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Who What When 

 

Accident and Incident Investigation and Reporting 

This is a session on the importance of proper accident reporting and 
investigation.  By the end of the session candidates will know the three 
basic reasons for managing H&S , appreciate the ratio between  major, 
minor and near miss incidents, understand direct and indirect causes of 
accidents, be able to recognise unsafe acts and conditions, be able to 
investigate incidents in accordance with DMU procedures . 
 

 16 December 
10am – 12pm 

 

Achieving the ELT Threshold in Blackboard 

While acknowledging that diversity in practice is key and that one size does 
not fit all, a threshold for ELT in the curriculum provides guidelines to assist 
programme, module teams and schools ensure consistency in engagement 
with technology. The Threshold represents a minimum that is expected for 
academic use of technologies to support your curriculum and your 
students. Meeting the threshold applies to your use of DMU-supported tools 
like Blackboard, as well as your use of non-DMU, web-based tools. The 
threshold incorporates considerations of inclusivity, accessibility, copyright, 
security of data, use of social networking and assessment activities. 
This session aims to demonstrate and discuss some easy ways to ensure 
your use of technology engages the threshold. It offers participants the 
opportunity to view some examples of modules or programmes, consider 
how they meet the guidelines and consider any relevance to their own 
context. 
To book onto a session select the session date/time that you wish to attend 
to further book your details (you only need to make one booking). 
 

22 November       
10am – 11am 

 

 

An Introduction to Blackboard Collaborative (virtual synchronous 
classroom) – Online session 

Blackboard Collaborate is a virtual synchronous classroom (aka. webinar) 
system that is integrated into Blackboard. It enables tutors and students to 
interact and collaborate in real-time, online. In effect, a tutor can deliver a 
teaching session online, in which they might show a PowerPoint 
presentation, share their computer desktop screen, or use a virtual digital 
whiteboard, and have students interact with this content in real-time from 
remote locations. 
Collaborate allows face-to-face teaching to take place in a virtual space 
where participants do not have to be physically present; all they need is a 
computer through which to access the virtual session. 
Collaborate is particularly well suited for supporting distance learning. 
This session will offer an overview and demonstration of how to use the 
Blackboard Collaborate synchronous classroom technology. Including: 

 A discussion about the various teaching and learning scenarios 
that may benefit from the use of a synchronous classroom 
approach  

 Downloading and Launching the collaborate application 

 Creating a Collaborate session in a Blackboard shell 

 Working with the Collaborate interface 

 Inviting guest users to a collaborate session 

Please note: Essential session prerequisites - The session does not 
take place in a physical space, but online. All participants wishing to 
attend this course will need to be able to log in to the session from a remote 
location. Ideally this should not be a shared office space, as this may be a 
distraction when interacting in the session via audio. It is recommended 
that participants use a desktop computer to access the session and NOT a 
mobile device. System Requirements for using Blackboard Collaborate. 
 

10 January          
10am – 11.30am 

https://www.eventbrite.co.uk/e/achieving-the-elt-threshold-through-blackboard-22nd-november-tickets-28308051143
https://www.eventbrite.co.uk/e/achieving-the-elt-threshold-through-blackboard-22nd-november-tickets-28308051143
http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-elt/blackboard-collaborate/#system
https://www.eventbrite.co.uk/e/introduction-to-blackboard-collaborate-10th-january-tickets-28308532583
https://www.eventbrite.co.uk/e/introduction-to-blackboard-collaborate-10th-january-tickets-28308532583
mailto:h&straining@dmu.ac.uk
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Becoming a DMU Teacher Fellow 

This session will explain the DMU Teacher Fellowship Scheme and will 
provide guidance on developing a successful application.  It would be 
helpful for you to attend the ‘Define Introduction’ prior to this workshop. 

 
22 November 

2pm – 3.30pm 
 

30 November 
10am – 11.30am 

 

 

Beginners Guide to Turnitin 

Turnitin is a plagiarism detection tool that has been integrated into 
Blackboard. Turnitin helps academic staff to detect matches in students' 
written assignments to external sources on the internet. This hands-on 
session will look at how Turnitin is set up in a Blackboard module and 
understanding both the staff and student view of using the tool. This 
session will cover how to set up the Turnitin assignment in Blackboard, 
setting date/time restrictions in Turnitin, understanding the report 
‘options’, interpreting an originality report, accessing the assignment 

inbox after all submissions have been returned and the student view. 
 

8 November       
10am – 12pm 

 

Beginning to Teach in HE 

This course is designed for postgraduates who teach in any discipline. It 
considers different approaches to learning and learning style with a very 
practical focus. Topics covered will include small group teaching, giving 
presentations and lectures and assessing students' work. This course is 
aligned with the HEA UK Professional Standards Framework 
(http://www.heacademy.ac.uk/ukpsf) and participants who have a teaching 
workload can work towards a claim for Associate Fellowship of the HEA 
upon successful completion of the course. 
 

12 & 13 January 
9.30am - 4.30pm 

(Both days) 

 

Blackboard Assessment Tools – Tests/Surveys 

This session will provide an overview of how tests and surveys can be 
used in Blackboard and how this connects to the GradeCentre tool. 
 

15
 
December       

2pm – 3pm 
 

 

Briefing session for servicing officers and administrative support for 
Validation and Periodic Review Events at De Montfort University 

An appropriate level of support is vital for the success of validation and 
review events. Faculty administrators are required to provide servicing 
support for validation events and administrative support for periodic review. 
This session is practical and involves sharing of experiences, top tips and 
good practice. By the end of the briefing session you will have an 
understanding of both processes and your role within them.  
 

24 October 
10am – 11.30am 

 

Briefing session for prospective panel members of Validation and 
Periodic Review Events at De Montfort University 

The purpose of this session is to ensure participants understand the 
characteristics and nature of validation and periodic review, understand the 
role of all members of the respective panels and the operational elements 
of the validation/periodic review processes, be clear about the remit and 
outcomes of validation/periodic review and be aware that they can 
observe/shadow in preparation for panel membership. 

 
 
 
 

3
 
November 

10am – 11.30pm 
 

9 November 
2pm – 3.30pm 

https://www.eventbrite.co.uk/e/beginners-guide-to-turnitin-8th-november-tickets-28307788357
https://www.eventbrite.co.uk/e/beginners-guide-to-turnitin-8th-november-tickets-28307788357
http://www.heacademy.ac.uk/ukpsf
https://www.eventbrite.co.uk/e/blackboard-assessment-tools-tests-and-surveys-15th-december-tickets-28308435292
https://www.eventbrite.co.uk/e/blackboard-assessment-tools-tests-and-surveys-15th-december-tickets-28308435292
mailto:staffdev@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
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Briefing session for prospective Chairs of Validations or Periodic 
Review Events at  De Montfort University – (attendance by invitation)  
 
The Chair of a validation or periodic review event is key is a pivotal role. 
This session considers the underpinning principles of validation and review, 
the practical and operational aspects, hints and tips from experienced 
chairs and secretaries, as well as time to consider a range of scenarios 
which have been informed by experience and highly rated by earlier 
participants. By the end of the session, participants will understand: the 
purpose and nature validation and periodic review; the role of Chair and 
other panel members; the operational aspects of both processes; be clear 
about remit and outcomes; and feel equipped to be a validation/periodic 
review chair in the next academic session. 
 

