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Organisational & Professional Development Catalogue 
 
The courses and programmes listed below are for staff only.  We cannot offer places to students at any level, unless they also have an employment contract. 
 

Classroom & Web-Based Workshops 

 

 This list is checked and updated regularly.  For a live list of upcoming courses, search on the Course Booking System for the Course Code ‘PD’. 

 More detailed course descriptions (including times, venues, and facilitators) are also available on the course booking site. 

 Where a session is not managed by the Organisational and Professional Development (OPD) team, we recommend contacting the facilitator directly. 

 While using this catalogue, you may find it easiest to use Ctrl+F to find the topic you’re looking for. 

 If you can’t find a particular course, it may be available as e-learning.  Alternatively, you may be interested in bespoke training. 
 

Course 
Code 

Course Title 
Sessions Run 

Annually 
(Estimated) 

Description & Notes 

PD209 
Academic Promotions 
Briefing 

4 

Note: This session is not managed by the OPD team.   

These sessions are aimed at staff applying for promotion in the annual promotions round, or 
considering applying for promotion in the future, who want to better understand the criteria and 
processes. 

PD230 Active Bystander 6 
This course is designed to build confidence by providing practical tools to challenge unacceptable 
behaviour (such as aggressive emails, offensive ‘jokes’ and micro-aggressions), where and when we see 
it.   

PD180 
Making the most of 
your appraisal: 
Appraisers 

4 
This course is suitable for anyone, particularly line managers, with responsibility for formally appraising 
staff at QMUL. By the end of the workshop you will be more confident in having appraisal 
conversations, giving feedback, and setting objectives. 

https://esdcourses.qmul.ac.uk/
http://www.profdev.qmul.ac.uk/what-we-offer-/bespoke-training/
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Course 
Code 

Course Title 
Sessions Run 

Annually 
(Estimated) 

Description & Notes 

PD224 
Chairing Employment 
Panels Training for 
Managers 

1 

Note: This session is run by an external facilitator and is not managed by the OPD team. 

This will cover the key components of a chairing a hearing and takes managers through the 
practicalities of managing and follow up to the hearing, to ensure the necessary elements are covered 
to underpin a fair and impartial decision-making process. 

PD212 
Coaching as a 

Manager 
4 – 8 

This two-part workshop will guide delegates to practice the coaching methodology and equip you with 
the skills and knowledge to perform effectively in your role as a manager whilst adopting a coaching 
approach.  Topics include active listening, giving feedback, coaching mindsets, and coaching models. 
There's also the opportunity to get some practical experience of having coaching conversations. 

PD134 
Data Protection & 
Freedom of 
Information 

6 

Note: This session is not managed by the OPD team.   

This course is intended for those members of staff who deal with personal data, with a particular focus 
on Professional Services and administrative staff in academic schools. 

PD223 

Disciplinary and 
Grievance 
Investigation Training 
for Managers 

2 

Note: This session is run by an external facilitator and is not managed by the OPD team. 

This will cover the key components of a disciplinary or grievance investigation and takes managers 
through the practicalities of writing the report at the end of an investigation process, ensuring that the 
outcomes are fair and are recorded as such. 

PD130 
Effective Time 
Management for Staff 

3 

Note: This session is run by an external facilitator. 

The course aims to help people who are always ‘busy-being-busy’ but who somehow fail to get results. 
It recognises that you cannot manage time - but that you can manage your choices about what to do 
and when to do it. 

PD277 

Enabling Excellent 
Performance Through 
Constructive 
Conversations 

6 

Note: This session is run by an external facilitator. 

The workshop is designed to enable participants to effectively enable excellent performance. 
Confidence will be built using forum theatre and practise sessions with actors. By attending the session, 
participants will develop their ability to have constructive conversations with people about their 
behaviour/performance, whilst still maintaining an ethical and inclusive approach. 
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Course 
Code 

Course Title 
Sessions Run 

Annually 
(Estimated) 

Description & Notes 

PD222 iGrasp User Training 10 

Note: This session is not managed by the OPD team.   

This is a practical session for staff using iGrasp for recruitment activities.  Topics include the application 
journey, navigating the system, setting up position pages, inviting candidates to interview, and 
generating the offer of employment. 

PD271 Imposter Syndrome 3 
The course aims to develop and equip managers with the skills needed to identify when their thinking 
patterns are resulting in Imposter Syndrome, and learn hints and tips to overcome these patterns. 

PD147 
Intro to Copyright 
Card Game 

3 

Note: This session is not managed by the OPD team.   

