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UNIVERSITY: STAFF TRAINING 
IN JANUARY 2004

Introduction
Middlesex University takes staff development more serious-

ly than many similar institutions. Information and Learning
Resource Services probably even more so. Middlesex University
also has annual appraisals with intermediate mini-appraisals
where managers discuss staff training requirement. ILRS has a
staff development group with representatives (from different
management levels) from different units.

The University has two semesters each year with examina-
tions in December and May. Until 2002, the winter examinations
were in January immediately after the Christmas holiday but in
order to make our university more attractive to students particu-
larly foreign, non-EU students, last year we changed the dates of
the examinations to take place before Christmas. This gives stu-
dents from the Far East a longer holiday to go home though it
means that academic staff have to spend Christmas marking
exam papers.

As a result of the change of dates the university senior
administration decided in 2003 to run a programme for students
in the winter-semester break thinking they might be unoccupied,
having such a long break in the winter. ILRS was obliged to par-
ticipate, and we ran course but the outcome was that hardly any
students came since they were enjoying their vacation. Most
library staff said this was what they would have expected. In
2004 it was decided to run courses for ILRS staff who have a
quiet period during that time but these were very popular. A few
sessions had been run in 2003 but it was not possible to allocate
the time to the same extent as in 2004 because of the courses
being run for students then.

The aims of the courses were:

- To meet staff training requirements as identified during 
appraisals

- To spread the topics across all disciplines and levels
- To include some elements relating to the physical 

demands of work in ILRS
These aims had been agreed originally in 2002. In view of
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Uvod
Midlseks univerzitet shvata obuku kadrova mnogo

ozbiqnije nego mnoge sli~ne institucije. Servis za infor-
macije i resurse u~ewa - ILRS verovatno jo{ vi{e.
Midlseks univerzitet tako|e ima godi{wa procewivawa
sa mini-procenama tokom godine gde rukovodioci razmatra-
ju zahteve za obukom osobqa. ILRS ima grupu za razvoj kadro-
va sa predstavnicima  (sa razli~itih upravqa~kih nivoa)
iz razli~itih odeqewa. 

Univerzitet ima dva semestra svake godine sa ispitima
u decembru i maju. Do 2002, zimski ispiti su bili u januaru,
odmah posle Bo`i}nog raspusta, ali u `eqi da  na{ uni-
verzitet u~inimo atraktivnijim studentima, osobito stran-
im, van Evropske unije, promenili smo pro{le godine
ispitne datume na vreme ispred Bo`i}a. Ovo daje studenti-
ma sa Dalekog Istoka du`i raspust za odlazak ku}i, mada to
zna~i i da akademsko osobqe mora da provede Bo`i}
ocewuju}i ispitne testove. 

Kao rezultat promene datuma glavna univerzitetska
administracija je odlu~ila 2003. da organizuje program za
studente tokom zimskog raspusta, misle}i da mogu biti slo-
bodni usled toliko velike zimske pauze. ILRS je bio
obavezan da u~estvuje i mi smo dr`ali kurseve ali je rezul-
tat bio takav da je jedva neki student do{ao jer su svi
u`ivali u svojim raspustima. Ve}ina bibliote~kog osobqa
je rekla da je to ono {to bi oni i o~ekivali. U 2004.
odlu~eno je da se dr`e kursevi za ILRS osobqe koje ima
miran period u to vreme i oni su bili veoma popularni.
Nekoliko ~asova je bilo i 2003. ali tada nije bilo mogu}e
odvojiti dovoqno vreme kao u 2004. jer su tada i{li i kur-
sevi za studente. 

Ciqevi kurseva su bili :

- da se zadovoqe zahtevi za obukom kadrova prepoznati
tokom procewivawa

- da se teme pro{ire na sve discipline i nivoe
- da se ukqu~e neki elementi koji se odnose na fizi~ke
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the increasing convergence of the service, an additional aim
was added:

- To increase knowledge and awareness of each other's 
skills and disciplines.

In 2004 there was a three week period in which staff train-
ing could take place. This allowed the range to be broadened
and the number of sessions to be increased. To accommodate
staff returning from extended leave and to enable staff to pre-
pare for the new semester, the majority of the courses were run
in the middle week.

