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First Aid
First Aid Awareness (THS112)

Information on managing an emergency incident at the University of Manchester.  Includes how to get help (first aider or ambulance), and the use of (and practise of) the recovery position. This course is run for a group of staff where a need has been identified, on a bespoke basis.
Booking Information: Email:  janet.makin@manchester.ac.uk

Training Hours: 1.0
First Aid Awareness, Heartstart and Basic Life Support (THS86)

This course will provide staff with knowledge of the correct actions to be taken at a First Aid incident, prior to the arrival of qualified personnel. Candidates will be given information on, and the opportunity to practice, basic life support skills; recovery position, cardio-pulmonary resuscitation, treatment of choking, management of a heart attack victim and the treatment of severe bleeding. Candidates will also be given details of the help that is available for a first aid incident, and how to access that help.
Mode: Workshop
Training Hours: 3.5
HSE Approved Emergency First Aid at Work Training (THS119)

The Emergency First Aid at Work (EFAW) qualification is designed to offer appropriate training for those who will be offering First Aid cover in lower hazard working environments such as offices, shops and libraries. Certificate valid for three years, then the course will need to be repeated to maintain the qualification. Staff can only attend this training if a need has been identified through a local first aid needs assessment.
Booking Information: Staff should be nominated by their line managers to attend HSE training following a First Aid needs assessment for their area.
Training Hours: 6.0
First Aid Annual Refresher Training (THS120)
This course is a refresher for THS119; HSE Approved Emergency First Aid at Work.
Training Hours: 3.0
HSE Approved First Aid at Work Course (THS87)

Successful candidates who undertake this 18 hour (3 day) course will receive a certificate that will be valid for three years. To maintain the qualification a 12 hour (2 day) requalification course will have to be taken before expiry of the initial certificate.

Designed for those working in an area with higher hazards and/or large numbers of people. Offers training which covers the majority of injuries/illnesses that may happen in the workplace.

Booking Information

If you are interested in booking onto this course, please email:  janet.makin@manchester.ac.uk to book onto this course.

Training Hours: 18.0
HSE Approved First Aid at Work Requalification Course (THS88)

A requirement for those who hold the 3 day FAW certificate.  To be done every three years to maintain the First Aid at Work qualification. 
Training Hours: 12.0
Resuscitation Update (THS111)
Recovery position and CPR only.  Usually attended by medical staff. Courses are held regularly throughout the year, however it is necessary to contact Janet Makin, the University First Aid Co-ordinator to book a place:

Booking Information: Email:  janet.makin@manchester.ac.uk
Mode: Workshop
Training Hours: 3.0
Specialised Burns (THS96)

A course looking at specific hazards associated with hydrofluoric acid, phenol, cryogenic substances and other chemicals. Not just for first aiders (although a useful "bolt-on" course for those first aiders working in a hazardous environment), but for anyone working with these products. Can be run as a bespoke session for specific departments.
Booking Information: Email:  janet.makin@manchester.ac.uk
Mode: Workshop
Training Hours: 2.0
Fire
Evacuation Marshal Training (THS47)

The University of Manchester's Health & Safety Policy and the Fire Safety Code, require Heads of Departments to appoint Evacuation Marshals to assist in the evacuation of people from a building in the event of a fire alarm activation. This course is for appointed Evacuation Marshals, and will cover their role and duties during emergencies and evacuation. 
This course is for appointed Evacuation Marshals, and will cover their role and duties during emergencies and evacuation.

Please Note: THS41E Fire Awareness e-learning package is a pre-requisite for this course.
Mode: Workshop
Training Hours: 2.0 
Fire Awareness e-Learning Package (THS41E)

Fire Brigades in the UK attend over 36,000 workplace fires a year. This session will cover the University's general procedures and arrangements in respect of fire and emergencies, guidance for emergency evacuation, and practical advice on how to avoid fires in the workplace and ensure safety if a fire does occur.
 This course is now available as online learning. Click on the course title below to be redirected THS41E Fire Awareness e-learning package
Aims and objectives
At the end of the course delegates will have an effective awareness of fire and how fire risk is controlled in the workplace.