This course will introduce you to the legal definitions of copyright, what it covers and how it is applied. 
It will also cover licences and exceptions allowed under the law. 

PD252 

Introduction to Career 

Planning for 

Professional Services 

Staff 

4 
This interactive session will help you to clarify your future plans by identifying your current skills, 
exploring areas for development, and identifying resources to help you move forward in whatever 
direction your career aspirations take you. 

PD208 
Introduction to 
Process Improvement 

Currently on-
demand only 

This practical and interactive course provides participants with an introduction to process improvement 
techniques and an overview of ‘lean thinking’.  Topics include process mapping, the voice of the 
customer, and sources of waste in processes. 

PD276 
Leading & Supporting 

Career Development 
3 

This interactive session will help you to support your staff in identifying their current skills, exploring 
areas for development, and identifying resources to help them move forward with their career 
aspirations.  It will equip you with techniques to have meaningful discussions and planning actions to 
help your team members realise their plans. 

PD185 
Making the most of 
your appraisal: 
Appraisees 

4 
This covers how to plan and prepare for your appraisal meetings, as well as the roles that both you and 
your line manager play in making sure you have a quality conversation which contributes to your work 
over the months (and years) to come. 
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Course 
Code 

Course Title 
Sessions Run 

Annually 
(Estimated) 

Description & Notes 

PD213 
Mid-Career Financial 
Planning 

3 

Note: This session is run by an external facilitator. 

This workshop aims to cover a wide range of issues relevant to planning your financial affairs, now and 
in the future. It includes independent advice on personal budgeting, reducing your outgoings, 
mortgages, taxation, making a will, and pension planning. 

PD169c 
Staff Recruitment & 
Interview Selection 

12 

The workshop focuses on building practical skills to recruit fairly and effectively, including writing 
effective interview questions, designing assessments, amd interviewing candidates.  This is optional; 
we recommend only attending if you have recruitment activity coming up shortly and need practical 
experience.  There is e-learning which must be completed and assessed before attending. 

PD218 
Right to Work 
Training 

12 

Note: This session is not managed by the OPD team.   

This course focuses on how University staff should be complying with Home Office guidelines in regards 
to verifying new employees, to ensure they are eligible to work for the University. 

PD195 
Safeguarding Adults 
at Risk - Awareness 

Under review 
For staff in regular contact with students, this is to be attended after completing the Safeguarding 
Essentials e-learning.  The session will help you identify the signs and signals that might indicate when a 
vulnerable individual is experiencing harm or abuse, and will guide you on how to act. 

Various Staff Wellbeing 9 

Investing in your wellbeing has proven to help reduce stress and create a more positive work-life 
balance. We are offering a series of interactive workshops to explore the links between work, health 
and mental wellbeing and your role in promoting wellbeing for yourself and others.  These workshops 
are themed around managing stress and change, staying motivated, physical health, mental health and 
mindfulness among other topics, changing according to feedback and seasonal need.   

 

Pathways to Leadership 

 

 This suite of courses, workshops and activities will support colleagues in the development of their management skills, and leadership perspectives.  

 It is designed with an incremental approach and does not necessarily reflect grade. 

 It’s more about the management experience of the participant to date, and/or the extent of their professional influence.  
 
Learn more about these opportunities on the Pathways to Leadership web page. 
 

https://qmplus.qmul.ac.uk/course/view.php?id=9403
https://qmplus.qmul.ac.uk/course/view.php?id=9403
https://profdev.qmul.ac.uk/what-we-offer-/pathways-to-leadership/
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Other Resources 

 
You may also find the following learning resources useful: 
 

 LinkedIn Learning 

 Staff Apprenticeships 

 Coaching & Mentoring 

 Communities of Practice 

 

Finance e-learning resources 
 
The British Universities Finance Directors Group (BUFDG) offers e-learning on a range of subjects including: 
 

 Intro to Higher Education Finance 

 Finance for Non-Finance Managers 

 Intro to Credit Control in Higher Education 

 Intro to Research Finance 

 A Guide to Writing an Effective Business Case 

 Intro to TRAC 

 Intro to Pensions in Higher Education 
 
To access these and many others, you’ll need to create or log into your account on the BUFDG website, then visit their e-learning page.  This can also be accessed via the ‘Learning’ 
tab on their website. 
 
 
 

https://www.linkedin.com/learning/
https://profdev.qmul.ac.uk/apprenticeships/
https://profdev.qmul.ac.uk/what-we-offer-/coaching-and-mentoring/
https://profdev.qmul.ac.uk/what-we-offer-/communities-of-practice/
https://www.bufdg.ac.uk/
https://www.bufdg.ac.uk/learning/e-learning/
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E-learning 

 

 You will need to log into QMplus to use most e-learning.  Please contact the IT Service Desk with 
any problems around access. 