Please contact your 
faculty Head of Quality 

or Sophia Goddard 
(sgoddard@dmu.ac.uk) 

to arrange a session 

 

 

Certificate in Research Supervision – Session 1 

Members of staff who act as supervisors for research degree students are 
required to complete the university's Certificate in Research Supervision 
course. This comprises three half-day sessions with session 1 providing an 
Introduction to the supervisory role/skills development. Experienced 
supervisors new to DMU welcome, but may be exempt from attending.  

 
    7 November 

1.30pm – 4.30pm 
 

    13 December 
 9.30am –12.30pm 

 
25 January 

9.30am – 12.30pm 
 

 

 

Certificate in Research Supervision – Session 2 

Members of staff who act as supervisors for research degree students are 
required to complete the university's Certificate in Research Supervision 
course. This comprises three half-day sessions with session 2 covering 
important aspects of the regulations, procedures and related matters.  
 

 
9 November 

9.30am –12.30pm 
 

14 December 
9.30am –12.30pm 

 
31 January 

9.30am –12.30pm 
 

 

 

Certificate in Research Supervision – Session 3 

Members of staff who act as supervisors for research degree students are 
required to complete the university's Certificate in Research Supervision 
course. This comprises three half-day sessions with session 3 focusing on 
transfer, writing up, examinations, the viva (including video) and monitoring. 
 

 
10 November 

9.30am –12.30pm 
 

14 December 
1.30pm – 4.30pm 

 
31 January 

1.30pm – 4.30pm 
 

 

Collaborative Link Tutor (CLT) briefing  

Collaborative Link Tutors have an invaluable role in the development of a 
successful relationship with our partner institutions and the ongoing 
management of the DMU Awards delivered with them to assure the quality 
of provision and the enhancement of the student experience.  Given the 
different models of collaborative provision activity and the diversity of 
partner institutions we work with, both in the UK and overseas, it is 
recognised that the CLT role will vary according to the nature of provision.  
This workshop will be delivered by the Department of Academic Quality and 
will include a Question & Answer session. Where possible, experienced link 
tutors will be invited to attend to facilitate sharing of knowledge and existing 
good practice. 

 

Please contact  
Uzma Ali 

(uzma.ali@dmu.ac.uk) 
to arrange a session 

mailto:sgoddard@dmu.ac.uk
mailto:uzma.ali@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
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Constructive Conversations 

Effective communication is a crucial part of every manager and leader’s 
role.  Managing performance improvements, establishing role clarity, 
allocating work, and providing feedback are just a few examples of 
conversations managers and leaders are required to have with staff. In 
order to ensure that these conversations are carried out when they should 
and in an effective way, this workshop explores this with the aim of creating 
“constructive conversations” - those that can have a positive impact on 
performance, productivity and motivation.  We will explore and practice a 
number of skills and techniques that will prove useful in a range of work 
settings.   This workshop closely supports the introduction of MyAppraisal, 
Attendance Management and Academic Workload Planning, providing the 
underpinning skills for the effective deployment of these conversation-
driven initiatives. 

       10 November 
9.30am –12.30pm 

14 December 
9.30am –12.30pm 

17 January 
9.30am –12.30pm 

 

CRS Update ‘Sharing Good Practice’ 

The focus is on recent initiatives to improve retention and successful 
completion. There will also be an opportunity to share good practice with 
colleagues across DMU.  Colleagues are invited to bring along any specific 
current cases of research supervision that they would like to discuss.  

 

22 November 
2pm – 4pm 

 
16 January 

12pm – 2pm 
 

8 February 
10am – 12pm 

 

 

 

Data Protection Act (DPA) Awareness 

The session aims to examine what is meant by personal information and 
when it is appropriate to process it.  It discusses the rights of data subjects 
and the principles that underpin the Act, and invites delegates to think 
about how and why personal information is processed in their own area of 
work.  The workshop aims to raise awareness about how personal 
information is handled and ensure better compliance with the Data 
Protection Act 1998 within the University. 

1 November 
11am – 12pm 

13 December 
11am – 12pm 

17 January 
11am – 12pm 

 

Define: Introduction 

This is the essential first step if you are seeking HE Academy recognition of 
your teaching expertise.  It provides an opportunity for you to explore the 
UK Professional Standards Framework (UKPSF) and the potential benefits 
of engagement with it for your practice.  

 

15 November 
10am – 11am 

 
24 November 
10am – 11am 

 
2 December 

10am – 11am 
 

5 December 
2pm – 3pm 

 
13 December 

2pm – 3pm 
 

12 January 
2pm – 3pm 

 
20 January 
2pm – 3pm 

 
23 January 

10am – 11am 
 

31 January 
10am – 11am 

 

mailto:staffdev@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
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Define: Making Your Claim 

This is the second step if you are seeking HE Academy recognition of your 
teaching expertise.  This session will involve using your teaching practice 
as a basis for reflection and engagement with the UKPSF. 

 

15 November 
11am – 12pm 

 
24 November 
11am – 12pm 

 
2 December 

11am – 12pm 
 

5 December 
3pm – 4pm 

 
13 December 

3pm – 4pm 
 

12 January 
3pm – 4pm 

 
20 January 
3pm – 4pm 

 
23 January 

11am – 12pm 
 

31 January 
11am – 12pm 

 

 

Display Screen Assessors 

This is a comprehensive session on the Health and Safety (Display Screen 
Equipment) Regulations, designed for those with responsibility for 
conducting assessments of computer workstations.  The session is also 
suitable for members of staff who work at home on behalf of DMU, to 
enable them to assess their own workstation.  The session includes an 
overview of the regulations, posture and ergonomic design of the 
workstation, conducting a DSE assessment, equipment available to 
improve the workstation (mouse, chairs, posture support, workrave etc). 
 

20 January 
10am – 12pm 

 

DMU Replay Overview 

This one hour overview provides a high level introduction to the use of 
DMU Replay to enable practices that may support innovative pedagogies 
and multi modal approaches that can link to a Universal Design for 
Learning approach. 
 
The session does not talk in any detail about any of the more sophisticated 
functions of Panopto – it is the starting point for those who wish to gain a 
basic understanding of the software. It is recommended that colleagues 
attend this session before booking on to any of the other Multimedia 
Enhancement sessions. 
 
This session will begin with a short introduction that talks about why we 
may consider making use of multimedia technology in the curriculum and 
points to relevant information and guidance around Intellectual Property 
and Copyright. Participants will then see a demonstration of the Panopto 
software that will focus on the production of a classroom recording and how 
to make the recording available via Blackboard. 
 
 

13 December     
10am – 11am 

https://www.eventbrite.co.uk/e/dmu-replay-overview-13-december-tickets-28308359064
https://www.eventbrite.co.uk/e/dmu-replay-overview-13-december-tickets-28308359064
mailto:staffdev@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
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DMU Replay – Recording Away from Class 

This session is designed to provide insight into how to use DMU Replay to 
create multimedia based content away from the classroom. For example, 
the software can be used to produce short tutorial videos or student 
feedback videos. The session will demonstrate the creation of a resource 
that includes multiple visual streams 
 
This session can be run anywhere providing there is a computer per 
participant that has the Panopto recorder software installed with a 
microphone each 
 
The session will cover: 

 Creating a Folder and Building a session with specific permissions; 

 How to open and set up DMU Replay (the Panopto software) on first 
use; 

 Deciding what to record; 

 How to record the various streams; 

 Recording the video; and the student view 

 

15 November     
10am – 11am 

 

 

DMU Resource lists (Talis Aspire) for Academics 

DMU Resource Lists is a system which facilitates the creation of dynamic 
module resource lists including content from a wide range of media.  ULTC 
has agreed that all module reading/resource lists should be on DMU 
Resource Lists by the start of the 2017/18 academic year.  This session, 
aimed at module leaders, will provide training on how to use the system.  
 