· Understand the causes of fire and be aware of how fire spreads;

· Be able to employ fire prevention techniques;

· Understand the University’s Policy and Procedures in respect of fire and building evacuations;

· Be aware of the role of the Evacuation Marshal;

· Have a general understanding of how to use hand held fire extinguishers;

· Appreciate the risks involved when attempting to extinguish a fire using hand held fire extinguishers.

Prerequisites: 
This course has been designed for University staff, who have responsibility to meet University obligations and legal compliance for their research and teaching activities associated with their work.

If you are a Postgraduate student, please contact your supervisor and/or School Safety Advisor who will be able to provide details of the local health & safety training arrangements within your school.
Additional information:
· You must complete the quiz at the end of each section of the training. 

· You can print a certificate at the end of the course.
· Your training record is normally updated at the end of the month

Mode: Online
Training Hours: 1.0
ResQMat (THS133)

This session is an online introduction to the use of ResQMat. A ResQMat is a type of emergency evacuation equipment used to aid the escape of people with mobility difficulties. It will give you an overview of what he equipment is and how it is to be used. If you are named as a helper on a Personal Emergency Evacuation plan, you will need to take this course in conjunction with a practical session (THS133P) with the Fire Training and Evacuation Coordinator.  In the practical session, you will have the chance to practice all the techniques as demonstrated in this film.
Mode: Online

Training Hours: 0.5

Health & Safety Management
Accident Investigation (THS35)

Formal accident investigations, in addition to being good practice, must be carried out to prevent accident recurrence. Comprehensive accident investigations may also assist in a defence should a claim for negligence arise. The emphasis of this course is how to use accident investigation techniques to find out what happened and why it happened, and how to correct the causes and implement further preventative measures. 
Prerequisites: This course is aimed at anyone involved in accident investigation within their department including managers, supervisors and Safety Advisers.
Mode: Workshop
Training Hours: 3.0
Health and Safety Management Systems (THS19)

This course provides participants with the principles for designing effective safety management systems and knowledge of how to manage their responsibilities efficiently and effectively. Topics covered will include policy, objectives and targets, performance monitoring, regulation and continuous improvements. 
Prerequisites: This course is designed for those with supervisory or managerial responsibilities and is based around HS(G)65 -Successful Health and Safety Management.

Training Hours: 7.0 
Health and Safety for Managers (THS71)
Health and Safety issues are all too often seen as a separate and specialist function, remote from everyday leadership and management responsibilities, when in truth the benefits of effective safety leadership are achieved when health and safety is incorporated into day-to-day team management activities. This course will focus on the role of effective leadership in safety management and key personal and corporate criminal and civil law responsibilities. 
Prerequisites: This course is aimed at those in leadership positions, at all levels, who wish to learn how to improve the safety performance of their departments and use their position to develop a positive safety culture.
Mode: Workshop
Training Hours: 7.0 
IOSH Managing Safely (THS12)

The Institute of Occupational Safety and Health (IOSH) Certificate is awarded on satisfactory completion of this course. It covers current legislation and codes of practice, hazard and risk assessment and outlines the role and powers of the Health and Safety Executive and the responsibilities of Managers.

Please note: This course is delivered via an external provider and due to the associated costs, and additional IOSH registration fees, any late cancellations or non attendance will be charged at the full per delegate rate of £290.

When applying for this course you will be asked to provide your school activity account code. Your school will not be charged providing you attend and complete the course. 
Aims

Managing safely is for managers and supervisors in any sector, and any organisation. It’s designed to get managers up to speed on the practical actions they need to take to handle health and safety in their teams.

Objectives

· Introducing managing safely;

· Assessing risks;

· Controlling risks;

· Understanding your responsibilities;

· Identifying hazards;

· Investigating accidents and incidents;

· Measuring performance;

· Protecting our environment.

Prerequisites 

The course includes private study and is recommended as suitable for managers, and supervisors who must be fully acquainted with their responsibilities under current legislation. This course is also recommended for Safety Advisers in small departments and those working within low risk areas.
Qualification or accreditation

The Institute of Occupational Safety and Health (IOSH) Certificate.  This course is also a prerequisite for HS66: NEBOSH General Certificate in Occupational Health and Safety.
Training Hours: 28.0 
Office Safety (THS3) 
This course has been suspended and will be replaced by THS3E Office Safety Online.

