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Whilst accessing the booking system please also take a moment to look at the other things available on our training pages:-
	Local Safeguarding Children’s Board (LSCB)


	Courses available, how to book and who can attend

	Qualifications and Credit Framework (QCF’s)

	Qualifications available, application form and link to detailed information on course content.

	Learning Resources


	Books, Training Materials, Practice Manuals, Government Legislation and Research Papers all available for loan

	Useful Links


	Care Council, CSSIW, NSPCC and much more

	Foster Carers
	Information for Foster Carers



N.B. - The courses are provided free of charge. A non-attendance/ cancellation fee of £40 per person for a full days training or £25 for a half day is charged for delegates who do not attend on the day of the course. 

How to find the system
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Social Care
Living We work with people in our community who need
support, care or protection.
Social Care
Adult Services We help:

« Children and their families
« Older people and adults/children with an ilness o disability
« People who need support to care for someone else

Children, Young People
and Families

Disability We will encourage you to be independent where possible, but will offer you

assistance where we agree it is needed.
Health Social Care,

Wellbeing We work with health, education, youth services, voluntary groups, housing
services and others.

Key Documents

Sodial Services The Council's Charter for Social Services

Complaints The Council's Charter for Social Services sets out a statement of purpose for the Social Services Directorate. It gives a clear
description of the nature of the support that people in the Vale, who are eligible for assistance, can expect from our staff.

Social Care T
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Social Care Training
Information on social care training courses available in the Vale of Glamorgan

* Social Care Workforce Development Partnership (SCWDP)
 Local Safeguarding Children’s Board (LSCB)

* Foster Carers

* Qualifications

* Leaming Resources

* Useful Links
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Useful Links.

Home > living > social care > social care_training > SCWDP

Social Care Workforce Development Partnership (SCWDP)

Our Social Care Workforce Development Partnership provides a comprehensive training and development programme. It
combines mandatory training with bespoke, specialised courses guided by the annual audit of the training needs of social
care providers and feedback within the Vale, who provide adult and children’s services.

The courses are provided free of charge. A non-attendance/ cancellation fee of £40 per person for a full days training or
£25 for a half day is charged for delegates who do not attend on the day of the course or who do not give 10 working
days notice, in writing, from the manager who made the original nomination.

Staff are expected to attend for the duration of the training. Those who do not complete the full course will not be issued
with a certificate.

e Training and development programme
e User quide





You will then be able to:-
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Vale of Glamorgan Social Care Training Centre

Browse the current training program, plan your training requirements and enroll members of staff to attend

courses.

view the training





Browse will list all of the courses, the venue, date, duration and availability. Use [image: image6.png]Next 20 PP



 to move forward through the list or select a Course Type or enter a Keyword and click Go to run a quick search for specific courses 
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For more details click [image: image8.png]


 

Click on Programme
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Sessions | [ Programme

This course will provide participants with the underpinning knowledge, understanding and skills required to reduce the fisk of musculoskeletal injuries caused by poor manual
handiing in the workplace.

Objectives

By the end of this course participants will;

Have an understanding of the principles of manual handiing in relation to inanimate load handling

Have been instructed and trained for the safe moving and handling of people.

Have been given the opportunityto practice, under supenvision, all relevant manoeuvres specificto their individual needs. This willinclude manoeuvres
specificto siting, standing and walking, bed mobili, lateral ransers and hoisting

ramme

s this is a pracical course, participants should ensure that they are wearing suitable loose clothing and appropriate footwear for handiing





Or the details of each Session, if it’s more than one day
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Booking a place on a course
To book your staff or yourself on to a course you must Login using your ID number and password.  You can still browse the courses as above but this time when you click on [image: image11.png]
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, select Proceed and you will get on-screen confirmation of the enrolment.  You will also receive the usual e-mail confirmation which can be forwarded or printed to pass onto the member of staff for their diary.  Any [image: image16.png]


  will need to be resolved, read the explanation then select Cancel.
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Starters/Leavers

To create a new member of staff, select Create a Person from the People menu 
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The message [image: image22.png]This Reference is already in use



 means that this person is already on our database having previously attended training or was created by a previous employer.  In this instance please contact us to have their training record reassigned to your organisation. Click Reset
NB: The National Insurance (NI) number will only be used to distinguish between individual training records.  Using the NI number will provide staff with a portable training record, if they move between organisations within the Vale of Glamorgan.  

Before you remove a member of staff, please check if they are booked to attend training in the future.  If so, either withdraw them or replace them with another member of staff.  This will avoid any cancellation charges. Then select Delete a Person from the People menu 
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Special requirements
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NB: You will get another email closer to the time of the course, to confirm that the course is going ahead and as a reminder. 
Cannot Attend/ Cancel a place   (N.B. - The courses are provided free of charge. A non-attendance/ cancellation fee of £40 per person for a full days training or £25 for a half day is charged for delegates who do not attend on the day of the course)
If circumstances change and the person booked can no longer attend please log back into the course to either 
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If you select Withdraw, an on-screen message and an e-mail will be sent to confirm the person has been withdrawn 
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If you select Replace 

[image: image31.png]X Close window






[image: image32.png]t Replacement Enrolle indows Internet Explorer =)

e

Replacement Enrollee boooxx R List Witson-Dickson, Chantalie i

m e





[image: image33.png]View © an stafr.