This session will be useful if you are new to DMU Resource Lists or if you 
have started putting your lists on but would like a refresher (cont’d below). 
 
Please note session prerequisites: 
- If you haven’t had an introduction to the system, please watch the 7 
minutes video that provides an overview of the system. It is also available 
from the online guide (on the right hand side of the page) 
 
- It would also be helpful if you came to the session with a reading/resource 
list you are currently working on. 
 

 

1 November 
2pm – 3.30pm 

 
14 November 

10.30am-12pm 
 

5 December 
2pm-3.30pm 

 

 

 

Editing in DMU Replay 

This is session will demonstrate the Panopto Editor at a deeper level to 
refine and augment the recording to enhance the student experience. For 
example, using the Editor is specific ways we can produce smaller pre-
sessional materials based on previous recordings in order to provide a multi 
modal approach to support the Universal Design for Learning principles. 
 
The session will cover: 

 Logging in to the Panopto dashboard to locate the recording; 

 An overview of the Editor screen; 

 Adding, removing and editing Events; 

 How the recorder set up affects the Editor; 

 Removing streams; 

 Hints and tips with the timeline; and 

 The student view. 
 
Participants must have attended a Multimedia Enhancement – Panopto 
overview session prior to attending this session. 

We are offering a series of the same session to accommodate staff. To 
book onto a session select the session date/time that you wish to attend to 
further book your details (you only need to make one booking). 

3 November           
2pm – 3pm 

 
17 November         

2pm – 3pm 
 

6 December         
10am – 11am 

 
20 December       
10am – 11am 

 
17 January           

10am – 11am 
 

https://www.eventbrite.co.uk/e/dmu-replay-recording-away-from-class-tickets-28307941816
https://www.eventbrite.co.uk/e/dmu-replay-recording-away-from-class-tickets-28307941816
http://libguides.library.dmu.ac.uk/ResourceLists
http://dmu-ac-uk.libcal.com/calendar/external
http://dmu-ac-uk.libcal.com/calendar/external
http://dmu-ac-uk.libcal.com/calendar/external
http://dmu-ac-uk.libcal.com/calendar/external
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-3rd-november-tickets-28307730183
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-3rd-november-tickets-28307730183
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-17th-november-tickets-28308008014
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-17th-november-tickets-28308008014
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-6th-december-tickets-28308294872
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-6th-december-tickets-28308294872
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-20th-december-tickets-28308510517
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-20th-december-tickets-28308510517
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-17th-january-tickets-28308602793
https://www.eventbrite.co.uk/e/dmu-replay-editing-recordings-17th-january-tickets-28308602793
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Electronic Feedback using Grademark in Turnitin 

GradeMark is an online mark-up tool available through Turnitin. GradeMark 
allows staff members to leave comments, grade and feedback which can be 
location specific on the student submission. This session will demonstrate how 
staff can use GradeMark and explore potential benefits and issues. 
Participants should have a basic understanding of using Turnitin. 

10 November   
2pm – 3.30pm 

 
8 December    

2pm – 3.30pm 

 

 

Evac-Chair Training  

Training in the use of PARAID Evac+Chairs. The course includes an 
introduction to fire safety, theory and practical use of the evac chair, which is a 
taught technique and does not require a show of strength. 

2 December 10am 
- 11.30am 

 
11 January 

2pm – 3.30pm 

 

 

Evacuation Controller and Fire Warden 

This session will cover the duties of the Evacuation Controller and Fire 
Wardens in the event of a fire and includes basic fire prevention, chemistry of 
combustion, understanding fire extinguishers, DMU procedures and taking 
control in an emergency situation. 

 
15 November 

9.30am - 12.30pm 
 
4 January 

9.30am –12.30pm 
 

 

 

Early Career Research Event – Networking Lunch 

 
This terms ECR event is a networking lunch with David Southall, Fellowship 
Coordinator at the University of Nottingham coming to talk about working with 
external/commercial partners and the benefits of collaborative research.  This 
session is particularly aimed at those researchers who consider themselves to 
be in the early stages of their career. 
 

29 November 
12pm – 2pm 

 

Equality & Diversity Workshop 

Equality and diversity affects all areas of an organisation.  The aim of 
this workshop is to offer up-to-date advice, guidance and support 
regarding issues of equality and diversity in 2011 and beyond.  The 
workshop is interactive with discussions, group activities and 
opportunities for reflection.  We will specifically challenge the damaging 
myths surrounding ‘political correctness’ and focus instead upon matters 
of fairness and respect in the workplace.  
 

13 December 
1pm – 4pm 

 
10 January 

1.30pm – 4.30pm 

 

First Aid Annual Update (‘Refresher’) 

Employers are legally required to ensure their first aiders are competent and 
maintain their skills throughout the three years in which their certificates are 
valid.  This three-hour refresher course provides first aiders with an 
opportunity to practise and update their skills as a qualified first aider, at any 
time while their first aid certificate is valid.  The HSE strongly recommends 
that you attend a refresher session once every year during this three year 
period. 

24 November 
1.30pm – 4.30pm 

 
10 January 

9.30am – 12.30pm 

 

First Aid at Work (3 day qualification or 2 day requalification) 

Full first aider training, provided by an external provider off DMU site.  2 day 
re-qualification required every 3 years.   

Click here for 
further information 

on forthcoming 
dates 

 

First Aid at Work (Emergency) 

This is the minimum First Aid qualification recommended for all staff with first 
aid responsibility.  It includes managing an Incident, summoning an 
ambulance and basic first aid. 

 
4 November 

9.30am – 12.30pm 
 

19 December 
9.30am – 12.30pm 

https://www.eventbrite.co.uk/e/electronic-feedback-using-grademark-in-turnitin-10th-november-tickets-28307873612
https://www.eventbrite.co.uk/e/electronic-feedback-using-grademark-in-turnitin-10th-november-tickets-28307873612
https://www.eventbrite.co.uk/e/electronic-feedback-using-grademark-in-turnitin-8th-december-tickets-28308323959
https://www.eventbrite.co.uk/e/electronic-feedback-using-grademark-in-turnitin-8th-december-tickets-28308323959
https://sites.google.com/a/myapps.dmu.ac.uk/hr-intranet/home/ohs-w/training/first-aid
mailto:h&straining@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
mailto:research@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
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First Application Workshop 

These sessions are aimed at Researchers who have yet to submit their first 
significant external application for research funding.  The session is focused 
around writing grant applications and will be mentored by experienced bid 
writers from within DMU.  Attendees will gain a good understanding of the bid 
writing process and how to read a call text, and will gain experience and 
practical skills. Homework may be set in advance of the session to maximise 
the usefulness of these sessions. 

3 November 
10am – 12pm 

10 January 
11am – 12pm 

 

Helping Students in Distress 

This is an interactive session which examines student distress and staff 
roles and responses in a dynamic, active way designed to maximize 
direct usefulness to participants.  The session aims to increase 
participants’ self confidence in handling students in distress.   
 

 
30 November 

9.30am – 12.30pm 
 

31 January 
9.30am – 12.30pm 

 

 

 

Intellectual Property Rights and Your Research 
 
This interactive session, delivered by ProspectIP and DMU Legal Services, will 
introduce the concept of intellectual property rights (IPRs) in the context of 
university research and academia. Attendees will learn about the types of IP 
and how they can add-value to research activities. Specific issues covered will 
include identifying IPRs, IP ownership and research commercialisation.  Case 
studies and examples will be used to highlight IP scenarios relevant to 
researchers. 
 

