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Introduction
Welcome to the 2018/19 LEGION Care group Learning & Development Prospectus .

We arrange and deliver many high quality programmes to staff within LEGION care group as
well as market them to anyone within and outside the Trust.

In order to keep costs down we regularly review our speaker and venue options, trying to
source in-house speakers and NHS venues wherever possible, to ensure we are getting the
best possible value for money.

Brigitte Kaviani
Assistant Operation Director
LEGION Care group
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Course Types

G
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Enquire Here

General Courses

Clinical Sciences

Admin & Clerical

Leadership & Management

Radiology and Radiation Physics

Midwifery

For further information click on the “Enquire Here” icons or email
CourseEnquiries@sth.nhs.uk

3

Course List
Appraisal Training

G

Confidentiality Update

G

Developing your Presentation Skills

G

Emergency First Aid

G

Excel Beyond the Basics

G

Outlook Beyond the Basics

G

Managing your Career

G

Medical Terminology

G

Sleep Well, Work Well

G

Virtual Dementia Day

G

Audiology Calibration Course

CS

Audiometry Course

CS

From finding to fitting

CS

Receptionist/Contact Centre Training

AC

Successful Secretary

AC

Business Case Writing Skills

LM

Chairing and Participating Effectively

LM

Managing Difficult Conversations

LM

Financial Awareness

LM

How to work successfully with your secretary/PA

LM

Inquest and Court of Protection Training

LM

Managing Change

LM

Managing Priorities and Pressures

LM

6
6
7
7
8
8
9
10
10
11
12
12
13
13
14
14
15
15
16
16
17
17
18

4

Motivational Management

LM

Role of the investigating officer

LM

MRI IOFB Course for Radiographers

R

Radiation Protection Supervisors Course

R

Sheffield X-ray Interpretation (SXI) - Beginners

R

Sheffield X-ray Interpretation (SXI) - Advanced

R

Clincial Open Day

R

Succeeding at Interviews

R

NIPE Study Day

M

19
19
20
20
21
21
22
22
23

5

Appraisal Training

G

Appraisals are an important part of an employees working life and
this session will help the appraiser to understand what an appraisal is; look at what can go wrong; what the benefits and disadvantages of an appraisal are; how best to prepare for it; and what
paperwork is involved.

This course will ensure that the whole experience runs smoothly
for both the appraiser and the appraisee and in doing so, makes
the experience both enlightening and rewarding.

These are aimed at anyone who has been asked to carry out appraisals (new) or for those who would like to refresh their skills
(update).

Free to LEGION Staff
Unavailable for External Applicants

Enquire Here

Confidentiality Update

G

These are update sessions that last for 30 minutes and are delivered by our HR team

These sessions are for clerical staff within LEGION and Head &
Neck.

Free to LEGION Staff
Free to Head & Neck Staff
Unavailable for External Applicants

Enquire Here
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Presentation Skills

G

Presenting information clearly and effectively is a key skill to get
your message or opinion across. You may be required to present
as part of your job, for career advancement, to teach or simply to
build your CV.

This half day interactive course aimed to develop your skills and
confidence to enable you to deliver great presentations every
time.

It will cover such topics as: understanding what causes fear when
presenting: the different types of presenter; identifying what
makes good/effective presentation; and how to develop a range of
practical presentation skills.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here

Emergency First Aid at Work

G

This highly interactive full day course covers:





Roles and responsibilities of a first aider
Incident and casualty assessment including CPR
Recovery position and head to toe survey
Management of seizure, choking, shock, external injuries,
minor bleeding.

These are great skills to have and will equip you with the skills
and confidence to make sure you know what to do if a first aid
crisis happened both in and outside of work!

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Excel Beyond the Basics

G

This comprehensive one day event will look at a wide range of
features, functions and tricks to help you manage large and complex workloads, be more productive and save time.