Please visit http://www.staffnet.manchester.ac.uk/ for the latest updates on Training & Development
Personal Safety for Field Researchers (THS82)

As part of their duties, Field Researchers are often required to work outside the University Campus. This course will raise awareness of the importance of personal safety for those required to work alone and as part of a group. The course will also provide members of the group with practical solutions and help them to gain the confidence to avoid or defuse potentially violent and aggressive situations.
Please note there is lots of information on the resources tab for this course.
Mode: Workshop
Training Hours: 3.0
UCEA H&S Guidance for the Placement of Students (THS124)

The purpose of this workshop is to provide an understanding of UCEA’s updated Guidance for the Placement of HE Students and its practical application. 
Aims and objectives This course is designed to provide an understanding of the principles of risk control systems, hazard and control measures in the context of Student Placements and the in-School arrangements necessary to achieve this.
Mode: Workshop
Training Hours: 3.0
Risk Assessment
COSHH Assessment – Non Lab Based Staff (THS49)

Whether you are in an office, workshop or laboratory setting, the likelihood is that hazardous substances are used and stored within your work area. This training session will focus on the employer/employee duties under these regulations, how to identify hazards from a product label and safety data sheet and then how this information should be applied in practice to ensure its correct use and storage. This course is aimed at those who have responsibilities for staff involved with working with Substances Hazardous to Health or those involved with carrying out COSHH assessments. This course does not cover the specific regulations for the control of biohazards, carcinogens and asbestos. This course has been designed for University staff, who have responsibility to meet University obligations and legal compliance for their research and teaching activities associated with their work. 
Training Hours: 3.0
Display Screen Equipment/Workplace Assessment (THS17)

Display Screen Equipment has been blamed, often wrongly, for a wide range of health problems. In fact only a small proportion of users suffer any ill effects as a result of their work. These can be avoided by good workplace and job design, and good working practices. This course covers the requirements of the Display Screen Equipment Regulations 1992 with regards to workstation assessment, work routines and eyesight testing. The attention of all managers and supervisors of staff who use VDUs on a regular basis is drawn to these requirements. This course has been designed for University staff, who have responsibility to meet University obligations and legal compliance for their research and teaching activities associated with their work.

Aims and objectives

To improve understanding and train participants in the carrying out of suitable and sufficient 
Display Screen Equipment (DSE) Risk Assessments.  With the aim of reducing associated health effects from their use.

Objectives

· Identify legislative requirements relating to DSE;

· Identify the hazards and health risks associated with DSE use;

· Manage the DSE user self-assessment processes and also be able to carry out practical DSE risk assessments.

Prerequisites: 
This course is for those individuals selected to be display screen equipment assessors within their areas. 

Mode: Workshop
Training Hours: 3.0
Manual Handling Risk Assessments (THS18)

Some of the most common forms of work-related ill-health are back problems and other aches and pains (musculoskeletal disorders). This session will cover how to carry out a suitable and sufficient risk assessment as required by the Manual Handling Operations Regulations. It will also cover how accidents and injuries can occur, and how they can be prevented or controlled by good workplace design and proper instruction and training.

Aims
To help you assess your current manual handling practices and introduce safe systems of work to
reduce the number of manual handling related injuries in your departments.
Objectives

· Recognise types of manual handling injuries;

· To identify manual handling operations that pose a risk of injury;

· Carry out a structured assessment on those manual handling operations;

· Identify how to reduce the risk of manual handling injuries including safer lifting and have an insight into identifying manual handling aids.

Prerequisites: 
This course is aimed at those who have responsibilities for staff involved with manual handling or those involved in carrying out manual handling risk assessments.
Mode: Workshop
Training Hours: 3.0
Principles of Risk Assessment e-Learning Package (THS15E)
Management of Health and Safety at Work Regulations require you to assess risks to health and safety of anyone that may be affected by your activities. This course will cover methods for identifying hazards and assessing risks, how the perception of risk is influenced by many factors, and how using successful control strategies can minimise the risk of damage/injury.
You must select the date option Friday 01/01/2016 8:00 - Saturday 31/12/2016 20:00 in order to activate this course in your BlackBoard account. Do not select the "general access" option. 

Please be aware this course will take 24 hours to appear in your BlackBoard account.

To access Blackboard you may find the following link useful: https://online.manchester.ac.uk/ 

Please ensure you have headphones or speakers available before undertaking the course. 