 
14 November 
12pm – 2pm 

 

 

 

Introduction to ELT Technologies at DMU 
 
This session is aimed at those who are new to DMU or need a refresher on the 
core technologies available at DMU to support your teaching. An overview of 
our core technologies, key ELT policies, our ELT threshold and introducing the 
online CELT Hub for staff support will be discussed. 
 
 
 
 
 

24 November  
2pm – 3pm 

 

 

 

Introduction to the DMU Commons: blogging, website building and social 
networking tool 
 
DMU Commons is a blogging platform, web space and social network that 
links together staff and students from across DMU into one online community. 
This one hour demo session will introduce the DMU Commons which is based 
on the WordPress platform. This session is a pre-requisite for the practical 
hands on sessions ‘Building your blog in the DMU Commons: A beginner’s 

guide’ and ‘Building your website in the DMU Commons: A beginner’s guide’. 
 

24
 
January    

10am – 11am 
 

 

Knowledge exchange, innovation and the commercialisation of research 

An overview of the knowledge exchange and innovation support and 
opportunities available to researchers beyond or in addition to research 
funding.  This session will include the support provided by the RBI and 
faculties in this area as well as introducing Prospect IP. 

 

 

20 October 
12pm – 2pm 

https://www.eventbrite.co.uk/e/introduction-to-elt-technologies-at-dmu-tickets-28308181533
https://www.eventbrite.co.uk/e/introduction-to-elt-technologies-at-dmu-tickets-28308181533
https://www.eventbrite.co.uk/e/introduction-to-the-dmu-commons-24th-january-tickets-28308661970
https://www.eventbrite.co.uk/e/introduction-to-the-dmu-commons-24th-january-tickets-28308661970
mailto:research@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:research@dmu.ac.uk
mailto:research@dmu.ac.uk
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Managing Collaborative Provision – a workshop on refreshed 
guidance by the Department of Academic Quality (DAQ)  

If you frequently work with collaborative partners you will be very familiar 
with the DAQ Guide to managing Collaborative Provision. DAQ have 
recently undergone an exercise of updating this guidance and 
accompanying forms as part of a continual review exercise to ensure our 
processes remain relevant as circumstances and practices evolve.  

This session will be of relevance to all colleagues who frequently work with 
collaborative partners including, Programme Leaders, Link Tutors, Faculty 
Collaborative Coordinators, Faculty Heads of International, Faculty Heads 
of Quality, the Academic Partnerships Unit, as well as colleagues at partner 
institutions themselves. For remote partners a skype briefing can be 
arranged.  

This session will be delivered by the Department of Academic Quality.  

 

Please contact Uzma 
Ali 

(uzma.ali@dmu.ac.uk) 
to arrange a session 

 

Managing Your Time 

This short workshop is aimed at colleagues who have completed our 
work book “A Useful Guide to Time Management” and are seeking 
some further support. 
 

1 December 
10am – 11.30am 

 

Manual Handling 

This session is designed for staff who carry out manual handling in their 
normal activity.  By the end of the session candidates will know the 
definition of manual handling, common manual handling injuries and their 
causes, manual handling risk assessments, control measures, practical 
lifting exercises. 

25 January 
10am – 11.30am 

 

MyAppraisal Support Workshops – General Session 

This session is for those who wish to discuss aspects of the MyAppraisal 
process or require additional support in navigating the on-line form. 

3 November 
11am – 12pm 

 

MyAppraisal Support Workshops – SMART Objectives Session 

This session is for those who need support with setting SMART objectives. 

2 November 
10am – 11am 

10 November 
10am – 11am 

 

 

Personal Protective Equipment (PPE) 

This is a short toolboxtalk session for individuals who use PPE and require 
help and advice on suitability, fitment, storage, etc. 

23 January 
2pm – 3.30pm 

  

 

 

 

 

 

 

 

 

 

 

http://www.dmu.ac.uk/documents/about-dmu-documents/quality-management-and-policy/academic-quality/collaborative-provision/collaborative-provision-guide.pdf
mailto:uzma.ali@dmu.ac.uk
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-time-management/
mailto:staffdev@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
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Who What When 

 

Personal Tutoring: Effective & Efficient Student Support 

Supporting DMU students through their University experience is an exciting 
but challenging experience within any academic’s career.  It can often be 
an opportunity to make a real difference to the lives of individual students 
but occasionally it can also be difficult and time–consuming. Whether you 
are a Personal Tutor, a module leader, teaching staff or from DMU support 
service a well–implemented student support framework can make that 
difference.  By planning the personal and professional development of your 
students in many instances you can help them anticipate issues rather than 
you acting as their problem solver or crisis manager. 
DMU undergraduate and postgraduate students are a diverse population 
that requires academic, personal and developmental support. Our agenda 
to widen participation access has brought students with a greater range of 
support needs through to DMU. Providing efficient and effective student 
support can do much to enhance the student experience, helping to 
improve retention, progression and completion. This workshop will provide 
a supportive environment where new and existing Personal Tutors, module 
leaders, teaching staff and support services can explore key issues 
influencing the delivery of student support best practice. 
 

3 November 
2pm – 4pm 

 
22 November 
10am – 12pm 

 
8 December 
2pm – 4pm 

 
16 December 
10am – 12pm 

 

 

Planning for Your Retirement 

This 1-day course provides information and advice on State and DMU 
benefits, taxation, personal allowances, wills and intestacy, money making 
and saving opportunities as well as discussing new pursuits and leisure 
opportunities. 
 

24 October 
9am – 5pm 

 

RBI Research Drop-in 

The Research Business and Innovation Directorate is the central support for 
research funding applications, research policy, business links and knowledge 
transfer.  These drop-in sessions provide an opportunity for staff to talk 
members of the team on an informal basis, to ask questions and find out 
information on any of these topics. The will take place in the ground floor café 
at the innovation centre. Please do call in and see us. 

1 November 
10am – 12pm 

25 January 
11am – 1pm 

 

Recruitment and Selection for Recruiting Managers and Panel Chairs 

This session will focus on the DMU Recruitment and Selection process, the 
procedures and documents for recruiting to a vacancy and the vital role 
played by both the recruiting manager and panel chairs.  Attendance on this 
course is mandatory for any member of staff required to be a recruiting 
manager or panel chair in the DMU recruitment and selection process.  

29 November  
10am – 12pm 

 

Recording Your Research Outputs using DORA and ORCID 

The first hour will focus on DORA, and the last half hour on ORCID, so you 
can come for either element or both.  You will have the opportunity to 
practice recording your own outputs and to register for an ORCID iD. The 
DORA element of the session will also look at how to apply the most 
appropriate license to your Open Access materials. [NB if you’re not familiar 
with the Open Access requirements yet, please watch the 15 minute video at 
http://libguides.library.dmu.ac.uk/openaccess before attending this session.] 
 
To register, please email research@dmu.ac.uk.  Let us know which day you 
want to attend, and whether you want to come for the whole session, the 
DORA aspect only, or the ORCID aspect only.  
 
 

8 November 
11am – 12.30pm 

 
10 November 

2pm – 3.30pm 

http://libguides.library.dmu.ac.uk/openaccess
http://libguides.library.dmu.ac.uk/openaccess
mailto:research@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:research@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:research@dmu.ac.uk
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Who What When 

 

Recruitment and Selection (Standard Course) 

Understand your role as a selection panel member in the DMU recruitment 
and selection process and obtain practical experience of panel interviewing.  
Attendance on this course is mandatory for those responsible for making 
selection and appointment decisions (this includes being part of an interview 
panel).  Before attending this training, it is also mandatory for an approved 
training session or e-learning module on equality and diversity to be 
completed. 