A laptop computer is provided for each delegate attending on this
packed programme to try out the tips and techniques demonstrated. All delegates will receive Training Courseware to refer to during the course, together with a Course Attendance Certificate.

The content includes: absolute rows and columns; range names;
tables; sorting & filtering; pivot tables; and data validation.

This one day course is aimed at regular users of Excel.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here

Outlook Beyond the Basics

G

This is a half-day course which covers the commonly used features of Outlook to enable users to be able to manage their email
effectively, use contacts, book appointments and use the scheduler tools together with working with tasks.
Topics include: the Outlook Workplace; using contacts; using
Email; making Email work for you; using the calendar; managing
the calendar; and managing tasks.
For this course, no prior knowledge of Outlook is required.
A laptop computer is provided for each delegate attending on this
packed programme to try out the tips and techniques demonstrated.
All delegates will receive Training Courseware to refer to during
the course, together with a Course Attendance Certificate.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Managing your career

G

The workshop is interactive, practical and designed to focus on
providing participants with a framework to help you to think more
widely about how to manage your career, identifying your skills
and strengths, what motivates you and why and setting realistic
goals.
It will also provide hints and guidance about how to perform highly
during an interview and to manage your nerves.
It covers areas such as:








Reviewing your goals
Choosing an approach
Identifying your strengths & weaknesses
Setting a SMARTER goal
Creative exploring
Starting research
Reviewing your CV

It also includes practical techniques for successful interviewing
incorporating:

You don’t get a second chance to make a first impression

The art of answering questions

Managing your nerves & selling yourself.
This full-day course is for anyone who wants practical advice on
career planning and interview techniques.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Medical Terminology

G

This highly interactive one day course is aimed to update the
knowledge of support staff with the necessary Medical and Radiology Terminology used in the NHS.
The course includes ‘The skeletal system and organs of the body;
Body systems and Medical terminology to include word structures, common abbreviations, symbols, Acronyms, Eponyms and
plurals .

This course is aimed at all categories of staff to include administrative and clerical staff, healthcare assistants, nurse support
workers and hotel services staff who are either based in a hospital
setting or in the community.

Free to LEGION Staff
STH Staff—£65.00
External Applicants—£75.00

Enquire Here

Sleep Well, Work Well

G

Sleep has a direct impact on our performance and productivity,
this seminar will help people understand who they are as a sleeper and then help them make the right changes to their behaviours
and environment to get better sleep

Free to LEGION Staff
Unavailable for External Applicants

Enquire Here
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Virtual Dementia Day

G

The Virtual Dementia Tour was invented 20 years ago in America
by world renowned professional PK Beville.

The Tour is designed to give a person with a healthy brain an experience of what dementia might be like. By understanding dementia from the sufferers point of view, the day can show you
how to change your practice, reduce issues and help to improve
their lives.

Scary, intimidating, confusing and a feeling of vulnerability – this
day provides a 'must have' training experience for those who deal
with or know someone with dementia.

PLEASE NOTE: You are required to complete a health check
before taking part to assess your suitability.

LEGION Staff ONLY
FREE

Enquire Here
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Audiology Calibration Course

CS

Historically, the Sheffield “Calibration Course for Audiology”
formed part of the training requirements for the certificate of Audiological Competence (CAC) and was subsequently updated for
the HTS syllabus. The course recognises the need for all.
Clinical Scientists in Audiology to have a basic insight into the
calibration issues surrounding both the equipment and the room
environments found in Audiology. It is recognised that not all delegates attending the course will be involved in providing formal
calibration measurement services for their departments. Rather
they may need to have the appropriate knowledge to be able to
commission and interpret calibration work or to recognise potential pitfalls in their own work areas.
The main aims of the course are therefore to give delegates the
required understanding and practical skills in order to both carry
out calibration procedures themselves, and to lead or advise on
the audiometric calibration issues commonly experienced back in
their own departments.
This is a full 3 day course aimed at Clinical scientists in audiology.

