous attendance at Excel 1:

Essentials or a similar level of
experience of using Excel 2007. 

Excel 1 and 2 Condensed 
[1 day]
This fast-paced 1 day course is
aimed at staff who want to
quickly learn about the key
features of Microsoft Excel 2007.
The course will cover a wide range
of topics providing a
comprehensive introduction to the
latest version of the popular
spreadsheet application. This
course covers the key components
of the Excel 1: Essentials and Excel
2: Managing Data courses offered
to staff in a condensed, one-day
format. It is ideal for staff who
have some previous experience of
using earlier versions of Excel or
who are competent users of other
Microsoft Office applications but
have limited experience of Excel.
The course will provide
participants with an overview of
the main changes to Excel
introducing a wide range of topics
including cell styles, Excel tables,
conditional formatting, sorting
and filtering, data validation 
and charts.

Prerequisites: 
Participants should have some
previous experience of using
Microsoft Office applications.

Excel 3: Data Analysis [1 day]
This advanced course looks at
some of the data analysis tools
and functions available in Excel
2007 and involves a range of
practical exercises using different
types of data. Participants will
learn how to use a variety of
what-if analysis tools that can be
employed in data analysis and
decision making, such as Data
Tables, Scenarios, Goal Seek and

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff
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Solver. In addition, the course will
cover a wide range of useful
functions, including text, logical,
financial, lookup and date and
time functions, which can be used
to manipulate spreadsheet data.
An introduction to the revised
interface for creating PivotTable
and PivotChart reports in Excel
2007 is also included. 

Aimed at: 
Staff who wish to advance their
knowledge of Excel or who are
hoping to take the ECDL
Advanced module in
Spreadsheets. 

Prerequisites: 
As this is an advanced course,
previous attendance at Excel 1
and 2 or significant experience of
creating spreadsheets using Excel
2007 is recommended. 

Creating Charts Using Excel
2007 [3 hours]
This specialised course looks at the
improved charting feature in Excel
2007 and discusses some of the
different types of charts that can
be created, in particular, line,
scatter, pie, bar and column
charts. It also covers how to edit
scientific or statistical charts to
include features such as secondary
axes and error bars and how to
format charts, both manually and
by using the new chart styles
available in Excel 2007.
Participants will be able to practise
creating and formatting different
types of charts by completing a
series of exercises and will also
learn how to set the default chart
type and how to create a chart
template.

Aimed at: 
Staff who wish to learn more
about displaying data graphically
and those interested in taking the
ECDL Advanced module in
Spreadsheets. 

Prerequisites: 
Previous attendance at Excel 1:
Essentials or a similar level of
experience of using Excel 2007. 

Introduction to PivotTables
using Excel 2007 [3 hours]
This is a half day course that
includes a presentation and a
variety of practical exercises. This
is an advanced course aimed at
staff who are experienced at using
Microsoft Excel 2007 and are
interested in finding out more
about PivotTables and PivotCharts.
PivotTables are a popular Excel
tool for dynamically exploring and
analysing large datasets in order
to summarise data and make
informed decisions. PivotCharts
are interactive charts that can be
used to visualise PivotTable reports
to convey information about
patterns and trends within the
data. PivotTables can take their
source data from within Excel or
from external sources like
databases, Online Analytical
Processing (OLAP) cubes and text
files, and allow users to analyse
data without altering the original
data source. This course will
provide participants with an
introduction to PivotTables and
will include topics such as adding
and removing fields, applying
styles, filtering data, changing
field settings and creating
PivotCharts. 

Aimed At: 
Staff who are experienced at using
Microsoft Excel 2007 and are

interested in finding out more
about PivotTables and PivotCharts. 

Prerequisites: 
Participants should have
completed Excel 1: Essentials
before attending this course or
should have significant previous
experience of using Excel 2007.

Basic Statistics Using Excel
2007 [1 day]
Although dedicated statistical
applications are generally
recommended for statistical
analysis, Excel may be adequate
for carrying out simple analyses on
small datasets. This intensive
course provides an introduction to
some of the basic statistical
functions available in Excel 2007
for presenting descriptive
statistics, including COUNTIF,
FREQUENCY, PERCENTILE, VAR,
STDEV, and CORREL. Participants
will learn how to use Excel
functions to calculate values such
as frequencies, percentiles, the
variance and the standard
deviation for basic datasets.
Statistics theory will not be
covered, therefore participants
should already be familiar with the
underlying concepts of statistical
analysis. 

Aimed at: 
Staff who are experienced at using
Excel and want to use it for basic
statistical analysis. 

Prerequisites: 
As this is a fast-paced course,
previous attendance at Excel 1, 2
and 3 or a similar level of
experience is highly
recommended. Previous
knowledge of statistics theory is
essential.

