












Health, Safety and Environment	 page 6
●	 Blood Born Viruses and other Pathogens
●	 Control of Substances Hazardous to Health (COSHH)
●	 Fire Extinguisher User
●	 Fire Marshall/Fire Coordinator Awareness
●	 Hydrogen Safety Awareness
●	 Management and Risk Assessment of Manual Handling Operations
●	 Manual Handling – user training
●	 Noise at Work
●	 Noise Risk Assessment
●	 Radiation – general
●	 Radiation Protection Update
●	 Risk Assessment
●	 Vibration – user training

IT and University Systems	 page 7
●	 Access 2007 Databases
●	 Dreamweaver
●	 Emailogic
●	 Excel 2007 Advanced – Tables and Lookup Functions
●	 Excel 2007 Intermediate – Pivot Tables and Pivot Charts
●	 Excel 2007 – An Introduction
●	 Expression Web for web pages and web sites
●	 Mail Merge with Word 2007
●	 Outlook 2007 for Emails and Calendar
●	 PASW Statistics
●	 PowerPoint 2007
●	 Remote Working: an Introduction to the VPN
●	 Safe Surfing
●	 Writing your Thesis with Word 2007

Personal and Career Development	 page 8
●	 Applying for an Internal Post
●	 Assertiveness Skills
●	 Boost your Self-Confidence
●	 Fresh Steps Programme
●	 Making the most of your money from the CFEB (formerly FSA)
●	 Meditation and Relaxation
●	 Online Courses – enrolment and drop in centre
●	 Performance and Development Review (PDR) Briefing for Reviewees
●	 Pre-Retirement Course
●	 Springboard
●	 Spring Forward
●	 Taking Control of your Continuing Professional Development (CPD)
●	 The Art of Being Brilliant
●	 The Art of Staying Brilliant
●	 Time Management
●	 Training Skills for the Occasional Trainer

Equality and Diversity	 page 1 and 10
●	 Asperger Syndrome – Awareness
●	 Asperger Syndrome – Strategies for Working with Students
●	 Disability Awareness
●	 Equality Act 2010 Briefings 
●	 Equality Impact Assessment (EIAs): Briefings
●	 Mental Health Awareness
●	 Respecting Diversity
...also see ‘Training you are expected to do’.

Technicians Training	 page 10

Training you are expected to do	 page 1
●	 Data Protection Act – online information
●	 Freedom of Information – online course
●	 HoDs and HoSSs – Safety Awareness
●	 Performance and Development Review (PDR) for Reviewers
●	 Probation Adviser Training
●	 Recruitment and Selection
●	 Respecting Diversity
●	 Safeguarding Children Training
●	 University Orientation

Change Programme	 page 2
●	 Coaching through Change
●	 Dealing with Change
●	 Managing Change
●	 Working in Open Plan Spaces

Excellence Programme	 page 2
●	 Building Relationships to Improve Outcome
●	 Dealing with Difficult Customers
●	 How to Drive Continuous Improvement
●	 Improving the Experience
●	 Japan and the Japanese
●	 The International Experience

Management and Leadership	 page 3
●	 Action Learning Sets – Regional
●	 Are you Managing or Leading? 
●	 Chairing Meetings
●	 Coaching Programme (ILM Level 3)
●	 Giving Effective Team Briefings
●	 Leadership Award (ILM Level 3)
●	 Leadership Development Programme with Action Learning Sets (MSDP)
●	 Managing Performance
●	 Making your Case
●	 Managing Internal Projects
●	 Managing Sickness Absence
●	 Motivating your Team
●	 Project Management in the Real World
●	 The Emotionally Intelligent Manager
●	 Understanding your Management Style
… also see ‘Training you are expected to do’;  
‘Change Programme’ and ‘Excellence Programme’

Administrative Skills	 page 5
●	 Conference Planning and Organisation
●	 Confident and Stress-free Minute Taking
●	 Grammar, Punctuation and Proofreading
●	 Learn to Touch Type: an Online Course
●	 Mind Mapping
●	 Speed Reading
●	 Teeline Shorthand (Advanced)
●	 Teeline Shorthand (Beginners)

We also administer  

all programmes  

delivered by:

Graduate School

Teaching Centre

Research Office Courses and titles are subject to change so please  
check our web site for current details

www.lboro.ac.uk/staffdevelopment

At a glance…