Early Bird Fee—£450.00
After 1st October fee—£499.00

Enquire Here

Audiometry Course

CS

Historically, the Sheffield “Calibration Course for Audiology”
formed part of the training requirements for the certificate of Audiological Competence (CAC) and was subsequently updated for
the HTS syllabus. The course recognises the need for all.
Clinical Scientists in Audiology to have a basic insight into the
calibration issues surrounding both the equipment and the room
environments found in Audiology. It is recognised that not all delegates attending the course will be involved in providing formal
calibration measurement services for their departments. Rather
they may need to have the appropriate knowledge to be able to
commission and interpret calibration work or to recognise potential pitfalls in their own work areas.
The main aims of the course are therefore to give delegates the
required understanding and practical skills in order to both carry
out calibration procedures themselves, and to lead or advise on
the audiometric calibration issues commonly experienced back in
their own departments.

2 day course—£425.00
1 day course—£210.00

This is a full 3 day course aimed at Clinical scientists in audiology.
There are two courses running:


Enquire Here

A full 2 day course for beginners


A 1 day refresher course
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From Finding to Fitting

CS

This is a one day course and the contents include:









Syndromes associated with learning disabilities and hearing loss
Hearing Aid fitting for adults with learning Disabilities
Behaviour and hearing loss in people with communication
problems
Hearing Threshold and Speech Discrimination Assessment
for Adults with a
learning disability
Audiology and Autism
Legal Aspects of Health Care for Adults with Learning Disabilities
Care Pathways – Adults with Learning Disabilities to Audiology Services

It is aimed at all delegates with a background in audiology and
ophthalmics.

£120.00 Per Delegate

Enquire Here

Receptionist/Contact Centre

AC

A half day programme designed to contribute to the development
of a professional image presented by front of house staff in the
NHS.

The course content includes:







Develop knowledge and skills to enhance performance.
Understand how individuals contribute to the image of the
organisation.
Consider telephone and face to face communication for
maximum results.
Recognise the benefits of handling visitor/internal staff in an
assertive manner.
Commit to the importance of patient confidentiality.
Gain confidence in handling difficult situations and complaints
This course is aimed at receptionists and call centre staff either based in a hospital or in the community.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Successful Secretary

AC

A one day programme designed to contribute to the development
of a professional image of a secretary or personal assistant either
based in a hospital setting or in the community.

The course content will cover the following topics:








The role of the secretary and what makes the successful
secretary stand out from the rest.
How does the secretary contribute to the success of the
manager, understanding and negotiating expectations?
What pressures does the secretary face, how can we manage these pressures?
What happens when communication breaks down?
What are the barriers to effective communication?
Getting organised - what do you control?

Free to LEGION Staff
STH Staff—£65.00

Business Case Writing Skills

Non STH Staff—£75.00
LM

Enquire Here

The course is designed to be highly participative, combining
presentation and group discussion.
The workshop programme will cover:







The governance and assurance requirements by the Capital Investment Team
The types of business case and the content of each
The option appraisal process
The needs from a procurement perspective
The financial aspects of the business case
The requirements to proceed from business case to implementation

This is a practical half day workshop.
By the end of it you should be able to:





Understand the contents and governance requirements of a
business case at STH
Describe the different types of business case and the structure of each
List the main sections of any business case
Understand the needs in terms of the clinical, activity and
financial elements of business cases

How to develop the options available and appraise each
in terms of the benefits they achieve

Understand the procurement mechanisms that
may be required to develop the case

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Chairing & Participating

LM

Effectively
Lack of structure and over dominance of certain individuals
means that meetings overrun and are less productive than they
could be.
This workshop is to develop the skills of the participants in chairing meetings to ensure they manage the event to maximum effect.
Area to be covered include


Planning and preparation



Meeting goals and achieving action



Use of the agenda to achieve outcomes



Effectively working with the minute taker



Putting the message across assertively



Handling difficult attendees



The politics of meetings



Developing a structure to always achieve constructive outcomes

Managing Difficult Conversations

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here

LM

This interactive course will provide a mixture of activities, presentation work, planning & preparation for situations where you may
need to deal with a difficult conversation.
The programme will cover:


Planning and preparation required for a successful outcome
Vocabulary to use and avoid during the conversation
Effective communication styles
Maintaining your motivation with the process to avoid procrastination
The ideal environment
Record keeping







This half day workshop is part of the Creating Success series and
is aimed at those who need to deal with, for example,:



Return to work interviews
Performance reviews


Disciplinary matters

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Financial Awareness

LM

This is a half-day workshop.
It covers all aspects of budget and budgetary control in the NHS.
It is designed for budget holders at all levels and for those who
deputise for, or are likely to become budget holders for the future.
No prior knowledge is assumed.
Practical exercises are backed up by simple theory to ensure
comprehensive cover of the basics. No jargon is used, finance
jargon is explained!
An essential and practical introduction to the skills and knowledge
managers and clinicians need to benefit their patients and service
users by successful use of their budgets.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here

How to work successfully
with your secretary/PA

LM

A half day workshop designed to help you in getting the best out
of the working relationship between the manager/clinician and
their secretary/personal assistant.

The outcomes for the day include:






Gaining an understanding of what the expectations of both
parties are
Recognising what the image of the “team” is
Heightening awareness of the pressures and responsibilities in each role
Agreeing working standards for specific work activities
Committing to effective communication between the parties

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Inquest & Court of Protection

LM

This is a full-day course & covers two main areas.
The Court of Protection training will provide an overview on:







Role of the Court of Protection and the High Court in Serious Medical Treatment cases
Which cases should be taken to Court and when?
Court process and procedure: an overview
How might you be involved?
Guidance/ top tips on the management of Serious Medical
Treatment cases
Child protection/ care proceedings (the basics)

The Inquest training will provide an overview on:









What is the purpose of an inquest?
The theory v's the reality of inquests
The investigation process
Evidence and disclosure
Drafting witness statements
Giving evidence
Prevention of future deaths
Duty to refer to GMC/ NMC

Managing Change

Free to LEGION Staff
STH Staff—£65.00

Enquire Here
LM

This is a half-day workshop.
It covers the following:


Identifying typical changes we face at work.




The direct and indirect impact of change
The coping cycle denial, defence, adaptation, adjustment/
internalisation
Stakeholders - different views of the change
Introducing change








Methods to overcome the barriers to change
Communicating change in a positive way
Essential planning for successful implementation of change
Celebrating success – reaching the end point and laying old
ghosts to rest.

This workshop is aimed at those who have a responsibility for leading
and managing people through change at work.
It will offer leaders and managers insights on how to effectively motivate people through organisational change. It will give them with
skills and knowledge for managing and communicating change.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Managing Priorities &

LM

Pressures
Develop practical strategies for handling workload, pressures you face
and preventing pressure turning into stress.
A half day course aimed to help you organise yourself and workloads in
the most efficient way.
The objective of this programme is to:






Give a practical understanding of why time management is important.
Identify time management strengths and weaknesses
Develop ideas of how to manage time better
Generate ideas of how to manage others to get the best use of
time for the team
Identify the impact professionally and personally of not managing priorities effectively.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here
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Motivational Management

LM

This is a half-day workshop which helps people to:


understand the importance of motivation, including a review of underpinning motivational theories





commit to the application of motivational techniques
identify the benefits of being a motivational manager
develop a range of practical motivational techniques that
will benefit the manager, team and individuals.

It is interactive and exciting and will help all managers to get the
best out of their team.
The aim of this course is to explore management techniques to
positively motivate staff to achieve optimum output.

Free to LEGION Staff
STH Staff—£65.00
Non STH Staff—£75.00

Enquire Here

The Role of the Investigating
Officer

LM

A full day briefing, training and assessment session for all senior
managers within the Care Group in order to select and support
managers to carry out investigations when dealing with disciplinaries.