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff
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Databases 

Access 1: Essentials [1 day]
Microsoft Office Access 2007 is a
popular database application that
allows users to interactively design
forms and databases without any
deep database knowledge. This
course provides an ideal
introduction to using Access 2007
for the capture and storage of
data and is a good starting point
for staff who wish to learn how to
develop and manage databases.
Staff who have some previous
experience of earlier versions of
the software may also find this
course a useful guide to
upgrading to the new interface
and new features present in
Access 2007. 

The Access 1: Essentials course is
designed to be flexible to permit
staff to get comfortable with
Microsoft Access 2007 in a
supportive atmosphere. Practical
work will consist of a series of
exercises to help users become
familiar with both the new menu
structures and some of the
essential processes in database
development. During the course
participants will learn about
working with database and table
creation templates, new Access
form types and changes to Access
reports. The course also covers the
new data types available in Access
tables and their use in forms.
During this session participants
will also create queries using the
built-in query tools. 

Aimed at: 
Staff with little or no previous
experience at using Microsoft
Access 2007. 

Prerequisites: 
Familiarity with using Windows
and file management are
essential.

Access 2: Advanced – Part 1 
[4 hours] 
Although it is considerably more
user-friendly than previous
versions, Access 2007 is still a
sophisticated database application
that allows users to make sense of
complex data by consolidating it
into user-friendly reports. This
fast-paced course will look at the
more advanced features of Access
2007 such as multiple table
relations, parameter queries,
forms and reports. It will also take
a detailed look at form design,
concentrating on form controls.
There will be an opportunity to
learn how to use data stored in
external files and applications. This
is a very practical course and is not
suitable for complete beginners or
those who have just completed
the Access 1: Essentials course. 

Aimed at: 
Staff who are experienced at using
Microsoft Access (2003 or 2007)
and who wish to advance their
knowledge of Access 2007 or
who are hoping to take the ECDL
Advanced Database module. 

Prerequisites: 
Previous attendance at Access 1:
Essentials or significant experience
at creating Microsoft Access
databases.

Access 3: Advanced – Part 2 [4
hours]
The second of the advanced
courses continues on from Access
2: Advanced – Part 1 and deals
with some of the more complex

features of Access 2007 including
Structured Query Language (SQL),
macros and a brief introduction to
Visual Basic for Applications (VBA)
programming. Intended for
confident Access 2007 users, it
will allow participants to gain a
practical introduction to some of
the more advanced features of
this powerful database
application. 

Aimed at: 
Experienced Access users wishing
to further advance their
knowledge or intending to take
the ECDL Advanced Database
module. 

Prerequisites: 
Previous attendance at Access 2:
Advanced – Part 1 and experience
of creating multiple table
databases and complex queries in
Access 2007. 

Introduction to Database
Design [1 day] [available on
request]
In order for a database to fulfil its
purpose and effectively provide
accurate information, it is essential
that it is designed correctly. By
investing time in learning the
principles of good design,
database developers can ensure
that the finished database
achieves its goals while still being
able to accommodate changes.
This course will introduce
participants to the key concepts of
database design, such as Entity-
Relationship Diagrams, and will
provide guidelines for planning a
database and deciding how to
arrange the required information
into tables and columns and how
those tables will relate to each
other. On completion of this
course, participants will have the

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff
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basic skills necessary to model a
simple business process prior to
implementation via a relational
database application such as
Microsoft Access. 

Aimed at: 
Experienced database users who
have a requirement to build
relational databases. 

Prerequisites: 
Familiarity with Microsoft Access is
highly recommended.

Presentation

PowerPoint 1: Essentials / ECDL
– Presentation [3 hours]
Microsoft Office PowerPoint is a
presentation graphics package
that allows users to add a
professional touch to presentation
materials for use in areas such as
teaching, conferences and
interviews. PowerPoint
presentations can be viewed in
various ways, including with a
data projector, on the World Wide
Web or as printed handouts. This
enjoyable course will take
participants through the basics of
creating a presentation using the
new PowerPoint interface in
Office 2007, from inserting and
formatting text and graphics to
changing the slide layout and slide
design. Participants will also learn
about design issues, basic
animation and transition effects
and how to use the various views
and print options available.

Aimed at: 
Staff with little or no previous
experience at using PowerPoint
2007 and those taking ECDL –
Presentation (Module 6). 

Prerequisites: 
Familiarity with Windows. Previous
experience of using Word 2007
would be beneficial. 

PowerPoint 2: Advanced 
[3 hours]
This course provides participants
with an opportunity to learn
about more advanced features in
PowerPoint 2007 in order to
incorporate interactivity and
multimedia in presentations.
Intended for staff who are already
familiar with the basic concepts of
creating PowerPoint presentations,
this practical course will enable
users to create sophisticated
presentations that make full use
of the software’s functionality.
Topics covered will include flow
charts, tables, action buttons,
working with images and shapes
and using master slides and
templates. Participants will also
gain experience of linking to other
documents, multimedia, creating
customised slide shows and saving
presentations as image files or to
the Web.