17 November 
10am – 4pm 

6 December 
10am – 4pm 

 

Research and Commercial Contracts – what you need to know  

When working with any external partner it necessary to put relevant contracts 
in place.  The session will give you an overview of contacts for research and 
commercial projects, their importance and the processes involved.  The 
session will also cover the risk attached to inappropriate contracts and what 
consequences may result from these. 
 

6 December 
12pm – 2pm 

 

Research Project Management Essentials 

The good management of research projects is vital to achieving objectives 
and producing the desired outputs and outcomes.  This half-day course will 
address key topics in the life of a project and provide guidance and 
techniques to help you achieve your desired results. Discussions and talks 
will include the funder and the University perspective as well as that of the 
project PI and Co-I.  

17 January 
9.30am – 12.30pm 

 

Risk Assessment 

Risk Assessment is simply an evaluation of the risks associated with a task, 
area or piece of equipment.  This course will explain the reasons for 
conducting a risk assessment and break it down simply into the HSE's 
recommended 5 steps and includes an overview of the legal requirement to 
conduct risk assessments, understanding hazards and risks, the 5 steps to 
risk assessment and completing the DMU risk assessment.  

2 November 
2pm – 4.30pm 

5 December 
2pm – 4.30pm 

18 January 
10am – 12.30pm 

 

Safety Monitoring – Auditing, Sampling and Inspection 

The aims of monitoring are to establish that appropriate management 
arrangements are in place, adequate risk control systems are implemented 
and are consistent with the hazard profile of the organisation, appropriate 
workplace precautions are in place.  This session outlines the requirements of 
HSE guidance HSG65 and the importance of monitoring as part of the control 
cycle. It covers safety sampling, safety inspections and safety auditing. 

 

12 January 
2pm – 3.30pm 

 

 

 
 

 

UDL and DMU Replay in Practice 

 
Building on the online UDL Introduction, this two hour session offers tips and 
practical advice for delivering UDL in your teaching.  It is delivered by the 
Academic Development Team and staff from the Centre for Enhancing 
Learning through Technology (CELT).  The latter will demonstrate DMU Replay 
– our new system for lecture capture – and offer tips and ideas for using 
technology to enhance current teaching practice. 
 
 
Please Note: This course replaces ‘UDL in Practice’ and ‘UDL Workshop’ 
sessions.  Anyone who has attended these is exempt from attending this 
session. 

 

 
15 November 

2pm – 4pm 
 

24 November 
2pm – 4pm 

 
2 December 
2pm – 4pm 

 
5 December 

10am – 12pm 
 

13 December 
10am – 12pm 

 
12 January 

10am – 12pm 
 

mailto:staffdev@dmu.ac.uk
mailto:research@dmu.ac.uk
mailto:research@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
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Who What When 

20 January 
10am – 12pm 

 
23 January 
2pm – 4pm 

 
31 January 
2pm – 4pm 

 

 

Using Rubrics in Turnitin/GradeMark to assist in Marking and Feedback 

This one hour session will provide an overview on how you can make use 
of rubrics and grading forms which can be used to evaluate student work 
based on defined criteria and scales and assist with both marking and 
providing annotated feedback using GradeMark (available when you use 
Turnitin) for student submitted assignment. Grading forms can be used to 
provide free form feedback and scores to evaluate student work based on 
defined criteria.  

 

1 December  
2pm – 3pm 

 

 
12 January  

10am – 11am 
 

 

Using Voting Technology in Class 

Using technology to interact with students in class can offer both instant 
formative feedback to the tutor; and help to motivate students to get 
involved, whilst providing a level playing field where all student voices are 
heard. DMU staff have access to such proprietary technology 
(TurningPoint).  This demonstration will cover the pedagogic benefits of 
engaging with students using different voting technologies in class and a 
demonstration of TurningPoint and Participoll. 

19 January    

2pm – 3pm 

 

 

Welcome Event for New Staff 

This short and informal session aims to formally welcome new staff to DMU.  
The session includes a question and answer session with the Vice-Chancellor or 
another member of DMU’s Executive Board. 

 
16 November 

10am –12.30pm 
 

8 December 
10am –12.30pm 

 
11 January 

10am –12.30pm 
 

 

Working at Height – Ladder Safety 

This short session will explore the safe selection and use of ladders and step 
ladders and includes an overview of the pre-use check list. 

30 November 
10am –11.30am 

 

Working at Height – General Safety 

This short session will explore the safe selection and use of ladders and step 
ladders and includes an overview of the pre-use check list. 

6 December 
10am – 12pm 

 
 
 
 
 
 
 

https://www.eventbrite.co.uk/e/using-rubrics-in-turnitingrademark-to-assist-in-marking-and-feedback-1st-december-tickets-28308251743
https://www.eventbrite.co.uk/e/using-rubrics-in-turnitingrademark-to-assist-in-marking-and-feedback-1st-december-tickets-28308251743
https://www.eventbrite.co.uk/e/using-rubrics-in-turnitingrademark-to-assist-in-marking-and-feedback-12th-january-tickets-28308575712
https://www.eventbrite.co.uk/e/using-rubrics-in-turnitingrademark-to-assist-in-marking-and-feedback-12th-january-tickets-28308575712
https://www.eventbrite.co.uk/e/using-voting-technology-in-class-19th-january-tickets-28308621850
https://www.eventbrite.co.uk/e/using-voting-technology-in-class-19th-january-tickets-28308621850
mailto:staffdev@dmu.ac.uk
mailto:h&straining@dmu.ac.uk
mailto:h&straining@dmu.ac.uk


 

Page 14 

 
 
 

 

Centre for Enhancing Learning 
Through Technologies 

 
 
Staff Support Hub for Enhancing Learning through Technology 
 
A few examples of what can be found on the Staff Support Hub: 
Blackboard Quick Guides 
DMU Core Learning Technologies 
ELT Threshold 
ELT Key documentation & Policies 
Support - Faculty Project Officers 
 
 

  Health and Safety 

 

Human Focus e-Learning 

Back care in offices 

Bomb and terrorists threats 

Display screen work 

Laptop work 

Health and safety in offices 

Managing contractors 

Manual handling in offices 

Coping with stress in offices  

Violence and aggression at work 

Coping with violence 

Asbestos safety 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Web Based Learning 

http://celt.our.dmu.ac.uk/
http://celt.our.dmu.ac.uk/
http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-elt/blackboard/blackboard-how-do-i/blackboard-quickguides/
http://celt.our.dmu.ac.uk/support-using-technology/dmu-core-elt/
http://celt.our.dmu.ac.uk/support-using-technology/elt-key-documentation/dmu-threshold-for-the-use-of-technologies-in-the-curriculum/
http://celt.our.dmu.ac.uk/support-using-technology/elt-key-documentation/
http://celt.our.dmu.ac.uk/celt/celt-people/faculty-elt-project-officers/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
http://estaff.our.dmu.ac.uk/homepage/occupational-health-safety-and-wellbeing/human-focus/
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  IT Skills 
 

Microsoft Imagine Academy 
 
Would you like to enhance your IT skills? Do you use Microsoft Office products or are you 
interested in the technical side of using the computer? 
 
De Montfort University subscribes to the Microsoft Imagine Academy programme (formally 
known as Microsoft IT Academy) which offers access to on-line training for both office 
professionals and those who are (or who would like to become) support technicians or 
systems administrators. The training is provided free of charge and can be accessed from 
outside the university. 
 