Mode: Online
Training Hours: 1.0

Risk Assessment Workshop for Non Lab Based Staff (THS68)

This is an opportunity for you to come along and practice your Risk Assessment skills, and familiarise yourself with the University Risk Assessment Policy and Assessment forms. 
Prerequisites: You must have attended THS15E Principles of Risk Assessment or have previous experience of carrying out Risk Assessments. 

This course has been designed for University staff, who have responsibility to meet University obligations and legal compliance for their research and teaching activities associated with their work. If you are a Post Graduate student, please contact your supervisor and/or School Safety Advisor who will be able to provide details of the local health & safety training arrangements within your school.
Mode: Workshop

Training Hours: 3.0
Accredited Courses and Qualifications
IOSH Managing Safely (THS12)

The Institute of Occupational Safety and Health (IOSH) Certificate is awarded on satisfactory completion of this course. It covers current legislation and codes of practice, hazard and risk assessment and outlines the role and powers of the Health and Safety Executive and the responsibilities of Managers.

Please note: This course is delivered via an external provider and due to the associated costs, and additional IOSH registration fees, any late cancellations or non attendance will be charged at the full per delegate rate of £290.

 

Aims

Managing safely is for managers and supervisors in any sector, and any organisation. It’s designed to get managers up to speed on the practical actions they need to take to handle health and safety in their teams.

Objectives

· Introducing managing safely;

· Assessing risks;

· Controlling risks;

· Understanding your responsibilities;

· Identifying hazards;

· Investigating accidents and incidents;

· Measuring performance;

· Protecting our environment.

The course includes private study and is recommended as suitable for managers, laboratory superintendents and supervisors who must be fully acquainted with their responsibilities under current legislation. This course is also recommended for SSAs in small departments and those working within low risk areas. 
Prerequisites: 
This course has been designed for University staff, who have responsibility to meet University obligations and legal compliance for their research and teaching activities associated with their work. If you are a Post graduate student, please contact your supervisor and/or School Safety Advisor who will be able to provide details of the local health & safety training arrangements within your school.

Qualification or accreditation

The Institute of Occupational Safety and Health (IOSH) Certificate.  This course is also a prerequisite for HS66: NEBOSH General Certificate in Occupational Health and Safety.
Mode: Workshop
Training Hours: 28.0
IOSH Working Safely (THS78)

Working Safely is a one-day course aimed at staff with no supervisory or managerial responsibility. It provides a grounding in the essentials of health and safety and covers workplace hazards and risks, ways of improving safety performance and an introduction to environmental considerations.

On completion, successful participants are awarded a certificate by the Institution of Occupational Safety and Health (IOSH).
Aims and objectives

Working safely isn’t supposed to turn delegates into safety experts. It focuses on why health and safety is important, and how individuals can make a real difference to the wellbeing of themselves and others through changing their behaviour.

Objectives

· Introducing working safely;

· Defining hazard and risk;

· Identifying common hazards;

· Improving safety performance;

· Protecting our environment.

This course has been designed for University staff, who have responsibility to meet University obligations and legal compliance for their research and teaching activities associated with their work.

If you are a Post graduate student, please contact your supervisor and/or School Safety Advisor who will be able to provide details of the local health & safety training arrangements within your school.

Training Hours: 7.0
NEBOSH General Certificate in Occupational Health and Safety (THS66)
This course runs once per year, September through to December. 
Overview

The course aims to:

· Equip delegates with the skills to be able to work more safely and develop safe working procedures in their working environment.

· Give delegates a basic understanding of the specific procedures used in assessing risks, developing control strategies and evaluating performance.

· Enhance delegates ability to communicate effectively on safety and health matters with those who work for them, those they report to and specialist health and safety practitioners.

· Provide the ability to investigate incidents and accidents and make appropriate reports.

· Make delegates aware of the legal responsibilities falling on employers and employees and the procedures for dealing with breaches of those responsibilities.