Organisation

Method a
A list of all requests arising from appraisals (168 requests)

was rationalised by grouping together similar topics. This list (48
topics) was sent to staff for expressions of interest. Staff were
also asked for additional ideas and some of these were included
in the final list. The outcome of this consultation is found in
Appendix A. The decision was made to include trainers from out-
side ILRS and a budget was made available for this purpose. The
total budget for the period was £2,000. Each trainer (or mana-

ger of the site being visited was
asked to write a brief paragraph
about the content of the
course/visit. These were posted
on the web for staff to see.
Copies of the timetable were sent
to managers for distribution to
staf f. The f inal document,
returned by the managers for col-
lation, contained the names of
staff interested in each session
and whether their request was of
high or low priority.

Names were collated and
delegate lists were emailed to
each successful member of staff
and their manager. Participants
were asked to let the organiser
know if they were unable to
attend so that the place could be
offered to someone else. A non-
attendance fee of £30 per half
day was imposed to encourage
this process. This process was
completed one week before the
vacation in December.

Refreshments were organ-
ised centrally and distributed to the campuses.

Feedback was required at the time of the session. Trainers
were given the forms in advance.

The feedback form questions are in Appendix B.
Outcomes b 

Interest was high in many of the courses, resulting in addi-
tional sessions where this was possible, but also in some staff
being disappointed in not getting places on the courses they
wanted. Staff took much more seriously the need to inform us if
they were unable to attend and though some staff did not attend
sessions (mainly through sick leave) only one person failed to
give any explanation.

Recommendations c
1. Overall, the system worked well and a number of interest-

ing topics was obtained by asking staff for additional sugges-
tions. This should be continued in the future. 

2. The process is very labour intensive and the possibility of
using technology to reduce the burden should be investigated.

The Sessions
Visits a

Because we are a large Service spread across London, the
opportunity to meet other colleagues and see different sorts of

zahteve rada u ILRS

Ovi ciqevi su prvobitno dogovoreni u 2002. Usled pove}anog
spajawa servisa dodat je jo{ jedan ciq:

- da se pove}a znawe i svest o ve{tinama i disciplinama
kojima vladaju razli~ite grupacije osobqa. 

U 2004. je bio period od tri nedeqe u kome je obuka
kadrova mogla da se odr`i. To je omogu}ilo da se pro{iri
izbor i pove}a broj ~asova. Da bi se prilagodili osobqu
koje se vra}alo sa produ`enog odsustva i omogu}ilo
osobqu da se pripremi za novi semestar, ve}ina kurseva je
odr`ana u sredwoj nedeqi. 

Organizacija

a Metod
Lista svih zahteva nastalih procewivawem (168 zahte-

va) grupisana je prema sli~nim temama. Ova lista (48 tema)
poslata je osobqu radi iskazivawa interesa. Osobqe je
tako|e moglo da pru`i dodatne ideje i neke su uvr{}ene u

zavr{nu listu. Rezultat konsultacija se nalazi u prilogu A.
Doneta je odluka da se ukqu~e predava~i izvan ILRS i za tu
namenu je odre|en buxet. Totalni buxet za ovaj period je bio
2000 GBP. Svaki predava~ (ili menaxer sajta koji se
pose}ivao) bio je zamoqen da napi{e kratak tekst o
sadr`aju kursa odnosno posete. To je bilo postavqeno na
mre`u da se vidi. Kopije rasporeda poslate su rukovodi-
ocima da podele svom osobqu. Zavr{ni dokument, vra}en od
rukovodilaca, sadr`avao je imena osobqa zainteresovanog
za odre|ene ~asove i da li su im zahtevi visokog ili niskog
prioriteta. 

Uneta su imena i skupne liste poslate e-po{tom svakom
uspe{nom polazniku i wihovim rukovodiocima. U~esnici su
zamoqeni da obaveste organizatora ukoliko ne budu u
mogu}nosti da prisustvuju tako da mesto mo`e da se ponudi
nekom drugom. Kazna od 30 GBP za neprisustvo je uvedena da
bi to sproveli. Ceo proces je zavr{en jednu nedequ pre
odmora u decembru. 

Posle ~asova tra`ila se povratna informacija.
Predava~i su dobili obrasce unapred. 

