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STAFF DEVELOPMENT

TRAINING OPPORTUNITIES

FAQ:  Where do I find more information on scheduled programmes, workshops or seminars? Look under Staff Development/Training Opportunities on the Main menu of the Interim MyPortal (http://intranet.tut.ac.za/tutportal/)
 (Under the Main Menu, select Sections/Departments, then click on Staff Development or Training Opportunities where all the scheduled courses and workshops are advertised.)
General Staff Development

Vision:  To be an Institute for the Continues Professional Development of staff in the TUT that develops & delivers research based programmes (accredited & non-accredited).

BOOKINGS:  Fax the F12 registration form with your details to (012) 318-5793 or e-mail us: britzsh@tut.ac.za or phone Henda Britz/Beryl du Toit at (012) 318-5431/4453.

Centre for Adult learning

	ABET (Adult Basic Education & Training is for learners on levels 1- 4 as well as staff members who want to upgrade their matric symbols) 
TIME: Mondays-Thursdays from 15:00-16:00 at Pretoria & Arcadia campusses.  Also starting on Soshanguve  & Ga-Rankuwa campusses before the end of 2004. 
	Contact: Paul Masina

masinapn@tut.ac.za 

Tel: (012) 318-5899

	First Aid Training – Level 1                     

DATES:  27-29 September (3 days)
TIME:  8:15-16:00

Venue:  Pretoria campus, Thupellong (4:151)
	Presented by NOSA

Bookings:

Phone Henda/Beryl at (012) 318-4453/5431

	Occupation Health & Safety Act 

DATE:  22 October 2004 from 8:15-16:00 at Pretoria campus, building 4 room 151 – Thupellong.


	Presented by Mr Cecil Naudé, NOSA

	Library Electronic Database (Research & Info)
Gives an overview of, and introduction to some of the electronic databases to which the Library and Information services subscribe.
	Contact person:

Elsa Stoffberg

stoffbergem@tut.ac.za
(012) 318-5045

	ITS (V12) TRAINING                       Venue: Building 4: G48
Dates on which session 1 & 2 will be presented:

8 Sept/ 22 Sept/ 6 Oct/ 20 Oct.

1A-Orientation (9:30-10:30)           

1B-Reports & printing (10:30-11:30)

1C- FAQ’s (11:30-12:30)

2-Progress report & predicate, class list, ext. (12:30-14:30)

3-Budget movements & reports (8 Sept/ 6 Oct. from 14:30)
	Bookings:

Phone Henda/Beryl at (012) 318-4453/5431 

	MIS System training every Tuesday at

Building 20:135, Rand campus from 9:00-11:00.

Cost:  Free
	Contact:  Thea Neethling at 012 318-5891.

	SOFTWARE TRAINING – presented by Charmaine Morris





Cost: R50 per staff member per day. 

(The R50.00 is not returned as it is used towards the maintenance of computers)
(Private people pay R150 p.p. per day) 

TIME:  8:30-15:00           

VENUE:  Pretoria campus, Thupellong (4:151).

Programme & Date:                                      
Computer, mouse and keyboard orientation – 19 Oct. 2004
Windows 2000:  21 October 2004
MS Word Level 1:  26 October 2004
MS Word Level 2 & 3:  27 & 28 October 2004
GroupWise:  1 November 2004

MS PowerPoint Levels 1 + 2: 2 & 3 November 2004
Internet:   8 November 2004

MS Excel Level 1:  9 November 2004
MS Excel Level 2:  10 November 2004

MS FrontPage:  24 & 25 Aug. or 16 & 17 November 2004
WebCT (for lecturers):  19 November 2004
ACCESS:  31 Aug. & 1 Sept. or 23 & 24 November 2004
Research Toolbox:  (Cost:  Free)

A Software package to support you e.g to write a research proposal, do a literature study, write a report, conference paper, and complete a business plan or CV.

A two-hour demonstration will empower you to use the programme in the comfort of your own study!

Date:  2 September 2004 from 08:30 –11:30 at Thupellong.