Aimed at: 
Staff who are experienced at using
PowerPoint 2007 and those
intending to take the ECDL
Advanced Presentation module. 

Prerequisites: 
Previous attendance at PowerPoint
1: Essentials or a similar level of
experience. 

PowerPoint 3: Creating Poster
Presentations [3 hours]
This specialised course will benefit
staff who are interested in using
PowerPoint 2007 to prepare static
presentations for conferences or
exhibitions. Participants will learn

how to change the page setup to
accommodate custom sizes and
advice will be provided on how to
design research posters in order to
achieve maximum impact.
Through a practical exercise, the
course will also cover useful
techniques such as applying an
image to the background of the
poster, creating basic shapes and
diagrams and changing the
transparency of text boxes, as well
as a brief overview of WordArt
and SmartArt.

Aimed at: 
Staff who have experience in
using PowerPoint 2007 and who
wish to learn about using it to
create posters. 

Prerequisites: 
Previous attendance at PowerPoint
1: Essentials or significant
experience of using PowerPoint
2007.

SharePoint

Working with SharePoint (for
Site Administrators) [3 hours]
SharePoint Site Administrators
(Owners) are nominated staff who
have full control of a SharePoint
site. This means that Site
Administrators can add/remove
users, control user permission
levels, add and delete SharePoint
features such as document
libraries and calendars, as well as
being able to contribute to
SharePoint sites by adding
announcements, uploading
documents, adding events,
assigning tasks etc.

Aimed at: 
Nominated staff who are
responsible for the overall

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff
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management of a School/
Directorate SharePoint site 
or sub-site.

Prerequisites: 
It is anticipated that all SharePoint
Site Administrators are using
Office 2007 to benefit from the
full functionality offered by the
latest version of SharePoint.
Individual staff can register to
attend published ‘Office 2007
Essentials’ courses, delivered by
the IT Training and Assessment
Unit, or request Office 2007
training for their department/unit.
The course description for Office
2007 Essentials is given earlier in
this section.

Working with SharePoint (for
Site Contributors) [3 hours]
SharePoint Site Contributors
(Members) are nominated staff
who help to maintain a SharePoint
site by adding announcements,
uploading documents, adding
events, assigning tasks etc.

Aimed at: 
Nominated staff who contribute
to a School/Directorate SharePoint
site or sub-site.

Prerequisites: 
It is anticipated that all SharePoint
Site Contributors are using Office
2007 to benefit from the full
functionality offered by the latest
version of SharePoint. Individual
staff can register to attend
published ‘Office 2007 Essentials’
courses, delivered by the IT
Training and Assessment Unit, or
request Office 2007 training for
their department/unit. The course
description for Office 2007
Essentials is given earlier in this
section.

Web Authoring

Introduction to the CMS
(Content Management System)
[3 hours]
This course provides an
introduction to TERMINALFOUR,
the University's Content
Management System for web
authoring. You will learn how to
create and modify the structure of
your website and page content,
without any prior web authoring
knowledge.

Aimed at: 
Any member of staff responsible
for contributing to their unit’s
website.

Prerequisites: 
An understanding of web
browsing and familiarity with file
management are essential.

Introduction to HTML [3 hours;
available on request] 
This practical based course
provides an introduction to
Hypertext Mark-up Language
(HTML), the mark-up language
used to produce Web pages. Web
authors invariably require some
knowledge of HTML to create or
edit Web pages. 

Aimed at: 
New and existing Web authors. 

Pre-requisites: 
Familiarity with file management
is essential.

Multimedia

Adobe Photoshop 1: Basic
Digital Image Editing [3 hours]
Adobe Photoshop is a popular and
professional image manipulation
package allowing you to work
with greyscale and colour images
in a variety of formats for use in
printed documents, presentations
and Web pages. This PC-based
course will introduce participants
to some of the more useful tools
in the Adobe Photoshop repertoire
and will provide an opportunity
for practical work using the
Adobe Photoshop environment.
Participants will learn how to
enhance images by cleaning,
cropping, cloning, red eye
removal, colour replacement and
rotation. The course will also cover
desaturation of images, applying
original colour to specific items,
image annotation and picture
properties.

Aimed at: 
Staff with little or no previous
experience of using Photoshop
who want to learn how to
manipulate and tailor images. 

Prerequisites: 
Familiarity with Windows and file
management is essential. 

Adobe Photoshop 2: Further
Topics in Adobe Photoshop 
[1 day]
This course provides a
continuation of the Basic Digital
Image Editing Using Adobe
Photoshop course for those
wishing to further their
knowledge of the popular image
manipulation software. Topics
covered include how images from
Photoshop can be used in
applications such as Word,

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff
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PowerPoint or Publisher and how
to save images using different
image formats and colour modes
for printing and Web content.
Along with demonstrations, the
session will involve practical work
on projects (to be decided by the
group) and will cover more
advanced topics including working
with layers, colour management,
image repair and improvement,
and other manipulation effects. 

