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Introduction  

This report covers the academic year August 2000 to July 2001.  

The year began with the retirement of Paul Hughes, Staff Development Director.  Kim 
England, Assistant Personnel Director, took over as part-time Head of Staff Development as 
well as retaining a key role within Personnel Services.  Brian Jenkins, University Staff 
Counsellor, further reduced his Staff Development activity to concentrate more on the 
increasing demands for Staff Counselling.  As a result, Brian has contributed a planned 10% 
of his time to the work of Staff Development. So this year has seen yet a further reduction in 
the staff resource of Staff Development.  The staff resource for the academic year 2000/01 
was therefore 1.5 FTE Professional Staff and 3 FTE Support Staff.  

Despite this, it is pleasing to report that Staff Development have offered more volume and a 
greater variety of training courses than ever before.  We have obtained agreement to use the 
new Enterprise Room on a regular basis, which has eased our difficulties with 
accommodation.  We have enhanced our image by evolving a Staff Development “style” 
which includes producing the course Joining Instructions and course details in professional 
folders; nameplates, badges, Course Diary and information in the house style.  Our thanks go 
to The Hawthorns for providing water at all of our courses free of charge.  We have 
purchased a data projector for general use, which has further enhanced the professional 
quality of training events.  

In addition to these small, yet important changes, much work has been done in our strategic 
activities, which is demonstrated in this report.  

Revenue Budget  

The total revenue budget for Staff Development was set at £133,000.  The following table 
shows how this money has been spent in a variety of activities this year.  

Staff Development Activity Spend 00/01  

1) Transfer of funds to Graduate School of Education  
to provide the mandatory Teaching and Learning  
Programme on behalf of the University  £37,000  
2) Tutor fees for management training courses 
  a) Genera  £7,000  
  b) Introductory Award in Supervisory Management  £7,000  
 c) New Heads  £500 
  d) Head of Department Forums  £2,500  
3) Transfer of funds to support Information Services  
in the provision of tutors for general computing courses  £14,000  
4) Paul Hughes consultancy fees  (Paul provided some   
Staff Review & Development training following his   
retirement between Aug and Dec 2000)  £3,000  
5) Tutor fees for Personal Development training courses  £9,500  
6) Fair & Effective Recruitment training  £6,000  
7) Stress courses  £5,500  
8) Nigel Singer – coaching provision for new Heads of Department  £6,500  
9) Equipment purchase of Data Projector etc  £3,000  
10) Printing costs for Course Diary, Folders etc including  
costs of graphic design  £6,500  
11) Research postgraduate courses  £10,500  
12) Catering NVQ’s  £500  
13) Secretarial Conference  £1,000  



14) Introduction to the University  £3,000  
15) Staff Counselling  £4,000  
16) Investors in People  £2,500  
17) Staff Review and Development  £1,000  
18) Equal Opportunities  £1,000  
19) Software/Web update  £4,000  
20) Miscellaneous  £2,500  
 
SPEND TOTAL  £138,000  

Staff Development Activity Income 00/01  
1) Opportunity Now  £3,000  
2) HESDA Conference £2,000  
 
INCOME TOTAL £5,000  
 
TOTAL £133,000  
 
Special Achievements  

a) Changes to Induction  

One of Staff Development’s priorities this year has been to improve induction for new staff at 
a departmental and organisational level.  

Statistics bear out the anecdotal evidence that staff who do not receive effective induction are 
more likely to leave the organisation within the year.  With the high costs of recruiting staff, it 
makes sense to invest time in improving the induction process.  

The majority of University departments have now nominated an Induction Co-ordinator whose 
role is to ensure that:  

(a) the induction programme is relevant and regularly updated and   
(b) they ensure that induction takes place for all new staff (even if they, themselves, are not 
responsible for carrying out the induction)  

To support this, Kerstin Mussell carried out a series of training sessions for Induction Co-
ordinators during the Spring Term and provided templates, as a starting point, for 
representatives of departments who had no induction process in place.  The templates are 
freely available to any department who wishes to compare their process against the 
recommended one.  The templates can be downloaded from the Web and modified to suit 
local requirements.  

Other changes include sending a copy of the A-Z Guide to the University with the starter pack 
for new staff.  This booklet brings together a lot of diverse and useful information and it was 
felt that new staff would benefit more by having this information before they start.  We are 
also developing a series of Web pages for new staff to ensure that anyone who is unable to 
attend the University’s induction course, can find the information on the Web.  In the long 
term, it is hoped to make these pages interactive.  

b) Contract Research Staff training  

The second Web survey of Bristol CRS views was issued to all Research staff in September 
2000.  Once again a number of questions around training and development were asked, the 
feedback received helped to guide our development of this years programme for CRS.  The 
programme is advertised via the Web on a series of pages called ‘Research Portfolio’.  This 
can be accessed via the dedicated CRS Web site, which features a section on Training and 



Development.  A number of courses have been established specifically for the needs of our 
Research Staff, including Writing for Publication, Introduction to Project Management, 
Introduction to Research Funding, and Career Development Workshops.  In addition a new 
supervisory skills course, the Introductory Award in Supervisory Management, a 30-hour, 10-
week course was offered, specifically for CRS.  The proved to be very popular with two 
courses running during the year, 27 staff received this nationally accredited qualification.  
   