U prilogu B su navedena pitawa sa povratnog obrasca. 
b Rezultati

Interes je bio visok za mnoge kurseve, pa su dr`ani
dodatni ~asovi tamo gde je to bilo mogu}e ali je deo
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provision is always enjoyed by those
who attend. However, the generally
low numbers suggest that the role of
the visit as part of the induction
process, is still not implemented rig-
orously. The most popular visit was
the one to New Southgate, the new
location for university administrative
staff which is on a site with no stu-
dents. Staff were curious to see the
new kind of environment and glad of
the opportunity to visualise where
their colleagues to whom they most-

ly only ever speak on the phone are
working.

Recommendations 1
The Staff Development Group needs to consider whether

visits should continue to be part of induction and, if so, how the
process should be implemented.

Software training b 
This year the number and scope of sessions was greater

than ever, with significant numbers of staff from all services
attending.

Fewer staff showed interest in webCT (the Virtual Learning
Environment software) than in earlier years and it would be inter-
esting to know why. Is everyone now fully aware of it and what
it does or have staff lost interest because of the limited use to
which it is, in general, being put by academics in the university?

There were some criticisms of venue based on poor screen
visibility and loud extractor fans.

Presenters worked together to provide a seamless transition
between different levels of courses, demonstrating good, cross-
campus teamwork.

There were still some isolated examples of staff having vari-
able levels of skill attending the same course.

Recommendations 1 
Staff Development Group should consider how to address

the problems caused by variable skill levels for planning next
year's.

Courses conducted by non-ILRS staff c 

Non-university trainers 1
Unlike last year, the feedback on these courses was very

positive. Staff mentioned the benefit of spending a whole day
looking at topics in greater depth.

University trainers 2
In 2004 staff with particular knowledge relevant to ILRS staff

were asked to provide sessions which they did free of charge.
These included Health and Safety (hazards and risks), personal
development (CVs, interviews and PDPs) and the Global
Campus. It was hoped that the latter would give an example of
the university's most advanced use of webCT. In the event, it
was more related to the structure and the politics involved. As
such, it provided insight into university policy and had a separate,
but different value.

Recommendations 3
This wider look at staff needs was very successful and

should be repeated next year. A course on the pedagogic use of
webCT, how students work remotely and the relationship
between screen and learning is still required.

Others d
All well presented and well received, these courses also

demonstrate the breadth of experience within ILRS

osobqa bio razo~aran {to nije dobio mesta na kursevima
koje su `eleli. Osobqe je ozbiqno shvatilo potrebu da nas
informi{e u slu~aju nedolaska i mada neki nisu pri-
sustvovali ~asovima ( uglavnom usled bolesti) samo jedna
osoba nije dala nikakvo obja{wewe. 

v Predlozi
1. U celini, sistem je dobro radio i jedan broj intere-

santnih tema je prikupqen od osobqa koje je dalo dodatne
sugestije. Ovo treba nastaviti u budu}nosti. 

2. Ceo proces je radno veoma intenzivan i treba ispi-
tati mogu}nost kori{}ewa tehnologije za smawewe
optere}ewa. 

^asovi
a Posete

Po{to smo veliki servis ra{iren po celom Londonu,
mogu}nost da se sretnu druge kolege i vidi druga~iji na~ini
rada uvek rado koriste svi prisutni na kursevima.
Me|utim, wihov relativno mali broj sugeri{e da uloga
poseta kao dela obrazovnog procesa jo{ nije rigorozno
primewena. Najpopularnija poseta je bila ona za Wu
Soutgejt, novoj lokaciji za administrativno osobqe uni-
verziteta koja se nalazi na mestu gde nema studenata.
Osobqe je bilo radoznalo da vidi novo okru`ewe i bila
im je draga mogu}nost da vizualizuju gde to rade wihove
kolege sa kojima se samo telefonima ~uju. 

1. Preporuke
Grupa za razvoj kadrova treba da razmotri da li posete

mogu da ostanu deo obrazovnog procesa i ako mogu, kako taj
proces da se implementira. 

b Softverska obuka
Ove godine broj ~asova i wihov raspon bio je ve}i nego

ikada, sa prisustvom zna~ajnog broja zaposlenih iz svih
servisa. 

Mawi broj je pokazao zanimawe za webCT (softver za
u~ewe u virtuelnom okru`ewu) nego prethodnih godina i
bilo bi zanimqivo znati zbog ~ega. Da li svako razume
~emu slu`i i {ta radi ili je osobqe izgubilo interes zbog
ograni~ene primene, jer se, uglavnom, koristi od strane
profesora na univerzitetu. 