Aimed at: 
Staff with some experience of
Adobe Photoshop who wish to
advance their knowledge of image
manipulation. 

Prerequisites: 
Attendance at the Basic Digital
Image Editing Using Adobe
Photoshop course or a similar level
of familiarity.

Adobe Photoshop 3: Digital
Skills and Efficiencies using
Adobe Photoshop [1 Day]
This course is a continuation of
the Further Topics in Adobe
Photoshop course and it presents
an opportunity to enhance your
skills and gain knowledge on (as
yet) unexplored functions that
optimise your time whilst
minimising repetitive keystrokes /
mouse usage. Various technical,
graphical, photographic and fonts

skills will be covered within the
course to help you best prepare
images for inclusion in flyers,
adverts, leaflets or as web
buttons. The course will also
include additional image
enhancements, colouring up and
introduction to colour wheels,
monochromes and paths (for
selection and text). To help make
your Photoshop sessions more
efficient you will learn how to 

1. use and create actions for
general purpose tasks
(cropping, resizing, colour
toning, inverting, saturating or
de-saturating, bordering, etc.);

2. create a web gallery using a
folder of images that allow web
users to view image information
and provide feedback;

3. use time savers such as Actions
and Batch Processing. 

Aimed at: 
Staff who need to optimise and
manage their time and maintain
standards within digital image
editing.

Prerequisites: 
This course requires prior
knowledge of the Further Topics
session (or similar level of
familiarity); good file management
and Windows knowledge are
essential.

Specialist

Diagrams made easy in Word
and PowerPoint [3 hours]
Microsoft Office includes a variety
of tools for creating high impact
text and diagrams in documents.
This course will look at creating
and formatting shapes including
block arrows, flowchart shapes
and callouts and inserting and
formatting WordArt text for
emphasis or headings. Participants
will also be introduced to the
SmartArt feature available in
Office 2007 which can be used to
create high impact lists and
diagrams.

Aimed at: 
Staff who wish to learn how to
add diagrams and decorative text
to documents. 

Prerequisites: 
Experience of using the ribbon in
Office 2007. 

Creating Screen Shots and
Training Materials using Word
and SnagIt [3 hours]
SnagIt is a popular application for
capturing screen images for use in
printed documents or the Web.
Most training materials produced
by the IT Training and Assessment
Unit are created using SnagIt and
Word. SnagIt can also be used to
record mouse movements and
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capture onscreen activity in the
form of a video file or to capture
text from a screen or the images
from a Web site. This course
provides an introduction to using
SnagIt and will cover topics such
as capture profiles, profile
settings, saving in different
formats, resizing images, using
special effects and paint tools. The
course will also cover how to
create a set of instructions/
practical documents using Word
and the SnagIt captures. 

Aimed at: 
Staff with little or no experience
of using SnagIt who want to learn
about capturing images or mouse
movements from a screen to
create a practical document or 
set of instructions.

Prerequisites: 
Previous experience of file
management and of using
Microsoft Word 2007.

SPSS 1: Introduction to SPSS 
[1 day]
SPSS is a popular statistical and
data management application for
analysts and researchers, used to
present and analyse data arranged
in a case-by-case structure. This
course will provide participants
with an introduction to data
management and basic statistical
output in SPSS. Participants will
have the opportunity to complete
a number of practical exercises
including setting up, coding and
saving data; importing pre-existing
data; performing data
validation/cleaning; performing
simple data modifications and
displaying some simple descriptive
statistics. 

Aimed at: 
This course along with the SPSS 2
course is aimed at staff who are
familiar with basic statistical
procedures and who wish to learn
about analysing data using SPSS. 

Prerequisites: 
Knowledge of basic statistics and
file management. 

SPSS 2: Data Analysis using
SPSS [1 day]
This course will provide
participants with knowledge of
how SPSS can be used to conduct
data analysis. Participants will
have the opportunity to complete
a number of practical exercises.
Topics include: using descriptive
statistics (measures of central
tendency and dispersion);
selecting appropriate statistical
tests; testing for significant
differences between means using
t-tests; cross-tabulations and
testing for significant relationships
using chi-square; assessing
relationships between continuous
variables through plots and
correlation; graphical display of
results.

Aimed at: 
Staff who have some knowledge
of SPSS and statistical analysis. 

Prerequisites: 
Knowledge of basic statistics. For
those new to SPSS the SPSS 1
course is essential. 

Project 2007 – Level 1 [6 hours]
This is a practical based
foundation level course in the
application Microsoft Office
Project 2007. The aim of this
course is to teach you how to
manage projects using Microsoft

Office Project 2007. Gantt charts
will be used to demonstrate the
application. The focus of this
course is on the feature set of
Project Standard. This is not a
course in Project Management
concepts although these will be
briefly reviewed before homing in
on using the application. By the
end of this course you will be
familiar with the basic elements of
Project 2007. You will know how
to:

• build a new project 
• add tasks to the project
• organise tasks into phases
• create milestones
• create relationships between

tasks
• add resources to a project
• use calendars in a project
• track a project’s progress
• produce reports from a project

Pre-requisites: 
A sound understanding of project
management practices. An
understanding of projects in terms
of the "project triangle" i.e. time,
cost and scope is required.