In total 171 research staff attended training sessions developed for them, in response to their 
identified training needs.     

c) Stress Management  

Personnel Services recently produced guidelines for staff and managers on the effective 
management of stress.  To support these guidelines, all managers and supervisors were 
invited and encouraged to attend a half-day training course.  Dr Lindsay St Claire, one of our 
lecturers in Psychology, provided this training.  These training sessions were well received 
and a total of 145 staff attended the event this year.  

In addition to the course aimed at managers, Staff Development have also provided a ‘Stress 
Workshop’ for staff who would like some personal help in coping with their own stress levels.    

These two courses are now held on a regular basis and form part of the portfolio of courses 
which are advertised in the Course Diary.  

d) Secretarial Conference   

The third annual conference for all Secretarial, Clerical and Library staff was held on 18 July 
2001 and attracted 81 people.  This year we extended it to a full day to provide an opportunity 
for people to attend optional workshops.  Topics covered on the conference included differing 
secretarial roles within the University; views of people who have been promoted out of the 
secretarial/clerical role at the Universities of Bristol, Bath and UWE; managing and coping 
with change; marketing your department; women in work: conflict and issues; management of 
stress; relaxation techniques; Q & A session by a panel of IT experts.  

We gained sponsorship from Xerox (printing costs), Guilbert (folders and pens) and Portman 
Travel who generously donated a prize for the quiz of a trip for two to Amsterdam.  Evaluation 
of the day shows that overall staff gained some useful information and networking from the 
event.  Comments included “Excellent idea to share experiences, ideas and encourage 
personal development”, “very useful – if only bosses/line managers had something similar”.  
   
e) Undergraduate Admissions Training   

Part of the University’s strategic aims is to enhance the process of student admissions, with 
particular regard to ‘Widening Participation’.  As a result Staff Development has been actively 
involved in the development of a mandatory course for Undergraduate Admissions Tutors.  

This year Senate has agreed that Undergraduate Admissions Tutor training should be 
compulsory for all new and existing Admissions Tutors.  With this in mind we have developed, 
with the Admissions Office, a half-day course for new Admissions Tutors and a one-day 
course for both new and existing Admissions Tutors to be held in September 2001.  The 
organisation of these courses has been severely hampered by the long term sickness of the 
Admissions Officer, Catherine Walker, and the Admissions Office have decided to cancel the 
half day course for new admissions tutors.  

Input to the day will come from the Admissions Office, experienced Admissions Tutors, 
Admissions Administrators, the Widening Participation Group and a tutor from St Brendan’s 
Sixth Form College.  



f) Investors in People  

This year has seen a marked progression in the number of departments travelling towards 
assessment.  The new Investors in People Standards have proved more appropriate for HE 
institutions and Staff Development have a better understanding of the issues around 
implementing the Standards within our culture.  

In the Spring, we were pleased to announce that the Students’ Union and the Dental 
Postgraduate Unit had been recognised and that ILRT had achieved re-recognition.  The 
Library has decided to delay re-recognition until Information Services can be assessed as one 
block.  50% of Residences and Student Service departments have had positive outcomes to 
pre-assessment checks by our Business Link Adviser, Kate Beveridge, and we anticipate 
them going for assessment, together with The Policy Press, at the end of 2001.  

The Registrar has committed his support for all divisions in Support Services to achieve the 
award by the end of 2003.  Confirmation of the commitment to achieve the award for 
academic departments needs to be established with the new VC.  This decision may depend 
on how the University sees Investors in People complementing or integrating with the existing 
quality assurance systems of Departmental Review, Subject Review and RAE to provide a 
holistic quality review across all categories of staff.  

g)  Postgraduate Research Students  

At the beginning of last year a number of faculties expressed concern at the inadequate 
provision of training for postgraduate students.  The reason that this provision had taken a 
decline was that Cathy Hole and later, Leslie Huxley, who had provided this training, had left 
Staff Development.  
     
Fortunately Staff Development soon identified a tutor, who works closely with the University of 
Bath, to provide training for postgraduates on courses such as “Starting”, “Managing” and 
“Completing your PhD” as well as courses in “Writing for publication” etc.  Therefore, we are 
pleased to report that this year we ran 12 courses and a total of 99 postgraduates attended.  