· Train delegates to apply sound management principles to safety and health issues as part of a total workplace strategy.
Prerequisites
You must have already attended HS12 - IOSH Managing Safely This course has been designed for University staff, who have responsibility to meet University obligations and legal compliance for their research and teaching activities associated with their work. If you are a Post graduate student, please contact your supervisor and/or School Safety Advisor who will be able to provide details of the local health & safety training arrangements within your school
Qualification or accreditation

This is a nationally recognised and accredited qualification in Health and Safety, and is aimed at Safety Advisers and those with similar duties for Health and Safety. 
Examination requirements

Important: Please note that this course runs over 13 sessions. You are required to attend all 13 sessions and pass the examination to complete the course.
Mode: Workshop
Training Hours: 91.0 
NEBOSH Construction Certificate (THS100)

This is a nationally recognised and accredited qualification aimed at Supervisors and Managers involved with construction type projects, who are required to ensure that these activities are undertaken safely. It is also likely to prove useful for those concerned with the management of buildings who may need to ensure that contractors are working safely. It covers a broad range of construction hazards and the means by which they can be controlled. It includes the main legal requirements relating to construction work and enables students to undertake effective safety inspections on a construction site. The content has been revised in line with the new Construction (Design and Management) Regulations 2007. The NEBOSH National Construction Certificate consists of the following three units; each separately assessed by examination.

NGC1 Management of health and safety
NCC1 Managing and controlling hazards in construction activities
NCC2 Construction health and safety practical application

You must have already attended HS12 — IOSH Managing Safely. Important: Please note this course runs over 14 sessions and you are required to attend all 14 sessions to complete the course. This course requires line manager approval and the completion of an application form (available from the SL&D webpage).
Training Hours: 98.0 

Skills Workshops
CIEH Level 2 Award in Manual Handling – Principles and Practice (THS135)

Some of the most common forms of work-related ill-health are back problems and other aches and pains. These injuries are most commonly associated with the manual handling of materials, by either trying to move excessive weights or a failure to use correct lifting procedures. This qualification is aimed at those for whom manual handling forms a regular or significant part of their role and provides essential information about manual handling hazards and their control. For those who carry out low risk manual handling activities, STDU also offer HS2: Manual Handling Awareness.This course is delivered via an external provider and due to the associated costs, and additional CIEH registration fees, any late cancellations (less than 14 days prior to the training course) or non attendance will be charged at the full per delegate rate of £37.50. When applying for this course you may be asked to provide your school activity account code. Your school will not be charged providing you attend and complete the course. 
Aims 
The CIEH Level 2 Award in Manual Handling – Principles and Practice combines both the theoretical and hands-on elements of the subject and teaches learners techniques to lift, carry, push and pull objects safely within their individual capabilities. 
Objectives

· Identify and understand the risks associated with manual handling

· Learn the value of risk assessment and how to apply it

· Make recommendations to manage risks

· Apply the principles of safer handling to a range of everyday manual handling tasks
Mode: Workshop
Training Hours: 7.0
Manual Handling (THS2)

Some of the most common forms of work-related ill-health are back problems and other aches and pains. These injuries are most commonly associated with the manual handling of materials, by either trying to move excessive weights or a failure to use correct lifting procedures. This training session is aimed at those who carry out low risk manual handling activities and will outline how we can all try to avoid injuries and be safe within the workplace. For those for whom manual handling forms a regular or significant part of their role the STDU also offers HS135 :

 HYPERLINK "https://app.manchester.ac.uk/ths135" CIEH Level 2 Award in Manual Handling – Principles and Practice.  Please note: This course is delivered via an external provider and due to the associated costs, any late cancellations (within 7 days of the course) or non-attendance will be charged at the full per delegate rate of £20. Your department will not be charged providing you attend and complete the course. 
Aims and Objectives
To raise delegates awareness of moving and handling issues, and introduce them to the hazards of manual handling, the risk involved and the controls available.