Bilo je kritika na ra~un kori{}enih lokacija, zbog
lo{e vidqivosti na ekranu i bu~nih ure|aja za
pre~i{}avawe vazduha. 

Predava~i su radili zajedno radi obezbe|ewa
neosetnog prelaza izme|u razli~itih nivoa kurseva,
pokazuju}i dobar i kroz sve kampuse uhodan timski rad. 

Bilo je jo{ uvek izolovanih primera osobqa sa
razli~itim nivoima dostignutih ve{tina da poha|aju isti
kurs. 

1. Preporuke
Grupa za razvoj kadrova treba da razmotri kako da

razre{i probleme koji nastaju sa razli~itim dostignutim
nivoima ve{tina kod planirawa naredne godine. 

c Kursevi koje je vodilo osobqa van ILRS-a

1. Predava~i van univerziteta
Za razliku od pro{le godine, povratna informacija o

ovim kursevima je bila veoma pozitivna. Osobqe je spomi-
walo korist kori{}ewa celog dana za podrobnije razma-
trawe izabranih tema. 

2. Univerzitetski predava~i
U 2004. osobqe sa posebnim znawima, relevantnim za

ILRS osobqe, zamoqeno je da organizuje ~asove {to su oni i
uradili i to besplatno. To su bili: Zdravqe i bezbednost
(hazardi i rizici), li~ni razvoj (CVs, intervjui, PDPs) i
Globalni kampus. Za posledwi smo se nadali da }e dati
primer najnaprednijeg univerzitetskog kori{}ewa webCT.
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Na kraju je to ipak bilo vi{e povezano sa strukturom i pri-
padaju}om politikom. Kao takav, on je pru`io uvid u uni-
verzitetsku politiku i imao je odre|enu, ali razli~itu,
vrednost. 

3. Preporuke
Ovaj {iri pogled na potrebe kadrova bio je veoma

uspe{an i treba ga ponoviti slede}e godine. Jo{ je potre-
ban kurs o pedago{kom kori{}ewu webCT-a, kako studenti
rade na daqinu i kakav je odnos izme|u ekrana i u~ewa.  

. 
d Drugo

Svi dobro prezentovani i primqeni, ovi kursevi
tako|e pokazuju {irinu iskustva unutar ILRS-a. 

U~esnici
Slede}a podela u~esnika je ura|ena:

Prisustvo po brojevima:
primqenih zahteva 430
uspe{nih zahteva 384
kurseva/poseta ponu|eno 40
povu~enih  prijava 44
nisu se pojavili (bez obja{wewa) 1

Prisustvo po servisima ( broj osobqa u slu`bi)
ACS 8(5)
administracija 7(3)
audio-vizuelno 53(23)    
bibliografski servisi 29(13)
ra~unarski 50(31)
jezi~ki centri 7(34)
biblioteka 225(117)
van ILRS 1

Prisustvo po kampusima:
Wu Soutgejt 44; Kat Hil 48; Enfild 45; Hendon 57;
Bolnice 31; Totenham 87; Trent Park 71

Zakqu~ak
Ogroman deo ovih kurseva dr`ali su zaposleni u ILRS

za svoje kolege i ILRS je zahvalan svakome ko je u~estvovao
i koristio svoje vreme za pripremu ovih ~asova.
Ovogodi{wi program je veoma dobro primqen i nadajmo se
da }e zadovoqiti neke od sada{wih potreba . Uslovi i
okru`ewe u kojem osobqe radi konstantno se me|utim mewa
i sadr`aj ne sme samo to da odra`ava ve} i da predvidi
budu}e potrebe. Samim tim, dok okvir ostaje va`e}i,
sadr`aj mora da se rigorozno uvek iznova ocewuje. Jedan od
glavnih ciqeva programa je pribli`avawe osobqa u
wihovom znawu i svesti jednih o drugima. Dok je prisustvo
i povratna informacija ohrabruju}a, jo{ uvek ima primera
da osobqe do`ivqava sebe odvojeno, bilo da pripada
akademskom ra~unskom centru, jezi~kom centru, biblioteci
ili mediateci. Da bi se ovo promenilo mora se koristiti
proces procewivawa radi reflektovawa izmewene prakse
i zahteva. 