Introduction to Adobe Acrobat
[2 hours] 
Adobe Portable Document Format
(PDF) allows information from any
application, on any computer
system to be shared with other
users. An Adobe PDF file will look
exactly like the original document
and preserve features like
drawings, graphics or photos
regardless of the application used
to create it. This course provides
an opportunity to learn about
creating and amending PDF files
so that documents can be shared
and reviewed. Participants will
learn about tasks such as inserting
and reordering pages, using
commenting and drawing tools,

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
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creating forms and applying
password protection. No previous
experience of using Adobe
Acrobat is necessary.

Aimed at: 
Staff who are interested in
learning about Adobe Acrobat
and working with PDF documents. 

Prerequisites: 
Experience of using Microsoft
Word. 

Introduction to Microsoft Visio
[2 hours] [available on request]
Microsoft Visio is a graphics
application used to create a
variety of drawings such as
flowcharts, organisation charts,
office layouts and network
diagrams. Participants will be
shown how to display data in a
visually appealing manner in order
to maximise its impact and will
have the opportunity to practise
creating a variety of diagrams.
Topics covered will include
drawing, resizing and aligning
shapes, adding text and
numbering to shapes, using
formatting options and
connecting shapes.

Aimed at: 
Staff with little or no experience
of using Microsoft Visio. 

Prerequisites: 
Experience of using Windows.
Previous attendance at the
Diagrams made easy in Word and
PowerPoint course would be an
advantage.

Flexible Training Solutions
The IT Training and Assessment
Unit have collated a wide range of
training resources, available to
both staff and students. These
include 

• workbooks and exercises
developed by staff within the
Unit;

• resources licensed to the
University (Velsoft
Courseware, and Cheltenham
Computer Training); and 

• direction to materials freely
available over the Internet.

These resources may be used on
their own or in conjunction with
scheduled courses. To find these
resources, visit our Web pages:
www.qub.ac.uk/is/training
then click on Flexible Training
Solutions.

Business Processes
The IT Training and Assessment
Unit can provide tailored training
solutions to individual
Departments or Schools within the
University, based on the IT
requirements of the staff. This can
allow teams to maximise their
efficiency when using IT
applications and help staff attain a
desired level of competency in the
applications used. For more
information or to arrange
customised training for a
Department or School, email
itcourses@qub.ac.uk or contact
the Training Manager on 6185.

European Computer Driving
Licence (ECDL) Test Centre
The University is a recognised 
A-rated ECDL Test Centre. The
centre is managed by the IT
Training and Assessment Unit.
Two qualifications are on offer:
the standard ECDL and ECDL
Advanced.

ECDL core covers the core ICT
skills required to make effective
use of computers. This is an
internationally recognised
qualification which is an indication
of competency in core ICT skills:
the 7 topics examined are

1) IT Security for Users; 
2) Using the Computer and

Managing Files; 
3) Word Processing; 
4) Spreadsheets; 
5) Database; 
6) Presentation; 
7) Web Browsing and

Communication. 
It is possible to attend courses for
each of these modules. Once
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enrolled, you can take mock test
over the Internet and the IT
Training and Assessment unit
provides regular test sessions
where ECDL candidates can take
the formal tests. Workbooks
produced by Cheltenham
Computer Training and other
materials are available to support
test preparation. Please note:
registration to take the ECDL tests
is separate from enrolling for the
ECDL courses (enrol for courses
via Queen’s Online,
http://www.qub.ac.uk/qol).
Enrolment costs are typically
shared between your department,
Information Services and the Staff
Training and Development Unit.

The ECDL Advanced qualification
is designed to help the computer
learner progress from ECDL level
skills to a much higher level using
particular applications. There are 4
modules: AM3 Word Processing
Advanced, AM4 Spreadsheets
Advanced, AM5 Database
Advanced, and AM6
Presentation Advanced. A
separate certificate is awarded for
successfully passing a test for each

module; you do not have to take
all 4 modules. Our courses in
Access, PowerPoint, Word and
Excel follow the ECDL Advanced
syllabus. Support is provided to
prepare for the tests. Enrolment
costs are typically shared between
your department, Information
Services and the Staff Training and
Development Unit.

Contacts for IT Training and
Assessment Unit
For more information about any
of the services provided by the IT
Training and Assessment Unit,
view our Web pages at
www.qub.ac.uk/is/training,
email itcourses@qub.ac.uk or
phone 6189 with any queries. To
contact the unit about ECDL email
ecdl@qub.ac.uk or phone 6189.
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First Aid Courses
First Aid Courses are run by the
Safety Service. For further details
contact Elizabeth Moore, Safety
Service, Ext. 4613.