Please note: This course is delivered via an external provider and due to the associated costs, any late cancellations (within 7 days of the course) or non attendance will be charged at the full per delegate rate of £20. Your department will not be charged providing you attend and complete the course. 
Objectives
· Know what manual handling is and the cost resulting from poor manual handing;

· Understand manual handling risk factors and how injuries can occur;

· Recognise  safe manual handling practice, including good handling technique;

· Understands best practice as regards safer manual handling in the workplace.
Mode: Workshop
Training Hours: 3.0
Minibus Driver Training and Assessment (MiDAS) (THS31)
MiDAS is the Minibus Driver Awareness Scheme, organised by the Community Transport Association U.K. (CTA) which promotes a nationally recognised standard for the assessment and training of minibus drivers. In recognition of our duty of care towards staff and students, the University requires all drivers of Minibuses to undergo a short course of instruction and competency assessment. 
Prerequisites This course has been designed for University staff, who have responsibility to meet University obligations and legal compliance for their research and teaching activities associated with their work. If you are a Post graduate student, please contact your supervisor and/or School Safety Advisor who will be able to provide details of the local health & safety training arrangements within your school.
Mode: Workshop
Training Hours: 5.0 
Office Safety (THS3)

This course has been suspended and will be replaced by THS3E Office Safety Online.

Please visit http://www.staffnet.manchester.ac.uk/ for the latest updates on Training & Development

 Personal Safety for Field Researchers (THS82)
As part of their duties, Field Researchers are often required to work outside the University Campus. This course will raise awareness of the importance of personal safety for those required to work alone and as part of a group. The course will also provide members of the group with practical solutions and help them to gain the confidence to avoid or defuse potentially violent and aggressive situations
Please note there is lots of information on the resources tab for this course.
Mode: Workshop
Training Hours: 3.0
Portable Appliance Testing (THS14)

This course enables designated "Competent Persons" to carry out the testing and inspection of all portable electrical equipment on a regular basis. Visual inspection, the use of test equipment and management of equipment records are covered. It is recommended that a refresher session is attended at not more than 5-year intervals. The full day training is followed by a short consolidation tutorial interview and an afternoon assessment on the secondary dates shown. Numbers are limited.

Aims 
The PAT testing competency course has been designed for those who would like to work in the PAT
testing industry and require a combination of theory and practical learning, to achieve the knowledge and skill level to successfully work in this field.
Objectives

This course covers all aspects required to PAT test professionally including:

· Legislation

· Principles of Electricity
· Classification of Equipment

· Inspections

· The Tests

· Leads

· Labelling and Recording

· Practical testing

· Assessment and Certification

Training Hours: 7.0 
UCEA H&S Guidance for the Placement of Students (THS124)

The purpose of this workshop is to provide an understanding of UCEA’s updated Guidance for the Placement of HE Students and its practical application. 

Aims and Objectives
To provide an understanding of the principles of risk control systems, hazard and control measures in the context of Student Placements and the in-School arrangements necessary to achieve this.
Training Hours: 3.0
Working at Height (THS60)
This course is designed for those involved in working at height. It will cover the health & safety problems associated with work carried out at height and practical solutions to some of these, what the legislative framework for safety standards is, and what steps should be followed to ensure the associated risk are managed. This course is aimed at those who are or will be working at height.

Training Hours: 3.0 
Working at Height – Safe Use of Ladders and Steps (THS30)
This short course covers commonplace access equipment that is often neglected and can be the cause of serious injury. University policy, "on-the-job" risk assessment and good practice will be addressed.

Aims 
At the end of the course delegates will have an effective understanding of how to safely
use steps and ladders in the workplace.
Objectives

· How easily accidents occur involving work at height;

· The legislative requirements regarding work at height including the duty to manage that work;

· The safe use of ladders and steps;

· The importance of careful maintenance and checking of equipment;

· Assessing the risks created by work at height, including consideration of the risk to others.
Mode: Workshop
Training Hours: 3.0 
Compliance
Child Protection Policy & Guidance (TMS60)
This short course will provide a general overview of the University’s Child Protection Policy and the responsibilities of those involved in taking part in, or leading, University activities involving young people. It is aimed at staff whose work may bring them into contact with young people under 18 in the course of their official duties.

Audience: The course should be completed by all staff who handle personal data e.g. personal data related to staff, students, research participants or other individuals.
Course Content

This introductory level course comprises 6 modules plus a short test. Topics include:

The role of the Information Commissioner’s Office

An explanation of the key data protection terms

Data Protection Principles

Data subject rights

Security

Transfers of data

The course should take 15-30 minutes to complete.