On-line training courses include Microsoft Office and Microsoft Project, plus courses for those 
interested in technical applications such as the Windows operating system and server 
software. To see a list of courses log into our web site at http://dmu.ac.uk/about-
dmu/professional-services/information-technology-and-media-services/it-training.aspx  (via 
DMU Student webpage > Student resources > IT and media > IT induction and training). A 
course list is also available on the training section of the ITMS intranet area. Note that when 
you login to our site for the first time using your single sign on username and password you 
may need to login twice, once to authenticate and again to see our site contents. 
 
The courses are accessed through the internet and once you are enrolled and have started a 
course, you are allowed to use it for 150 days, giving you ample time to complete the course. 
We can enrol you for a maximum of three courses at any time. 
 
When you have decided on the course or courses you wish to enroll on, make a note of the 
course ID number or numbers and send an email with the information to itskills@dmu.ac.uk we 
will then set up access to the training for you and contact you regarding how to gain access to 
it. 
 
Please note you will need a Microsoft Account to access your training courses. 

 

 

VISIT OUR IT TRAINING WEBPAGES 
 

You can find all the information you need on our courses as well as useful help guides on 
various topics from printing to inserting a table of contents in a Word document. 
 
You can use the following link to access the site from any web browser inside or outside the 
University. You will need to login to our site using your single sign on username & password. 

 
http://www.dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-
services/it-training.aspx  

 
Alternatively go to the DMU students home page, click on Student Resources, then IT and 
Media and you will see the IT induction and training link. 

Web Based Learning 

http://dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/it-training.aspx
http://dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/it-training.aspx
mailto:itskills@dmu.ac.uk
http://www.dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/it-training.aspx
http://www.dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/it-training.aspx
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Introductory Level Microsoft  Imagine 

Academy courses 
 

Excel 2010 / 2013 Beginner Skills 
We recommend the following Microsoft Imagine Academy courses for those who wish to learn 
the basics of Excel. 

 Course ID 10296 – Beginner Skills in Microsoft Excel 2010 
Course ID 70148 – Microsoft Excel 2013 Essentials 

 
Outlook 2010 / 2013 Beginner Skills 
We recommend the following Microsoft Imagine Academy courses for those who wish to learn 
the basics of Outlook. 

Course ID 10293 – Beginner Skills in Microsoft Outlook 2010 
Course ID 70153 – Microsoft Outlook 2013 Essentials 

 
Word 2010 / 2013 Beginner Skills 
We recommend the following Microsoft Imagine Academy courses for those who wish to learn 
the basics of Word. 

Course ID 10294 – Beginner Skills in Microsoft Word 2010 
Course ID 70158 – Microsoft Word 2013 Essentials 

 
PowerPoint 2010 / 2013 Beginner Skills 
We recommend the following Microsoft Imagine Academy courses for those who wish to learn 
the basics of PowerPoint. 

Course ID 10295 – Beginner Skills in Microsoft PowerPoint 2010 
Course ID 70154 – Microsoft PowerPoint 2013 Essentials 

 
Project 2010/2013  
We recommend the following Microsoft Imagine Academy courses for those who wish to learn 
the basics of Project. 

Course ID 10378 – Setting up projects in Microsoft Project 2010 
Course ID 10379 – Building a project schedule in Microsoft Project 2010 

Course ID 10380 – Tracking and managing projects in Microsoft Project 2010 
Course ID 10381 – Customizing and sharing projects schedule in Microsoft Project 2010 

Course ID 70155 – Microsoft Project 2013 Essentials 
 
 

Advanced Level Microsoft  Imagine 

Academy courses 
 
Excel 2010 Advanced Skills 
We recommend the following Microsoft Imagine Academy course for those who wish to learn 
the advanced features of Excel. 

Course ID 10394 – Advanced Skills in Microsoft Excel 2010 
 
 

Word 2010 Advanced Skills 
We recommend the following Microsoft Imagine Academy course for those who wish to learn 
the advanced features of Word. 

Course ID 10392 – Advanced Skills in Microsoft Word 2010 
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PowerPoint 2010 Advanced Skills 
We recommend the following Microsoft Imagine Academy courses for those who wish to learn 
the advanced features of PowerPoint. 

Course ID 10386 – Advanced Skills in Microsoft PowerPoint 2010 

 

Self -Study Gett ing Started, Intermediate 

 and Advanced Level Courses
 
User manuals and associated training files for the following intermediate and advanced 
courses are available to download from our IT Training web page for self-study.   
 
Access 2010 Getting Started 
This course will demonstrate how to create a small relational database.  The course covers 
simple queries, forms, and reports.  
 
Excel 2010 Formulas 
It is recommended that you already have a basic knowledge Excel before taking this course. It 
will look at a variety of formulas in more detail and give you lots of practice using them.   
 
Excel 2010 Charts 
Learn how to create a variety of chart types including pie and column charts. This course will 
show you how to add information to your charts to make them meaningful and it will 
demonstrate how to format your charts to create a visual aid for your data.   
 
Excel 2010 Advanced 
Understand how to make your spreadsheets work for you. Learn about filtering data, workbook 
security, pivot tables, lookup functions, macros and much more. This course is recommended 
for anyone who deals with large amounts of data in a spreadsheet and who already has a 
good understanding of Excel. 
 
PowerPoint Intermediate 
The manual and associated training files for this course will show you how to create an 
onscreen presentation, including adding visual and sound effects to text and objects. 
 
Word 2010 Advanced 
Learn how to manage a large document, including creating an index and a table of contents. 
Other options such as forms, cross-references and auto text are also covered.  
This course is recommended for anyone who deals with the manipulation of large Word 
documents. 
 
Manuals and training files for many more Microsoft Office applications are available to 
download from our web page. 
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Class Room Based Microsoft  Training  
 
Microsoft Project 2010 Beginner Skills 
This course is an e-learning version of our introductory level Microsoft Project 2010 course. 
Learn how to create and manage a new Project, including adding Project information and 
setting basic Project options. Other options such as creating tasks, linking tasks and importing 
Excel data into Project are also covered.  
 
23rd November 2016 2PM to 4PM 

 

On Line e-learning Business Systems 

Training 
 

The following courses are available as e-learning and can be accessed via Blackboard. Please 
contact IT Training via itskills@dmu.ac.uk for more information. 
 
QLS Introduction 
An introduction to the student database system, aimed at administrative staff. The course 
covers the most frequently used QLs screens and tasks such as navigating around the system 
and changing addresses. The e –learning course aims to provide staff with an overview of the 
software and give staff the confidence to perform key administrative tasks. 
 
This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details 
 
QLS Admissions 
You should have already completed the QLs introduction course and be familiar with the 
fundamentals of using the QLs system. 
This course will cover the process of direct applicant admissions.  
 
This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details 
 
QLS Enrolment 
You should have already completed the QLs introduction course and be familiar with the 
fundamentals of using the QLs system. 
This course will look at the process of the manual enrolment of students onto a programme of 
study at DMU and works on the assumption that you will be using the “phased” system.  
 
This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details 
 
QLS Assessment Part 1 
You should have already completed the QLs introduction course and be familiar with the 
fundamentals of using the QLs system. This course will cover the process of entering student 
marks. 
 