	Software Assessment 

In accordance with the TUT policy, all new staff members need to have their software skills assessed.  However, this assessment is open to any TUT staff member, should they be interested in finding out what their level of software skills are.  The following software is assessed:  Computer, keyboard and mouse orientation, Windows 2000, MS Word 2000, MS PowerPoint 2000, MS Excel 2000, GroupWise, Internet. 27 August 2004
from 9:00-11:00 

11 October 2004 

from 9:00-11:00 or 13:00-15:00

VENUE:  Pretoria campus, Thupellong 4:151, Chameleon lab.



	TESTING:  TUTSC

The testing dates for those people who are doing their TUTSC (Tshwane University of Technology Software Certificate) are as follows:
 

7 Oct. at 09:00-10:00 = Computer, keyboard and mouse orientation
7 October at 10:00-11:00 = Windows 2000
7 October at 11:30-12:30 = GroupWise
7 October at 13:00-14:00 = Internet
 8 October at 09:00-11:30 = MS Word 2000
8 October at 11:30-13:00 = MS PowerPoint 2000
8 October at 13:00-14:00 = MS Excel 2000
 
	(Please do not confuse this with the software assessment of new staff members.  These are two totally different things.  If you do not understand the difference please call charmaine Morris at x5448)

	DIVERSITY MANAGEMENT 
We are proud to announce a workshop for the Management of Diversity, designed by the well-known Linda Human & Associates and presented by a well-trained team.

OUTCOMES

People who attended the one-day workshop will be able to:

· Value the richness of our diverse workforce

· To be part of a progressive and positive workforce at TUT

· Deal with his/her own insecurities

· Realise the impact of his/her behaviour on others

· Practice new ways of thinking about people


· Function as a good citizen of SA 

· Be a good manager or supervisor in a diverse environment

· Transcend the boundary and become a leader

· Handle cultural differences as well as cultural similarities

· Become part of the solution in South Africa

· To develop practical diversity skills

· Understand the link between diversity and employment equity

· Treat people with dignity and respect

· Greet in another language and put smiles on peoples faces

· Feel confident in the company of a diverse group of people

· Work in a diverse environment

· Make better decisions in a diverse environment 

	Choose one of the following dates:

DATES:

5 October 2004 – sorry in Witbank

12 October 2004

19 October 2004

26 October 2004

TIME:

08:30-15:00

VENUE:

Pretoria campus, Thupellong (4:151)

Cost:  Free


MANAGEMENT & LEADERSHIP TRAINING AND DEVELOPMENT

	Short Course in Financial Management for non-financial managers

DATES:     (All dates must be attended)

30 August, 6, 13, 20 September from 13:00-16:00 at Pretoria campus, Thupellong (4:151).

Cost:    Free for Tshwane University of Technology Staff 

OUTCOMES: 

After completion of this programme you will be able to:

- Obtain budget directives and determine operational scope

- Compile a draft budget

- Finalise the budget
	Bookings:

Phone Henda/Beryl at (012) 318-4453/5431

	TARGETED SELECTION – 

(Selection of new staff members during interviews)
Cost:  R600 per file per department/division
	Contact:  Henda Britz at  (012) 318-4453/5431.

	CHANGE LEADERS Development

Duration:  2 days

Cost:  R100 p.p.

Dates available on request.  Phone Henda at 318-5431.
	Contact:  Henda Britz at  (012) 318-4453/5431.

	MANAGEMENT ASSESSMENT – Dr Pieter Britz
Duration:  5 days

DATES:  18-22 October 2004

Cost:  Free for managers
	Contact:  Henda Britz at  (012) 318-4453/5431.

	LEADERSHIP BREAKFAST SEMINARS 2004:

THE IMPORTANCE OF STRATEGIC COMMUNICATION 

IN MANAGEMENT
Communication is often ignored as a functional area of Management, but new trends in Corporate Governance maintain that strategic communication management is one of the most important areas of managing the reputation of companies and keeping the workforce informed.

Presenter:  Prof Ronel Rensburg, University of Pretoria

DATE:  22 October 2004 from 8:15 – 10:00 at Pretoria Campus, Denisburg.  