Health and Safety Induction

Dates: 22 September 2010 
18 January 2011
19 April 2011
7 June 2011

Time: 10.00 am – 12.00 pm

Designed for: 
New staff

Aim:
This course is designed for staff
who have recently joined the
University. It will explain how
health and safety is managed in
Schools and Directorates, raise
awareness of typical hazards and
give advice on emergency
procedures such as evacuation
and first aid.

Content:
Find out essential health and
safety information, such as:

• What health and safety
arrangements are in place 
for you?

• What hazards you may face in
work?

• What action do you take in an
emergency?

• Who is your nearest First Aider?

New staff will be invited to
attend

Office Safety

Dates: 29 September 2010
9 November 2010
7 February 2011

Time: 10.00 am – 12.00 pm

Designed for:
Staff who work predominantly in
an office environment

Aim:
This course will focus on typical
office hazards and give you tips on
how to make your office a safer
place. You will receive advice on
emergency procedures and
guidance on how to set up your
computer workstation correctly.

Content:
• Are you aware of the hazards in

your office?
• What types of accidents occur

to office staff?
• Do you know what to do in an

emergency?
• Can you set up your computer

workstation correctly?
• Is your chair at the correct

working height?

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
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Health and Safety
Management

Dates: 20 September 2010
24 January 2011

Time: 10.00 am – 1.00 pm

Designed for:
School Managers, Heads of
Departments, Chairs of Health
and Safety Committees, Safety
Co-ordinators, Local Safety
Officers, and Managers.

Aim:
This course will provide an
introduction to health and safety
management within the University
and will provide advice on how
health and safety can be managed
at a local level.

Content:
• Are you aware of your

responsibilities in managing
Health and Safety?

• What are you required to do?
• What local procedures need to

be in place within the
School/Directorate/Unit?

• What is the role of a Safety
Committee?

• What consultation is required
and how can this be done?

Register for a course
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Using Computers Safely 

Dates: 2 November 2010
10 February 2011
6 May 2011

Time: 11.00 am – 12.30 pm

Designed for: 
Staff who are required to use
computers.

Aim: 
To enable you to set up your
workstation correctly.

Content:
• What are the potential risks to

health from the use of
computers?

• Workstation layout and posture
– what works and what
doesn’t?

• How to use the self-assessment
checklist to assess your own
workstation

Computer Workstation Risk
Assessment

Dates: 1 November 2010
9 February 2011
5 May 2011

Time: 9.30 am – 12.30 pm

Designed for:
Staff who have been appointed as
Computer Workstation Assessors 

Aim:
To provide staff with sufficient
knowledge and understanding to
enable them to undertake risk
assessments of computer
workstations in their workplace.

Content:
• What are the possible health

effects relating to computer
use?

• How do you improve the layout
of the computer workstation?

• Case studies – examples of
good and poor practice

• Workstation assessment
practical

General Risk Assessment

Dates: 19 November 2010 
4 February 2011
13 May 2011

Time: 10.00 am – 12.30 pm

Designed for:
Staff who need to make risk
assessments in the workplace, e.g.
Departmental Safety Advisors,
Heads of Schools, Technical
Services Managers, Laboratory
and Workshop Supervisors, Senior
Technical Staff.

Aim:
To advise staff on the need for
and how to undertake risk
assessments in the workplace

Content:
• The Management of Health 

and Safety at Work Regulations
2000

• A systematic approach to
identifying hazards at work

• Evaluation of risks
• Practical aspects
• How to eliminate or reduce 

the risk
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Control of Substances
Hazardous to Health 
(COSHH)

Dates: 3 December 2010
18 April 2011

Time 9.30 am – 12.30 pm

Designed for:
Departmental COSHH Supervisors,
project/research leaders, technical
staff in supervisory roles and
indeed all staff who work with
potentially hazardous substances
or infectious material

Aim:
To raise awareness of
responsibilities under the COSHH
Regulations and what is required
to comply with them.

Content:
• COSHH Regulations 2003, 

the legal framework 
• Conducting a risk assessment
• Strategies to control the hazards
• Procedures in case of an

emergency
• Record keeping
• Environmental protection
• Evaluation procedures

Manual Handling and Lifting

Dates: 12 November 2010
12 January 2011
16 May 2011

Time: 10.00 am – 12.00 pm

Aim:
This course is designed for staff
who regularly lift and carry as part
of their work. It will highlight
handling risks and how to
minimise risk of injury, and provide
practical demonstration of safe
lifting techniques.

Content:
• Are you lifting and carrying

regularly as part of your work?
• Do you know ways of avoiding

lifting and handling?
• Do you know how to reduce

the chances of injury?
• Are you using safe lifting

techniques?