This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details 
 
 
QLS Assessment Part 2 
You should have already completed the QLs introduction course and be familiar with the 
fundamentals of using the QLs system. This course will cover further processes associated 
with entering student marks. 

mailto:itskills@dmu.ac.uk
mailto:itskills@dmu.ac.uk
mailto:itskills@dmu.ac.uk
mailto:itskills@dmu.ac.uk
mailto:itskills@dmu.ac.uk
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This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details 
 
BI Launch Pad Reporting 
This is the new reporting system that replaces iCapella. 
The e-learning course covers the basic functions of scheduling, viewing and emailing reports 
using examples. Before attending the course all applicants are asked to ascertain approval 
from their line manager. Designing new reports is outside the scope of this course. 
 
This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details. 
 
ADS Introduction 
An introduction to the curriculum database, aimed at administrative staff. The e-learning 
course aims to provide staff with an overview of the software and how it fits in with university 
processes and will enable staff to perform key tasks using the database, such as: creating and 
amending curriculum templates; the workflow; printing templates; searching the database. A 
comprehensive user manual is supplied to accompany the e-learning. 
 
This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details. 
 
SAP Finance 
An introduction to the Sap Finance system, aimed at staff with purchasing responsibility. The 
e-learning course aims to provide staff with an overview of the software and how it fits in with 
university processes and will enable staff to perform key tasks such as navigating around the 
system, requisitioning and receipting. 
 
This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details. 

 

On Line e-learning Microsoft  Project 

Training 
 
 
Microsoft Project 2010 Beginner Skills 
This course is an e-learning version of our introductory level Microsoft Project 2010 course. 
Learn how to create and manage a new Project, including adding Project information and 
setting basic Project options. Other options such as creating tasks, linking tasks and importing 
Excel data into Project are also covered.  
   
This course is completed online via Blackboard, contact itskills@dmu.ac.uk for details. 

 

Tutor Lead Class Room Sessions for 

 Business Systems
 
QL-e Introduction 
An introduction to QL-e, an enquiry system for the student and curriculum databases, which is 
aimed at both academic and administrative staff. The course will cover basic search enquiries 
on students, curriculum and assessment and how to view, sort and export data. 
 
If you are interested in this training please email us and we will arrange a suitable session 
  

mailto:itskills@dmu.ac.uk
mailto:itskills@dmu.ac.uk
mailto:itskills@dmu.ac.uk
mailto:itskills@dmu.ac.uk
mailto:itskills@dmu.ac.uk
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Intranet Administrators Training 
This training course is aimed at those members of staff with responsibility for their 
Faculty/Departmental Intranet site. 
 
An Intranet Administrator course booking form needs to be completed prior to attending this 
course. 
 
If you are interested in this training please email us and we will arrange a suitable session 
 
Online Store 
Online Store is De Montfort University’s online ecommerce solution, designed to supply a 
range of products and services to students, staff, businesses and the general public. This 
course covers creating and managing products that will be hosted within the online store 
product catalogue module. 
 
8th December 10.0AM to 12:30PM 
 
If you are interested in this training please email us 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Page 21 

 
 

  Learning and Development 

 

Managers' Toolkit 

The Managers’ Toolkit is an online resource available to all DMU staff (not just “managers!).  The site 

has over 3,000 resources including video and audio clips, case studies, “how to guides”, self-

assessments, templates, top tips etc – and many can be downloaded onto your desktop or mobile 

device.   

 

Managers’ Toolkit  

 

Academic Resources 

Outstanding Teaching and Exceptional Learning in Different Contexts 

i Learning and Teaching 

Cultural Inclusivity: a guide for DMU staff 

 
Equality and diversity e-learning resources 
Diversity Learning Zone 

The Diversity Challenge 

Equality and Leadership Podcast 

Understanding Bias 

Equality & Diversity Essentials e-Learning Course 

 
Mandatory e-learning 
Safeguarding Essentials 

 
MyAppraisal resources 
Senior Staff (MAX) Appraisal Resources 
MyAppraisal Resources  

 
Online workshops 
Presentation Skills 

Communication Skills (Questioning and Listening) 

Committee Servicing Training Resource 

Developing Leadership Skills 

Challenging conversations and how to manage them 

Freedom Of Information 

Data Protection 

Information Management 

Bullying and Harassment 

Information Security Awareness 

Essentials of Budgeting 

 
  

Web Based Learning 

http://www.dmu.ac.uk/dmu-staff/people-and-organisational-development/managers-toolkit.aspx
http://estaff.our.dmu.ac.uk/homepage/academic-professional-development/outstanding-teaching-and-exceptional-learning-in-different-contexts/
http://estaff.our.dmu.ac.uk/homepage/academic-professional-development/i-learning-and-teaching/
http://estaff.our.dmu.ac.uk/cultural-inclusivity-a-guide-for-dmu-staff/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/diversity-learning-zone/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/the-diversity-challenge/
http://estaff.our.dmu.ac.uk/leadership-and-equality-podcast/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/understanding-bias/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/equality-and-diversity-essentials-e-learning-course/
http://www.dmu.ac.uk/dmu-staff/people-and-organisational-development/safeguarding/safeguarding.aspx
file://///vfiler4.dmu.ac.uk/POD/OD/LD/KELLY/Staff%20Development%20Matters/Issue%2031-/Issues%2051-60/Issue%2059/vle.dmu.ac.uk
file://///vfiler4.dmu.ac.uk/POD/OD/LD/KELLY/Staff%20Development%20Matters/Issue%2031-/Issues%2051-60/Issue%2059/vle.dmu.ac.uk
http://estaff.our.dmu.ac.uk/homepage/training-and-development/presentation-skills/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/communication-skills-questioning-and-listening/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/committee-servicing-training-resource/
http://estaff.our.dmu.ac.uk/developing-leadership-skills/
http://estaff.our.dmu.ac.uk/challenging-conversations-and-how-to-manage-them/
http://estaff.our.dmu.ac.uk/freedom-of-information-act/
http://estaff.our.dmu.ac.uk/data-protection/
http://estaff.our.dmu.ac.uk/information-management/
http://estaff.our.dmu.ac.uk/bullying-harassment/
http://estaff.our.dmu.ac.uk/information-security-awareness/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/essentials-of-budgeting/
mailto:staffdev@dmu.ac.uk
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Useful guides (PDF resources) 

A Useful Guide to Assertiveness 

A Useful Guide to Appraisals 

A Useful Guide to Being Influential 

A Useful Guide to Business Cases 

A Useful Guide to Career Development 

A Useful Guide to Communicating Effectively 

A Useful Guide to Customer Service 

A Useful Guide to Dealing with Difficult Behaviour 

A Useful Guide to Delegating 

A Useful Guide to Delivering Training 

A Useful Guide to Diversity 

A Useful Guide to Effective Change 

A Useful Guide to Feedback 

A Useful Guide to Goal Setting 

A Useful Guide to Interview Success 

A Useful Guide to Interviewing 

A Useful Guide to Managing Conduct 

A Useful Guide to Managing Email 

A Useful Guide to Managing Meetings 

A Useful Guide to Managing People 

A Useful Guide to Managing Performance 

A Useful Guide to Managing Projects 

A Useful Guide to Managing Sickness Absence 

A Useful Guide to Managing Teams 

A Useful Guide to Mentoring 

A Useful Guide to Minute Taking 

A Useful Guide to Motivating 

A Useful Guide to Networking 

A Useful Guide to Performance Coaching 

A Useful Guide to Prince2 

 

 

Useful guides (PDF resources) 

A Useful Guide to Problem Solving 

A Useful Guide to Process Mapping 

A Useful Guide to Public Speaking 

A Useful Guide to Report Writing 

A Useful Guide to Resolving Conflict 

A Useful Guide to Self Management 

A Useful Guide to SWOT Analysis 

A Useful Guide to Time Management 

A Useful Guide to Training Needs Analysis 

A Useful Guide to Work Life Balance 

 

