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ﬁgz Qt The Education Centre
IS\ - Education & Training Planner

GOVERNMENT OF
WESTERN AUSTRALIA

VISION

The Education Centre is committed to the principle of lifelong learning and development of
staff through planned learning in formal and informal settings. Staff are encouraged to
assess their own individual learning needs and interests, and take full advantage of the

opportunities offered.

OBJECTIVES

To promote and facilitate career, professional and personal development of all staff through

the provision of:

e Opportunities for staff to obtain the necessary knowledge, skills and attitudes to
effectively perform their role.
e Programs of continuing education that reflect the varying needs of the individual and the

organisation.

The Education Centre is committed to helping you to plan for your staff training needs.
Therefore, if this planner does not cover a training need that you have identified, or you

would like something delivered for a specific group of people, please let us know.

“RPH would like to acknowledge FHHS for the development of the Education Centre’s

Vision and Objectives.
Royal Perth Hospital’s Education Centre adopted the Vision and Objectives initially

developed by the staff at Fremantle Hospital and Health Service as we believe they

capture what we at RPH aspire to within the South Metropolitan Area Health Service.”
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t The Education Centre
-\ Education & Training Planner

GOVERNMENT OF
WESTERN AUSTRALIA

PARTICIPANT INFORMATION

Access to Services

e Selection of participants to education programs is conducted in a fair, ethical and
responsible manner. Education programs are filled on a “first come first served” basis so
get your application forms in early. However when allotting places on a course, priority
will be given first to Royal Perth Hospital staff, then SMAHS staff and External applicants
if course places are still available.

e Applications for courses are held until the closing date. Each applicant is assessed,
without favouritism, according to the specific entry criteria for that course.

e Offers are made to successful applicants until all available places are filled.

e Applicants who do not secure a place can be offered the opportunity to attend the next

scheduled course.

Attend your education session
e To assist in the smooth running of each program, please arrive at least 10 minutes prior
to advertised commencement (class lists to sign will be provided for accurate record of

participant attendance).

Learner Facilities

e The hospital offers comfortable training facilities.

e The room temperature of the venues cannot always be guaranteed. Participants should
dress for air-conditioned facilities, or ideally wear layered clothing that allows you to
adapt to the temperature.

e Where courses are held within the WASON Building morning and afternoon refreshments
with tea, coffee and biscuits are provided for all courses of a half day or more. Lunches
are the participants own arrangement, there are food outlets at the main part of the
Hospital (5 minute walk) or various Asian, Japanese and other assorted cafes within a 5

minute walk of the WASON venue.

Mobile phones and pagers:
As a courtesy to other participants and the facilitator, please turn off or select

silent/vibrate mode for mobile phones and pagers.
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REGISTRATION DETAILS

Registration and prior payment (if applicable) is required for all
courses.

1. Registration and Payment Process

Complete the Course Application Form

(Photocopy page 5 from this booklet or print a copy from Servio Online)

All WA Health employees must submit their form to their manager for approval, whether
they are attending in their own time or work time.

Also, if a Health Department area is paying for the applicant to attend, the manager
completes the “Course Payment Debit Advice Authorisation” section and forwards the form

to The Education Centre.

2. Send completed Course Application Form to The Education Centre
Ground Floor, WASON Building

Royal Perth Hospital

GPO Box X2213

PERTH WA 6847

A letter and/or email confirming your acceptance into the course will be forwarded to you
at least two weeks before the course commencement. If you do not receive this

confirmation, please contact The Education Centre immediately.

3. Pay for the course, if charges apply

Where charges apply, a receipt will also be forwarded to you.

Payment Methods

Payment can be made by cheque, money order or cash. EFTPOS or credit cards are not
available as methods of payment. Cheques and money orders should be made out to Royal
Perth Hospital. Payment must be attached to a completed course application form. We

reserve the right to reallocate places where payment has not been received.

Tax Invoices

If you require a tax invoice, please contact The Education Centre
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Pre-course material
Pre-course material, such as pre-reading will be sent to you if applicable after your

payment has been processed.

GST
All course fees are advertised with GST included.

Refunds
Fees are safe guarded in a trust account until attendance is completed. A substitute

participant may be sent if the originally booked person is unable to attend.

A full refund will be made if:
e The Education Centre cancels the program
e The Education Centre is notified in writing (can be email) more than 5 days prior to the

program commencement.

No refund is available for no-shows or cancellation on the day of the program.

For additional information please contact the department on:

Telephone: (08) 9224 2353 (Corporate Education, Computing and Induction)
(08) 9224 2498 (Nursing Education)

Fax: (08) 9224 2255 (Corporate Education) or (08) 9224 1958 (Nursing Education)

Office Hours: Monday to Friday - 8:00am to 4:30pm
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@” Government of Western Australia Royal Perth Hospital
Department of Health The EDUCATION CENTRE

, : , COURSE APPLICATION FORM
/W South Metropolitan Area Health Service ABN: 13 993 250 709

APPLICANT DETAILS - Please print all details clearly

Family Name: Employee Payroll Number:

Given Name: Preferred Name:
(this is the name as will be seen on your certificate)

Home Address:

Post Code:
Phone Home: Mobile: Work:
Email: Pager:
Position: Department:
Work Location:
Please Tick
|:| South Metropolitan Health Service |:| Other Metropolitan Health Service
|:| Other Employer - Please Specify:
Other Employer’s Address:
Post Code:

COURSE DETAILS (please write clearly the name and date of the course)

Title:
Date/s: Time: Cost:
Payee Responsible (if applicable): |:| Self |:| Employer

Notification confirming acceptance and/or a Remittance Advice will be forwarded to you within 10 days of the
closing date. Pre-course material, if applicable, will be forwarded after payment has been received.