Priznawa
Zahvalan sam Meg Kirk i grupi za razvoj kadrova kao i

podgrupi za me|usemestarski raspust za wihovu doku-
mentaciju iz koje sam pripremio ovaj izve{taj. 

Preveo Bogoqub Mazi}

Participants
The breakdown of participation was as follows: 

Attendance figures
Requests received 430
Requests successful 384
Courses/visits offered 40
Withdrawals 44
Did not turn up (no explanation) 1

Attendance by Service (number of staff in post)
ACS 8(5)
Admininstration 7(3)
Audio-Visual 53(23)
Bibliographical Services 29(13)
Computing 50(31)
Language Centres 7(34)
Library 225(117)
Non ILRS 1

Attendance by campus
New Southgate 44; Cat Hill 48; Enfield 45; Hendon 57; Health 
Campuses 31; Tottenham 87; Trent Park 71

Conclusion
The vast proportion of these courses was run by ILRS staff

for their colleagues and ILRS is indebted to everyone who par-
ticipated and used their time to prepare the sessions. This year's
programme was very well received by staff and, hopefully will
satisfy some of the needs at the current time. However, circum-
stances and the environment in which staff work are constantly
changing and the content must be seen not only to reflect this,
but to anticipate future needs. Thus, while the framework may
remain valid, the content must be re-assessed rigorously. One of
the main aims of the programme is to bring staff closer togeth-
er in their knowledge and awareness of each other. While atten-
dance and feedback is encouraging, there is still evidence that
many of staff continue to think in isolationist terms, either
belonging to Academic Computing, the Language Centre, the
Library or Media. . For this to change, the appraisal process must
be used to reflect changing practices and demands.
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Active directory 24
Aggressive students 14
Assertiveness training 09
Difficult users 10
Bidding for funds 06
Business planning 01
CD ISIS training 03
Copyright law 20
Cross cultural customer care 10 
Customer care 06 
CVs and interview techniques 24 
Desktop publishing - posters 20 
Director 10 
Disabled users - ILRS procedures 08
Disciplinary issues 04 
Dreamweaver - advanced 22 
Dreamweaver - beginners 25 
ECDL sessions 15 
Electronic resources 17 
Filming 12 
Final Cut Pro - advanced 13 
Final Cut Pro - beginners 12 
Helpdesks - how to provide a good service 13
iMovie 08 
Law resources 07 
Learning Support Fellowships 11 
MAC OSX 05
Management - how to manage a team 11 

Manual handling 00
Mentoring 14 
Metadata - current developments 14 
Outlook training 26 
PDPs how to use to best effect 04
Photoshop - advanced 10 
Photoshop - beginners 36 
Premiere - beginners 03 
Premiere - advanced 09 
Presentation skills 11 
Speaking with confidence 15 
Project management 09 
Statistics - management & usefulnes 10 
Teach - how to 06 
Train the trainer 05 
Video conferencing 04 
Visit - Health Campuses 10 
Cat Hill and MoDA 10 
Enfield 06 
Hendon 04 
New Southgate 15 
Tottenham 01 
Trent Park 08 
WebCT - file management 09 
WebCT - managing your course 08 
WebCT - overview 13 
WenCT - quizzes 08 
Wireless technology 14 
XP training 32

Other suggestions
Global campus
Writing in a clear style 
Getting things on the web 
Route A how to compile a Personal Development Review 
Work related stress 
Microsoft EXCEL 
Back problems 
Micorsoft Powerpoint
How to get the best out of staff consultations
Chocolate tasting
Studio video lighting

Appendix B
Data on staf evaluation form for Inter-Semester Sessions, January 2004

Name: Campus:
Post: Venue:
Course title:
Date:
REASON FOR ATTENDING - please tick
[ ] To acquire skills required for current job description
[ ] To build on existing skills
[ ] To acquire new skills to improve current service
[ ] Not related to job - personal interest/development

INFORMATION GAINED/NOT GAINED FROM THIS SESSION

EVALUATION OF THE PRESENTATION

COMMENTS ON FURTHER TRAINING WHICH MIGHT BUILD ON THIS SESSION

ANY OTHER COMMENTS

RATING OUT OF TEN

Appendix A
Intersemester break training

Course and numbers interested