Fire Safety Awareness and
Use of Fire Extinguishers

Dates: 13 October 2010
10 November 2010 
9 February 2011 
9 March 2011 
12 April 2011 
11 May 2011 
8 June 2011 
20 July 2011

Time: 2.30 pm – 4.30 pm

Designed for:
All staff – to improve fire safety
measures.

All staff require greater awareness
of fire safety and it is advisable
that all departments have staff
who are familiar with the use of
fire extinguishers.

Aim:
To provide greater awareness of
fire, hazards and fire safety

To provide “hands-on” training in
use of fire extinguishers

Content:
A short briefing followed by
practical fire extinguisher training

Fire Safety Awareness and 
Use of Fire Extinguishers can
also be arranged for Schools
and Departments. To arrange 
a course or for further advice
on fire safety, please contact
the Estates Directorate, Fire
Safety Section.
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Fire Safety Awareness
Training

An online Fire Safety Awareness
training module is available via
Queen’s Online. All staff should
complete this package on an
annual basis. This module is
accessed via Queen’s Online: 
My Services: Safety Learning.

In addition to the above courses,
the Safety Service can provide
safety training on a variety of
topics.

The following courses will take
place as and when there is
sufficient demand. Please
contact Elizabeth Moore,
Safety Service, Ext 4613 to
register your interest.

Control of Noise and
Vibration at Work

Designed for: 
Staff who may be exposed to
noise and vibration in the course
of their work.

Aim:
To raise awareness of the risks to
health associated with exposure to
elevated levels of noise and
vibration.

Content:
• Control of Noise at Work (NI)

Regs 2006
• Control of Vibration at Work

(NI) Regs 2005
• Risk assessment and

measurements
• Action and limit values
• Control measures
• Personal protective equipment

and ear protection

Laser Safety

Designed for:
New and existing research
students and staff who are
required to work with lasers in the
course of their work. Refresher
training for existing Departmental
Laser Safety Supervisors.

Aim:
To provide awareness of the risks
associated with laser systems and
processes involving laser systems.
To provide advice on the
assessment and control of 
those risks.

Content:
• Laser systems
• Classification of lasers
• Risk assessment of laser systems
• Eye and skin protection
• Choice of laser safety eyewear
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Radiation Safety

Designed for:
New and existing research
students and staff who are
required to work with ionising
radiation in the course of their
work. Refresher training for
existing Radiation Protection
Supervisors.

Aim: 
To outline the requirements of the
Radioactive Substances Act 1993
and the Ionising Radiation
Regulations (NI) 2000. To provide
practical knowledge to enable
delegates to handle ionising
radiation safely.

Content:
• Ionising and non-ionising

radiation
• Natural and man-made

radiation
• Control strategies
• Emergency procedures
• Record keeping
• Environmental protection
• Legal framework for the control

of ionising radiation and
radioactive substances

Other Health and Safety
training is also available on
request. This includes:

• Ladder Safety Training
• Electrical Safety (Portable

Appliances)
• Safety in Field Work
• Accident Investigation &

Reporting
• Compressed Gas Safety
• Management of Work at Height
• Risk Assessment of Manual

Handling Operations
• Strategic Health and Safety Risk

Management

Please contact the Safety
Service for further information.

Health and Safety E-Learning

A wide variety of health and
safety topics are available via
interactive E-Learning packages.
Staff may access modules via
Queen’s Online: My Services:
Safety Learning. 

Modules in addition to Fire Safety
Awareness are available on
request. Please contact your local
Health and Safety Co-ordinator or
Elizabeth Moore, Safety Service,
Ext 4613.
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Self-directed Training Courses are
available on CD ROM and staff
can borrow these CDs and work
through the courses at their own
pace. The CDs are extremely easy
to use, they enable the user to
take the information on-board in
bite size chunks, test their own
knowledge and understanding
and print checklists of key learning
points.

If you wish to borrow any of the
following titles please contact
STDU on Ext.6590 or email
training@qub.ac.uk. 

These CDs do use sound so you
will need speakers for your
computer.

Get that Job or Promotion

Designed for:
People who wish to progress to
positions of greater responsibility
within their existing organisation,
individuals affected by
redundancy, and those who are
seeking a new job.

Aim:
To help users to:

• Identify and analyse their
transferable skills

• Create CVs/profiles that ‘sell’
their key competencies and
achievements

• Tailor their application to the
post being sought

• Deliver a confident and focused
performance in their interview

• Rehearse answers to common
interview questions

• Seize the opportunity to 
show how well they would 
‘fit’ the post.