 We strongly recommend using Chrome or Firefox to access e-learning. 

 E-learning marked with an asterisk (*) is mandatory for all roles. 

 Microsoft Office training: Video playlists and Quick Start guides are available on QMplus. 
 

Title/Link This e-learning… 

Bribery Act* 
Provides context on the Act, its implications, and what the University is doing 
to comply, as well as how the Bribery Act affects the way you need to work.  

Introduction to 
Copyright 

Introduces the legal definitions of copyright, what it covers, and how it’s 
applied.  It will equip you to use copyright materials appropriately for teaching 
or other purposes. 

Criminal Finances Act* 
Defines the Criminal Finances Act, the risks of tax evasion, what the 
University’s role in compliance is, and what you’ll need to do to prevent 
criminal activity and avoid any potentially compromising position.  

Cyber and Information 
Security* 

Defines several forms of potential threats to information security, and how to 
stay safe both in the workplace and online.  This e-learning is hosted 
externally; use your QMUL username (e.g. abc123) and password to log in. 

Data Protection 
(GDPR)* 

Explains principles of data protection under GDPR, what forms of data are 
subject to GDPR, and how to follow best practice to minimise the risk of any 
data breach.  This e-learning is hosted externally; use your QMUL username 
(e.g. abc123) and password to log in. 

Fire Safety Awareness* 
Explores a number of subjects including common causes, prevention, and 
what to do in the event of fire. 

Introduction to Project 
Management 

Provides a short, practical introduction to principles of project management 
such as creating a business case, project planning, managing risks and issues, 
and stakeholder management. 

Introducing Inclusion 

Covers a range of topics such as: the definitions of equality, diversity and 
inclusion, our rights and responsibilities under the law, how unconscious bias 
and stereotyping form barriers to inclusion, and what we can do to create 
inclusive environments. 

Introduction to 
Appraisal 

Examines skills necessary for both appraisers and appraisees, including topics 
such as setting objectives and giving/receiving feedback. 

Introduction to Minute 
Taking 

Covers the role of a minute-taker, methods of minute-taking, and types of 
minutes for different meetings 

Safeguarding 
Essentials* 

Helps you to identify who might be vulnerable or at risk, to recognise forms of 
abuse, and to know what to do next if you have concerns.   Staff in regular 
contact with students should also attend PD195: Safeguarding Adults at Risk. 

Staff Recruitment and 
Interview Selection 

Will equip you to clearly define the role you’re recruiting to, use the 
shortlisting and interview process to gather the evidence you need, and 
comply with the law and best practice around fair selection.  This is 
mandatory for all staff on staff recruitment panels; see also PD169.  

 

https://qmplus.qmul.ac.uk/
https://www.its.qmul.ac.uk/support/helpdesk/
http://www.profdev.qmul.ac.uk/what-we-offer-/mandatory-training/
https://qmplus.qmul.ac.uk/course/view.php?id=7100
https://qmplus.qmul.ac.uk/course/view.php?id=9598
https://qmplus.qmul.ac.uk/course/view.php?id=9923
https://qmplus.qmul.ac.uk/course/view.php?id=9923
https://qmplus.qmul.ac.uk/course/view.php?id=10174
https://cloud.metacompliance.com/Available/ELearning
https://cloud.metacompliance.com/Available/ELearning
https://cloud.metacompliance.com/Available/ELearning
https://cloud.metacompliance.com/Available/ELearning
https://qmplus.qmul.ac.uk/enrol/index.php?id=17028
https://qmplus.qmul.ac.uk/course/view.php?id=20764
https://qmplus.qmul.ac.uk/course/view.php?id=20764
https://qmplus.qmul.ac.uk/course/view.php?id=13676
https://qmplus.qmul.ac.uk/course/view.php?id=11019
https://qmplus.qmul.ac.uk/course/view.php?id=11019
https://qmplus.qmul.ac.uk/mod/hvp/view.php?id=927389
https://qmplus.qmul.ac.uk/mod/hvp/view.php?id=927389
https://qmplus.qmul.ac.uk/course/view.php?id=9403
https://qmplus.qmul.ac.uk/course/view.php?id=9403
https://qmplus.qmul.ac.uk/course/view.php?id=20085https://qmplus.qmul.ac.uk/course/view.php?id=20085
https://qmplus.qmul.ac.uk/course/view.php?id=20085https://qmplus.qmul.ac.uk/course/view.php?id=20085