Aims and Objectives:
By the end of the session those taking part will:

· Be aware of the possible forms and indications of child abuse

· Take appropriate action if they become aware of possible cases of child abuse

· Have a good general overview of the University’s policy and know where to go for further information and advice

· Have an understanding of the Disclosure and Barring Service process and appropriate checks required when working with children and/or adults
IMPORTANT - recording and auditing
The test is a mandatory part of the course and you will not be recorded as having successfully completed the course until you have passed the test.  You MUST press the SUBMIT button at the end of the test, otherwise your score will not be recorded and you will need to resit the test. There are 13 questions and you must get at least 10 correct for your score to be recorded. If you score less than this, you should re-read the material and resit the test.  Once you have successfully completed the course you will receive an email confirming this, which should be forwarded to your local Data Protection Guardian for audit purposes.  Please check your Junk email folder in case the email has been redirected there.  Your "Training and Development" profile will be updated within 20 working days of completing the test.

Prerequisites

The course requires you to have Adobe Flash Player and ensure that any pop-up blockers are turned off.  If the course does not run please contact IT Services . If you are using a PC to take the test at the end of the course, please use Internet Explorer, version 9, as some problems may be encountered using other browsers.

A PDF version of the course is available on the Resources tab if portions of the course are not accessible with adaptive technology.

Mode: Online
Training Hours: 0.5
Protecting Information (Information and Data Security) (TMS84)
Information is vital to us in our work at the University.  Whether we work in administrative, teaching, research or income-generating roles, we are all responsible for protecting the information that we use in our work. This introductory level course comprises 7 units plus a self-audit worksheet.

Aims and objectives:
The aim of the course is for you to reflect on your everyday working practices and look for areas where you might be putting information at risk. The course requires for you to have Adobe Flash Player on your PC, in order for the online element to run.

This course will help you think about: 

The value of information and particularly the importance of protecting any personal data you handle

Some of the situations you may face in your work where information security can be at risk

How you must take responsibility for using information safely by following the guidance in this course

Enrolment

This is an online course.  Please read all of this page before you click on the "Apply" button.  Once you have applied, you will receive an email confirming your application.  Once your Blackboard access has been set up, you will receive a further email, usually within the next 7 days, with details of how to access the course.

If you try to apply more than once, you will receive an error message saying that there is already an application for you on this training course.  If you receive this message and your enrolment has been confirmed previously, simply go to the Resources tab (above) and access the course from the list of links.  There is no need for you to cancel your original application or to apply again.

Important

Once you have finished the course, you must complete the Course Completion Declaration in Blackboard, otherwise your Training Record will not be updated at the end of the month.

Prerequisites: 
The course requires Adobe Flash Player.  

Data Protection (TBF22)
Aims and objectives:
We are all responsible for protecting the personal data which individuals have entrusted to the University.  Failure to do so can result in significant harm and distress to the individuals whose data we hold, and damage to the University's reputation. The aim of the course is to provide a basic understanding of the Data Protection Act 1998 so that we can exercise our responsibility for protecting the rights and privacy of individuals when handling personal data. 
Audience: The course should be completed by all staff who handle personal data e.g. personal data related to staff, students, research participants or other individuals.  Local Data Protection Guardians are monitoring that relevant staff have completed the course.

Course Content

This introductory level course comprises 6 modules plus a short test. Topics include:

· The role of the Information Commissioner’s Office

· An explanation of the key data protection terms

· Data Protection Principles

· Data subject rights

· Security

· Transfers of data

IMPORTANT - recording and auditing
The test is a mandatory part of the course and you will not be recorded as having successfully completed the course until you have passed the test.  You MUST press the SUBMIT button at the end of the test, otherwise your score will not be recorded and you will need to resit the test. There are 13 questions and you must get at least 10 correct for your score to be recorded. If you score less than this, you should re-read the material and resit the test.  Once you have successfully completed the course you will receive an email confirming this, which should be forwarded to your local Data Protection Guardian for audit purposes.  Please check your Junk email folder in case the email has been redirected there.  Your "Training and Development" profile will be updated within 20 working days of completing the test.

Prerequisites

The course requires you to have Adobe Flash Player and ensure that any pop-up blockers are turned off.  If the course does not run please contact IT Services . 

A PDF version of the course is available on the Resources tab if portions of the course are not accessible with adaptive technology.

Contact details

For more information regarding this course please contact the Records Management Office at:

Email: dataprotection@manchester.ac.uk
Telephone: 0161 275 8111

Mode: Online 
Training Hours: 0.5
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