Free to LEGION Staff
Not available to external
applicants

Enquire Here
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MRI IOFB Course

R

This course aims to provide Radiographers with the knowledge to
request and interpret IOFB Radiographs prior to an MRI scan.

Topics include:








Applied Anatomy of the Orbit & Skull
Why and how do we screen metallic IOFBs prior to MRI?
The Sheffield Protocol and System ; Artefact or IOFB
IRMER guidelines for requesting and interpretation
IOFB Radiographic technique & evaluation for IOFB
An IOFB film review

This full day course is open to MRI Radiographers who wish to
progress into this specialist area.

1 day course—£150.00

Enquire Here

Radiation Protection

R

Supervisors Course
This course will present the changes arising from the new Ionising
Radiations Regulations which will be implemented in 2018. It will
also address requirements of patient protection and environmental protection regulations.
The morning session will cover the following topics:






The new Ionising Radiations Regulations
The new Ionising Radiations (Medical Exposure) Regulations
RPS roles and responsibilities
Risk Assessment
A scenario-based tutorial – “It shouldn’t happen to an RPS”

In the afternoon, the session will be split into two streams for
practical work – those specific to X-ray Radiology and those relating to Nuclear Medicine.

Free to MIMP Staff
STH Staff—£95.00
External Applicants—£110.00

Enquire Here
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Sheffield X-ray Interpretation
Course (SXI) - Beginners

R

This course is designed to help with the understanding of what
makes an image suitable for diagnosis and what is the best way
to interpret the radiograph successfully.
The day will cover:




APR covering pelvis, spine, upper & lower limb
How technique can affect interpretation
Tips on radiographic technique

This course is suitable for radiographers and students who are
looking to improve their red dot skills.

Free to MIMP Staff
External Applicants—£50.00

Enquire Here

Sheffield X-ray Interpretation
Course (SXI) - Advanced

R

This full-day course is designed for those who are interested in
developing their knowledge of interpreting images of the Musculoskeletal system beyond the Red Dot practice.

The day includes the following topics:





Pathologies affecting MSK system such as arthropathies,
bone tumours and metabolic bone disease
Infection and AVN.
Orthopaedic metal work and fracture healing

This course is suitable for radiographers who have been qualified
for a minimum of 18 months.

Free to MIMP Staff
External Applicants—£80.00

Enquire Here
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Radiography Clinical Open
Day

R

This course is for those people who are considering a career in
Diagnostic Radiography.
The day is designed to:


Offer you an understanding about Diagnostic Radiography



Give you a look at what happens behind closed doors - an
A to Z tour of this profession



Give you a student’s perspective of what to expect as an
undergraduate



Give you a chance to ask questions about all aspects of the
role and to prepare you for the interview



Give you a tour of the facilities so that you get a greater indepth understanding of a working department.

External Applicants—£5.00

Enquire Here

Succeeding at Radiography
Interviews

R

The course takes the delegate through the entire journey from choosing the right post, completing an application form to the interview experience.
It will provide a valuable insight into what to expect and will give the
student valuable tips so that they can optimise their chances of being
successful.
The course content covers the following:



Choosing the right job
Preparing for Employment





Making the most of NHS jobs
How managers shortlist
Preparing for the interviews





First impressions count – ‘your positive image’
Interview and assessment methods
What happens next?

This one day course is aimed at third year student radiographers to improve their job prospects and/or interview
skills.

Free to UG Student Radiographers

Enquire Here
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NIPE Study Day

M

This full-day course covers topics including: Heart Conditions;
Abnormalities of Genitalia; Examinations of the eyes; development dysplasia of the hips; cleft palates; and jaundice.

The day will be made up of presentations, simulations, discussions and case presentations.

A Study Day aimed at Midwives/ANNPs/Doctors and students.

Free to OGN Staff
Students—£40.00
External Applicants—£75.00

Enquire Here
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