O approved

O waiting List O withdrawn

5 matching people found, 15 results displayed per page, Prev 0 Next 0

Sally-Ann
Laurence
Nicola

Chantalle

800000
EX0000K
Bk
90000
90000

aporo

Social Senices Training and Development
Social Senices Training and Development
Social Senices Training and Development
Social Senices Training and Development
‘Social Senvices Training and Development

O Pending O Mot Approved

 Enrol B witing List
 Enrol B witing List
 Enrol B waiting List
 enrol By witing List
v enrol B waiting List




What training have I booked?
To print or display a report of all training booked for your company or an individual, select People Reports from the Reports menu and click on Enrolment List
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Type in the company reference or the individual’s staff/Nl number or click List to select from those displayed.  
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Enter the start and end dates or use the calendar buttons to select the period you want the report to cover and then click Run Report.  
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Click Print if you need a copy for your records or to give to staff
What training have my staff attended?
To print or display a report of all training attended by your company or an individual, select People Reports from the Reports menu and click on Training History
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Type in the company reference or the individual’s staff/NI number or click List to select from those displayed
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Enter the start and end dates or use the calendar buttons to select the period you want the report to cover and then click Run Report.  
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Click Print if you need a copy for your records, inspections or to give to staff

How to record self study 

If you or a member of your staff attend a course not arranged by the Social Care Workforce Training and Development department or undertakes some self study and would like to record it on your/their training record 
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The self study record will now look like this
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You can Print a copy of this, if necessary, or to produce a report of all self study undertaken by your company, select People Reports from the Reports menu and click on Self Study Record
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Type in the company reference or click List to select from those displayed
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Enter the start and end dates or use the calendar buttons to select the period you want the report to cover and then click Run Report.  

Password 

To change your password, select the option from the Log Out menu. 
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Type in your New Password, Confirm it and then click Update 

If you forget your password, please request a reminder by e-mailing the training team mailbox – socialservicestrani@valeofglamorgan.gov.uk 

System Access - Access is given to organisations that provide a social care services within or for residents of the Vale of Glamorgan.   
My staff are not on my list – You can create new starters and remove leavers by following the information on page 6.  
Cannot find a course - Occasionally we run courses on specialist subjects or target specific teams/services.  These courses can only be viewed and booked when you are logged into the system but will not appear if using the Browse facility.

Course Full / Waiting Lists – If a course is full and you cannot find a place on an alternate date please add your member of staff to a waiting list for the most appropriate date.  Waiting lists are constantly reviewed in the two weeks before a course and if a place becomes available you will be contacted.  We also use the list to monitor demand and, where possible, will arrange extra courses.  Also see page 4 for how to add someone to a Waiting List.

On the Vale of Glamorgan Website hold your mouse pointer over the Living dropdown menu and select the option for Social Care








Social Care Training





Social Care Workforce Development


Partnership





Training and Development Programme





Login to book your staff on to a course





Register to request a login





Browse the training calendar which lists all the courses currently available





You will be able to select 


Enrol Delegate 








A list of your staff will be displayed. Click Enrol to book them individually onto a course 








OR





Waiting List if the course is already full.  


(The Manager will be contacted a few days beforehand, if a place becomes available)


 





If you Enrol a member of staff onto a course the system will check a few things first





Pre-Requisite check will advise if another course should have been attended prior to this booking i.e. attend Level1 before Level2.





Already Enrolled/ Over Enrolled the delegate has attended this course before or is already booked to attend in future.





Commitment Clash the delegate is already booked to attend a course on this date.








If the booking has been approved, the staff list will change to show that the member of staff is approved to attend training 








OR





Has been added to the Waiting List


(The Manager will be contacted a few days beforehand, if a place becomes available)








All boxes with * are mandatory.  





Please use the individual’s National Insurance (Nl) number for staff reference. 





Click the � in line with internal staff to remove the tick from the box.





Make a selection, using the dropdown 


options  � 

















Click on Create and then OK 

















Find the person you want to remove in the list displayed and click on 


Delete








The system will ask you to check that you have selected the correct person to be removed from your organisation.  If Yes, select Continue.  If Not, select Cancel





If your member of staff has any special requirements that we need to accommodate please select the option 








And follow the instructions








Select an option from the dropdown box.  Add any further information, if necessary, to the description or notes boxes.  Click update and the information will be stored for future reference.








Replace them with another member of staff. A list will be displayed, as before





Withdraw them so that the place can be offered to someone else





OR





Click List to display your staff 





Select the member of staff you now want to attend the course and click Enrol








An on-screen message and an e-mail will be sent as confirmation





If you forget who has enrolled onto a specific course or who is on the waiting list log back into the course and click one of the options 








Select 


Self Study from the Training menu





Find the person you want to update in the list displayed and click on 


Self Study 








To add a new record click �





Enter details of the self study.





Description/Title





Type (How did you study? Attended a 1 day course, read research papers, watched an educational film)





Date





Start and End Times





Scope (a detailed description of what was covered)





Click Update to save  





If you make a mistake or need to change something.  Click � to amend or �   to delete
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