In addition to these specific training courses, postgraduate students are eligible to attend 
other courses advertised in the Course Diary and take up places regularly on a variety of 
computing and personal development training courses.  

The total number of places attended by postgraduates on our training courses for this year is 
350.  

h) Catering  
   
Staff Development have traditionally funded the provision of catering courses/examinations 
which are organised by Barry Trahar, the University’s Catering Officer.  This year, at a cost of 
just over £500, candidates have sat the Basic Food Hygiene Certificate (full day course plus 
exam).  All passed but one, who we later found had learning difficulties - an oral exam was 
arranged and the individual has now passed.  Of the other 38, one individual had poor English 
abilities and also took an oral exam and another individual sat the exam in Turkish.  

i) Evaluation   

 In order to monitor the quality of training offered by Staff Development and other University 
training providers, we have standardised our end-of-course evaluation form.  We are also 
devising a system of analysing the data to quickly identify where training is not meeting the 
needs of staff or falling short of the good training practice we aim to achieve.  We have 
included a form for tutor’s to encourage them to reflect on the training they provide.  Our aim 
is to include three monthly evaluations to assess the application of learning during the next 
year.  



Teaching and Learning   

The Graduate School of Education have continued to provide high level, high quality training 
in teaching and learning for all new academic staff.  

This year the following numbers of staff have attended each of the modules.  

Completion statistics for the Teaching and Learning in Higher Education Programme 
1997/1998 – 2000/2001, as at May 2001  
   
   

Year 
employment 
commenced 

Status of 
new staff 

Total 
number of 
appts for 
the year 

Number 
exempt 
from the 
prog 

Number 
starting 
the prog 

Completed 4 
modules + 
portfolio 

Completed 4 
modules, 
portfolio 
outstanding 

Ongoing 
registration 
(modules & 
portfolio 
outstanding) 

Withdrawn

1997/1998 Permanent
Contract  

 52  
9 

6  
0 

46 
9 

12 
4 

15 
1 

9 
1 

10 
3 

1998/1999 Permanent
Contract  

 33  
26 

8  
0 

25 
26 

6 
15 

13 
2 

4 
5 

2 
4 

1999/2000 Permanent
Contract  

 37  
28 

14  
0 

23 
28 

1 
0 

6 
3 

13 
20 

3 
5 

2000/2001 Permanent
Contract  

 60 
40 

14  
0 

46 
40 

0 
0 

0 
0 

43 
34 

2 
0 

TOTAL   285 42 243 38 40 129 29 

Note: The probationary period for permanent academic appointments is 3 years.  It is 
therefore expected that most staff in this category will not complete the programme until they 
are nearing the end of their probationary period.  

Kim England and Gill Clarke have been building relationships with the Graduate School of 
Education, Staff Development and the Teaching Support Unit and regular meetings are held 
in order to ensure that policy and quality is always under review.  

A successful outcome of these relationships has resulted in the probationary procedure being 
tightened up to ensure staff do not complete probation if they have not successfully 
completed the Teaching and Learning Programme.  

The Graduate School of Education are concerned that the level of funding they receive barely 
covers the current activities and there is increasing demand.  

Related to this Kim England is an invited member on all Teaching and Learning Faculty 
Groups in order to advise on generic training issues.  

Staff Development Group  

This termly meeting reports to the Staff Committee and is chaired by Professor Hodder-
Williams.  This year we have increased the membership of the group to be fully representative 
of all categories of staff.  The current membership of the group is:  

 Mike Barry - Engineering Mathematics (Academic)  
 Ray Bartlett - Canynge Hall (Manual)  
 Gill Clarke - Teaching Support Unit (Admin)  
 Lucy Collins - University of Bristol Union (Student/Sabbatical)  
 Kim England - Staff Development (Admin)  
 Cathryn Gallacher - Information Services (Admin)  



 Richard Hodder-Williams - Pro Vice-Chancellor (Chair)  
 Joan Jackson - Wills Hall (Senior Domestic)  
 Michael Liversidge - Dean of the Faculty of Arts (Academic)  
 Debbie Marriott - Dental Postgraduate Unit (Admin)  
 Chris Maslin - Personnel Director  
 Philip Richardson - Teaching Support Unit (Academic)  
 Paul Wood - Biochemistry (Academic)  
 Keith Yarwood - Drama (Technical)  

This group is a useful forum for discussion in all aspects of training and the membership now 
includes Cathryn Gallacher who represents Information Services, who provide a wide range 
of computer training for the University, and by invitation, Gill Clarke, who is responsible for the 
quality and policy of teaching and learning within the University, including an active role in the 
provision of the Teaching and Learning Programme.  