 

Video resources 

Managing Performance 

Managing Long-term Absence 

Managing Unacceptable Behaviour 

Communicating Change 

 

 

 

 

Web Based Learning 

Web Based Learning 

http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-assertiveness/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-appraisals/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-being-influential/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-business-cases/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-career-development/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-communicating-effectively/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-customer-service/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-dealing-with-difficult-behaviour/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-delegating/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-delivering-training/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-diversity/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-effective-change/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-feedback/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-goal-setting/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-interview-success/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-interviewing/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-managing-conduct/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-managing-email/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-managing-meetings/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-managing-people/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-managing-performance/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-managing-projects/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-managing-sickness-absence/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-managing-teams/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-mentoring/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-minute-taking/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-motivating/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-networking/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-performance-coaching/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-prince2/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-problem-solving/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-process-mapping/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-public-speaking/
http://estaff.our.dmu.ac.uk/a-useful-guide-to-report-writing/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-resolving-conflict/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-self-management/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-swot-analysis/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-time-management/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-training-needs-analysis/
http://estaff.our.dmu.ac.uk/homepage/training-and-development/a-useful-guide-to-work-life-balance/
http://estaff.our.dmu.ac.uk/managing-performance/
http://estaff.our.dmu.ac.uk/managing-long-term-absence/
http://estaff.our.dmu.ac.uk/managing-unacceptable-behaviour/
http://estaff.our.dmu.ac.uk/communicating-change/
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  Researcher Development 

 

Qualitative Inquiry 

Undertaking a Viva – An insight into the viva process and experience 

 
 
  

http://estaff.our.dmu.ac.uk/qualitative-inquiry/
http://estaff.our.dmu.ac.uk/homepage/research-development/undertaking-a-viva-an-insight-into-the-viva-process-and-experience/
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Bookings and Enquires Information 

Each listing in the classroom based section of this publication has an icon 
showing who the provider is for that session.  Please use the 
corresponding contact details below for all bookings and enquiries. 

 Centre for Enhancing Learning through Technologies (CELT) 

Central ELT workshops are available to all staff.  Faculty ELT project officers also offer faculty run sessions 
available for you to attend if these dates/times are unsuitable. Multimedia Enhancement - The creation and 
sharing of multimedia content for learning and teaching is increasingly important and enables a range of 
enhancement activities like lecture capture, bite-sized tutorials, feedback videos and student videos for 
assessment. Forthcoming ELT professional development sessions in the next few months will allow you the 
opportunity to enrich your online content resources.  In addition there will be some opportunity for further 
multimedia developments to support synchronous classrooms and online conferencing.  
 
Visit the Staff Support Hub for Enhancing Learning through Technology – your 'one stop shop' for all things 
ELT @ DMU. 
 
For course bookings and enquiries contact: 

Centre for Enhanced Learning through Technology (CELT) 
t 8084 
e skaur@dmu.ac.uk 

If you would like to have any of our sessions delivered for your programme team then please contact your 
Faculty ELT Project Officer to make arrangements: 

 Art, Design and Humanities – Heather Conboy, hconboy@dmu.ac.uk (x7828) 
 Business and Law – Richard Vallance, richard.vallance@dmu.ac.uk (x8084) 
 Health and Life Sciences – Rob Weale, Rweale@dmu.ac.uk (x7878) 

 Technology – Ian Pettit, ipettit@dmu.ac.uk (x8860) 
 

  Department of Academic Quality (DAQ) 

The Department of Academic Quality offers a rolling programme of professional development via 
workshops, briefings and refresher sessions.  Sessions are often arranged in consultation with faculty 
Heads of Quality and are tailored to specific needs.  Please contact your faculty Head of Quality or Sophia 
Goddard (sgoddard@dmu.ac.uk), Senior Learning and Teaching Adviser, to discuss further. 
 
For course bookings and enquiries contact: 

Staff Development Bookings 
e staffdev@dmu.ac.uk 

  Health and Safety 

You can find further details related to the Health and Safety Training offering, along with information on H&S 
policies and procedures and the Employee Assistance Programme at 
https://sites.google.com/a/myapps.dmu.ac.uk/hr-intranet/home/ohs-w. 
 
For course bookings and enquiries contact: 

Health and Safety Training  
t 6435 
e H&Straining@dmu.ac.uk  

Contacts for Bookings and Enquiries 

http://celt.our.dmu.ac.uk/celt/celt-people/faculty-elt-project-officers/
http://celt.our.dmu.ac.uk/
mailto:skaur@dmu.ac.uk
mailto:hconboy@dmu.ac.uk
mailto:richard.vallance@dmu.ac.uk
mailto:Rweale@dmu.ac.uk
mailto:ipettit@dmu.ac.uk
mailto:sgoddard@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
https://sites.google.com/a/myapps.dmu.ac.uk/hr-intranet/home/ohs-w
mailto:H&Straining@dmu.ac.uk


 

Page 25 

 
 

  IT Training 

You can find all the information you need on IT Training courses as well as useful help guides on various 
topics from printing to inserting a table of contents in a Word document.  You can use the following link to 
access the site from any web browser inside or outside the University. http://www.dmu.ac.uk/about-
dmu/professional-services/information-technology-and-media-services/it-training.aspx.  Alternatively go to 
the DMU students home page, click on Student Resources, then IT and Media and you will see the IT 
induction and training link. 
 
For course bookings and enquiries contact: 

IT Training 
t 7160 
e ITskills@dmu.ac.uk 

  Learning and Development 

Organisational development offers a comprehensive range of development activities through its learning and 
development team.  The full range of opportunities can be seen at 
https://sites.google.com/a/myapps.dmu.ac.uk/hr-intranet/home/hrtd-home/hrtd-training-activity/a-z-listing-of-
hrt-d-opportunities.  Many of these can be tailored to your team/departmental needs.  Contact Kelly Perrin 
(kperrin@dmu.ac.uk) for an initial discussion regarding your requirements. 
 
For course bookings and enquiries contact: 

Learning and Development 
e staffdev@dmu.ac.uk 

  Library and Learning Services 

For course bookings and enquiries contact: 

Library and Learning Support  
t 6457 
e cmb@dmu.ac.uk  

  Researcher Development 

The RBI Seminar Series is intended to help research and related staff with their continuing professional 
development. Topics include an introduction to research at DMU, writing grant applications, financial matters 
and information on knowledge transfer partnerships. Other events will also run alongside for specific groups 
or offering more detailed training on particular topics. All courses are open to research and research support 
staff. 
 
For course bookings and enquiries contact: 

Research, Business & Innovation (RBI)  
t 7384 
e research@dmu.ac.uk 

 
 

 

Contacts for Bookings and Enquiries 

http://www.dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/it-training.aspx
http://www.dmu.ac.uk/about-dmu/professional-services/information-technology-and-media-services/it-training.aspx
mailto:ITskills@dmu.ac.uk
https://sites.google.com/a/myapps.dmu.ac.uk/hr-intranet/home/hrtd-home/hrtd-training-activity/a-z-listing-of-hrt-d-opportunities
https://sites.google.com/a/myapps.dmu.ac.uk/hr-intranet/home/hrtd-home/hrtd-training-activity/a-z-listing-of-hrt-d-opportunities
mailto:kperrin@dmu.ac.uk
mailto:staffdev@dmu.ac.uk
mailto:cmb@dmu.ac.uk
mailto:research@dmu.ac.uk