Cost:  Free


	Bookings:

Phone Henda/Beryl at (012) 318-4453/5431

	“Your EI:  The missing link of the leadership puzzle?”
This workshop will focus on the four abilities of emotional intelligence, and how it impacts on your effectiveness as leader regarding the following five practices of exemplary leaders as defined by Kouzes and Posner:

*Challenging the process, 

* Inspiring a shared vision; 

* Enabling others to act; 

* Modeling the way; and 

* Encouraging the heart.  

 

These five practices of leadership effectiveness will then be linked to an assessment of your own emotional intelligence
DATE: In-house per department  

Presenter:  Dr Tessie Herbst (318-5901)


	If you are supervising people and are interested to attend this workshop contact Henda Britz at 318-5431.

Both the MSCEIT as well as die Leadership Practices Inventory (LPI) must be completed beforehand.


CUSTOMISED TRAINING

Please contact the Bureau for General Staff Development (012 318-5431/2) should your department or an individual have any specific need.  Training will be provided on request, in homogenous groups, by relevant practitioners/consultants, at a venue and time of the clients’ choice.

We commit ourselves to not only living up to your expectations, but exceeding them.  To enable us to keep to this commitment, we ask that where possible, you kindly call us well in advance to ensure that we find the right answers to your needs or the experts to address them.

The following programmes are already developed:

· Strategic Planning And Alignment
· Mentorship

· 360° Leadership Assessment

· Facilitating Team Building And Strategic Planning Sessions

· Effective Conflict Management

· Coaching For Results

· The Seven Keys To Strategic Alignment

· Conflict Resolution

· Leading With Emotional Intelligence

· Leading A Complex Team

· Rational Thinking
· High Impact Presentation Skills

· Whole Brain Client Service

· Professional Etiquette

· Innovation And Creativity

· Interpersonal Effectiveness “Emotional Intelligence”

· Mastering The Art of Assertiveness

· Motivation

· Stress Management And Time Management

· Life Enrichment Towards Empowerment

· Labour Relations 

· Employment Equity training

· Employment Equity in the Higher Education environment
· Orientation programme for new staff 

· Assessors in the workplace – NQF level 5

Please have this F12 signed by a person with signing rights and fax it back to:      
Henda Britz, Fax 012 3185793  Tel:  012 3185431  Applicable for all campuses.
F12

	Aan/To:
Snr Financial Accountant

Financial Control

Building 21
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Van/From: 

_________________________


_________________________


_________________________


TRANSFER / CORRECTION OF FUNDS

The following transfer/correction of funds/expenditure of the cost centers and accounts given below are herewith requested:

	Debiteer/Debit
	Bedrag/Amount
	Krediteer/Credit

	Ent.
	Rek/Acc
	
	Ent.
	Rek/Acc
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This F12 serves as a registration form for a course:
Name/(s)

:
__________________________________________________

Job Title

:
__________________________________________________

Department

:
_________________________________Tel.______________

Course name

:
__________________________________________________

Date of course
:
__________________________________________________

Please take note:  A deposit of R50.00 is required to reserve your space.   
Should the cost indicate an amount other than free  (R50 deposit) then you should pay the amount indicated. When you arrive at the training, your F12 will be handed back to you and the training will be free.

WHAT HAPPENS IF YOU FAIL TO ARRIVE WITHOUT 2 DAYS’ PRIOR CANCELLATION

As planning is done around the no. of people booked on a course, it negatively impacts on planning, cost, materials, refreshments, etc. when people fail to arrive for courses without prior cancellation.

Thus the R50 deposit will be kept to cover costs.  A replacement may be sent in your place.
* As soon as we have received your F12 booking form, your booking will be confirmed.  
GOEDKEURING VIR DEBIET


GOEDKEURING VIR KREDIET

APPROVAL FOR DEBIT



APPROVAL FOR CREDIT
_____________________________

_____________________________

AUTHORISED SIGNATURE



AUTHORISED SIGNATURE

_____________________________

MJ LE GRANGE
AUTHORISED NAME



AUTHORISED NAME






     

Director:  Staff Development

DESIGNATION




DESIGNATION

DATE:________________________

DATE: ___________________
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