Staff Development Network  

This informal network is organised by Staff Development and attempts to bring together staff 
who represent training activities throughout the University.  It’s remit is to provide an informal 
network of communication in order to pull together all general training activity within the 
University.  The membership has again been enhanced this year to include a wide 
representational group and its current membership is:  

 Lin Amber   - Client Services (Staff Development Officer for IS)  
 Lucy Blantern   - Staff Development (Staff Development Co-ordinator)  
 Di Browning   - Client Services (Trainer)  
 Gill Butland  - ILRT (Information Officer)  
 Mark Cheshire  - Safety Office (Head of Department)  
 Stephen Condliffe   - Client Services (Training Co-ordinator)  
 Kim England  - Personnel Services (Assistant Personnel Director)  
 Beckie Garland  - Staff Development (Staff Development Assistant)  
 Stephen Greenwood  - Department of Oral & Dental Science (Lecturer)  
 Liz Hankinson  - Graduate School of Education (Administrator)  
 Mark Lees   - Staff Development (Staff Development Co-ordinator)  
 Kerstin Mussell  - Staff Development (Staff Development Adviser)  
 Ros O’Leary  - ILRT (Manager)  
 Derek Smith  - Public Programmes Office   
 Barry Trahar   - Residences Office (Catering Officer)  
 David Walland  - Safety Office (Radiation Safety Officer)  

Computing & Information Technology Training  
   
This year Information Services requested financial assistance to enable them to provide 
adequate training in a full range of computing and IT training.  Staff Development were 
pleased to support this activity with £14k.  

Web training courses have been a particular challenge this year, not only for their increasing 
demand but also due to the resignation of the Web trainers and the inability to attract external 
trainers with the level of skills required.  Information Services have recruited Gilles Couzin a 
lecturer from the Language Centre.  

The total number of computing courses this year has been 111 with 881 delegates attending.  

LTSS have continued to provide an excellent range of quality programmes.  LTSS are also 
represented on the Teaching and Learning Faculty Meetings.  They are increasingly providing 
specific departmental training and have offered additional training which could be funded from 
the Teaching and Learning Strategy Fund.  



In addition to this they continue to provide an extensive range of lunchbyte sessions which 
are open to all staff.  

This year LTSS have run 20 general courses for Staff Development resulting in 166 staff 
attending.  

Safety Training  

 The Safety Office have continued to provide an increasing range of training and are focusing 
more on departmental specific training.  

 This year the Safety Office have run 19 courses resulting in 204 staff attending a variety of 
safety training.  

Trainees  

Our Modern Apprentice scheme has now been running for 5 years.  During this time we have 
taken on 41 trainees of which 9 have become full time employees of the University.  During 
2000-2001 we had 8 Foundation Modern Apprentices aged between 16 and 18 and 4 
Advanced Modern Apprentices aged between 17 and 19 all pursuing an NVQ in 
Administration at Levels 2 and 3 together with Key Skills.  Their training also includes one 
week at the Outward Bound Centre in Aberdovey, Mid Wales, which provides a challenging 
and rewarding experience for the trainees.   

The trainees earn between £5,200 and £6,240 per year and this amount is reviewed each 
year.  We are grateful to the Brunel Training Group who supply and monitor the trainees.  We 
hope to increase the scope of work areas and number of trainees during the coming year.  

Staff Review and Development  

All departments were advised of the new Staff Review and Development arrangements in 
June 2000 and were asked to complete the process by the end of November 2000.  This 
shortened deadline caused a negative response from a number of departments who felt 
unable to complete the process in the timescale.  When concerns were raised we have been 
sympathetic and flexible in our response.  This year, as always, required all academic and 
related staff to be included in the process and their managers were asked to offer all support 
staff the opportunity of a review.  Sadly not many support staff have taken this opportunity.  

63 out of a possible 80 departments confirmed that they had completed the process for the 
1999/2000 academic year.  

The paperwork is still seen as a burden and this year we hope to simplify the forms yet further 
and encourage more staff to become involved.  To assist this we have run six Staff Review 
and Development training courses in addition to the events carried out by Paul Hughes, which 
has resulted in 121 staff being trained.  

We are pleased to report that as a result of the Investors in People standard, all Residences, 
The Hawthorns and Students Union are holding staff reviews for all of their staff using a ‘Job 
Review Form’.  

Statistical Summary of Activities  

Total number of training events for 2000/2001 = 324  

   Compared to 1999/2000 = 288  



Total number training events (324) by catergory:  
Computing & IT = 111  
LTSS = 20  
Management Skills = 102  
Personal Development = 43  
Research Portfolio = 29  
Safety = 19  

Total number of attendances on Staff Development courses = 3758  

   Compared to 1999/2000 = 3368  

Total number of attendances (3758) by catergory:  
Academic = 1223  
Honorary = 93  
Manual = 224  
Postgraduate = 350  
Research = 733  
Secretarial = 828  
Technical = 307 
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