Content:
• Skills Analysis
• Job Search
• CVs and Applications
• Interviews
• Assessment Quizzes

Persuasive Presentations

Designed for:
Anyone who has to make
presentations

Aim:
To help individuals to:

• Overcome their nerves
• Identify precisely what they

want to achieve
• Plan and structure their

presentation to ensure
maximum impact

• Produce and use powerful 
visual aids

• Send the right signals through
voice & body language

• Confidently handle questions
from the audience

Content:
• Planning and Preparation
• Preparing Yourself
• Delivering
• Assessment Quizzes

“It’s about time!” – Time
Management Training

Designed for:
People who face conflicting
demands on their time

Aim:
To help users to:

• Understand the pressures on
their time

• Spot and overcome common
time wasters

• Prioritise and plan for success
• Use email and other

technologies effectively 
• Manage interruptions
• Banish clutter and distractions
• Maximise the effectiveness of

time spent with others e.g.
meetings, delegating,
communicating

• Balance work and personal life

Content:
• Time to Change
• Prioritising and Planning
• Organising Yourself
• Time for Others
• Assessment Quizzes
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Assert Yourself

Aim:
To help individuals to improve
their performance by equipping
them with the skills to:

• Increase their influence with
colleagues and customers

• Make their point confidently in
meetings

• Say ‘No’ without feeling guilty
or being aggressive

• Handle conflict constructively
• Build their self-esteem
• Develop productive relationships
• Become pro-active team

members

Content:
• Say what you want
• Communication Behaviours
• Laying the Foundations
• Building up Assertiveness
• Assessment Quizzes

Under Pressure

Aim:
To help individuals take control of
stress and combat its effects

Content:
• Effects and symptoms of stress
• Measuring your stress levels
• Increasing confidence and

resilience to stress
• Relaxation techniques
• Work overload and positive

work practices

Developing Leadership Skills

Aim:
To demonstrate ways in which
both new and existing leaders can
make the most of their role.

Content:
• The role of the team leader
• Leadership – responsibility 

and style
• Motivating the team
• Coaching techniques
• Assertive leadership

Valuing Diversity in Teams

Aim:
To help create a high-performing
team.

Content:
• Why work in teams
• Team behaviours
• Personal styles
• Personal effectiveness

Register for a course via Queen’s Online:
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Financial Assistance with Short
Courses/Conferences and Courses of Study –
General Guidance

Staff should ensure that they apply as early as possible
by completing and returning the appropriate form to
the Staff Training and Development Unit as there are
limits to budgets allocated to central staff
development financial assistance each year. There 
may be other sources of support for staff, e.g. the
Centre for Educational Development teaching funds
or from within Schools/Departments budgets or
Research funds.

Financial assistance covers:

1. Internal/External courses of study leading to
a qualification (Part-time study only)

Applications are considered for courses in advance of
the academic year in which they take place. Staff
undertaking a part-time certificate, diploma, degree
or higher degree within Queen’s or an external course
of study (e.g. a course at a college), wishing to be
considered for funding or part funding must complete
the relevant form in advance.

Please note:
• staff are not entitled to financial assistance for full-

time courses of study

• staff enrolling at Queen’s for a course of study, who
do not complete this form according to the
guidelines, will be responsible for their own fees.

• Please refer to the guidelines for staff
undertaking approved part-time courses of
study (web page: www.qub.ac.uk/
stdu/FinancialAssistance/Part-timeCourses
ofStudy/or contact STDU if you require a 
copy of the guidelines and do not have
website access.)

• Current year: The initial deadline for 2010/11
applications was 31 July 2010. Further applications
may be considered during the year depending on
the available budget.

• Next year: Applications for assistance with internal
and external fees for 2011/12 courses leading to a
qualification must be received by the closing date of
31 July 2011 and forms will be available around the
end of April 2011. 

• No retrospective applications for payment will be
considered

• Financial assistance for fees or part thereof will 
be given for one year in the first instance with 
re-application being required each subsequent
year until the completion of the part-time
course of study

• It is essential that all the information requested on
the form is given. Failure to do this may result in a
delay in considering the application. 
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All forms must be completed by the applicant,
agreed and authorised by the relevant Head of
Area and returned to:

Staff Training Co-ordinator
Staff Training and Development Unit
Queen’s University Belfast
7 Lennoxvale
Malone Road
Belfast BT 9 5BY

Tel: 028 9097 6606
Fax: 028 9097 6591
Email: s.mcmorrow@qub.ac.uk

All applications will be acknowledged in writing

Click here to register for a course via Queen’s Online: www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff

2. Conferences/Short Courses 

Staff wishing to attend a short course or conference
for the purposes of training and development must
complete Form SCCF. These forms can be printed
from the web site: www.qub.ac.uk/stdu/
FinancialAssistance/. If you do not have website
access, contact STDU to obtain a copy of the
application form.

Allowances for attendance at short
courses/conferences are currently as follows:

Academic staff –up to £500 per year

Research staff – up to £500 per year 

Joint appointments – up to £250 per year

All other categories of staff – 50% of the total cost of
the course up to a maximum of £500

Please refer to the guidelines on Short
Course/Conference Funding (web page:
www.qub.ac.uk/stdu/FinancialAssistance/or
contact STDU if you require a copy of the
documentation and do not have website access.)

Register for a course via Queen’s Online:

www.qol.qub.ac.uk
then click on iTrent Training link in the list of services for staff 
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