One week’s notice of cancellation is required to receive a refund.

MANAGER APPROVAL (Details of Manager approval & journal transfer must be completed as
applicable or the form will be returned to the applicant )

Name: Position:
HE Number: Date:
Phone: Signature:

Registration form forwarded to The Education Centre Y / N (This is the employee’s responsibility)

COURSE PAYMENT DEBIT ADVICE AUTHORISATION (Manager use only)

(Only complete this section if a fee applies and the Health Service is funding this application)

Amount Entity Number Cost Centre Account Fund

Cost Centre Approving Officer’s Name:

Signature: Date:

Completed forms must be received by course closing date via fax or mail to: Fax: 9224 2255
The Education Centre

Ground Floor, WASON Building

Royal Perth Hospital

GPO Box X2213 PERTH WA 6847
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THE EDUCATION CENTRE MAP - Wellington Street Campus

Mclver

Moore Street Moore Street

The Education Centre | :
Lecture theatres and
training rooms
(W.A.S.O.N. Building)

St John Blood

LG Bruce Hunt Lecture'

Theatre Level 2
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Brian Vivian
Seminar Room Level 4 :

Robin Miller Dicks
Seminar Room

- | J
Goderich Street

Murray Street

Public Transport:

@
(2 Nort Hoc

:Y South Bk

Call the Public Transport Authority Information Line for Bus, Cat or Train details on

13 62 13. The Yellow Cat stops outside the WASON Building.

Parking:

There is no onsite parking available. There is metered parking in the surrounding streets as

well as a City of Perth Goderich Street car park which is a three minute walk from the

building.
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THE EDUCATION CENTRE MAP - Shenton Park Campus
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THE EDUCATION CENTRE
ROYAL PERTH HOSPITAL

2010 MONTHLY HOSPITAL
INDUCTION PROGRAMS




GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Description:

Content:

Dates:

Time:

Venue:

Booking:

Closing Date:

Enquiries:

The Induction program is designed to provide a planned introduction to the
organisation for new and returning staff to ensure statutory obligations are
met. Attendance at the hospital induction program is mandatory for:

e All new RPH employees

o All returning RPH employees who have not worked at the health service

for more than 1 year
Employees must attend Induction within six weeks of commencing
employment at RPH

e Welcome to RPH by Executive Director

e Human Resources including Superannuation overview

e Occupational Safety & Health

e Workplace Bullying

e Infection Prevention Principles

e Back Safe Awareness

¢ Union representatives LHMU / HSU

e (See Orientation MOAT - page 10)

Monday 18 January 2010 Monday 19 July 2010
Monday 8 February 2010 Monday 16 August 2010
Monday 8 March 2010 Monday 13 September 2010
Monday 19 April 2010 Monday 11 October 2010
Monday 17 May 2010 Monday 15 November 2010
Monday 14 June 2010 Monday 13 December 2010

7:50am prompt start (Monday)
Programs are available on I:/Mandatory Training/Monthly Hospital Induction
for program content and finishing times

Bruce Hunt Lecture Theatre, Level 2 South Block
(Just inside main entrance off Wellington Street)

Heads of Departments book all new and returning employees into Monthly
Hospital Induction via |: drive / Mandatory Training/Monthly Hospital
Induction

All new employees must be booked onto the class list via the I: drive by
12 noon the Wednesday before the Induction date

Training Support Officer, The Education Centre Ext 42353
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Description:

Content:

Dates:

Time:

Venue:

Bookings:

Closing Date:

Enquiries:

The Induction program is designed to provide a planned introduction to the
organisation for new and returning staff to ensure statutory obligations are
met. Attendance at the hospital induction program is mandatory for:

e All new RPH nursing employees

o All returning RPH employees who have not worked at the health service

for more than 1 year
Employees must attend Induction within six weeks of commencing
employment at RPH

Welcome to RPH by Executive Director and Director of Nursing
Human Resources including Superannuation presentation
Occupational Safety & Health

Infection Prevention Principles

Safe Handling

Resuscitation

Performance Agreement Process

Pastoral Care

Documentation

(See Orientation MOAT - page 10)

Union representatives ANF and EN Association

18 & 19 January 2010 (New Grad)
8 & 9 February 2010

8 & 9 March 2010

19 & 20 April 2010

17 & 18 May 2010

14 & 15 June 2010

7:50am prompt start (Monday)
8:00am prompt start (Tuesday)

19 & 20 July 2010 (New Grad)
16 & 17 August 2010

13 & 14 September 2010

11 & 12 October 2010

15 & 16 November 2010

13 & 14 December 2010

Bruce Hunt Lecture Theatre, Level 2 South Block
(just inside main entrance off Wellington Street)

Nurse Managers book all new and returning employees into Monthly Hospital
Induction via |: drive / Mandatory Training / Monthly Hospital Induction

All new employees must be booked onto the class list via the |: drive by
12 noon the Wednesday before the Induction date

Training Support Officer, The Education Centre Ext 42353
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Description:

Content:

Pre Requisite

Recommended
for:

Dates:

Time:
Venue:

Bookings:

Enquiries:

Mandatory course for all new staff with regular direct patient / visitor contact.
Attendance required following attendance on (and during week of) the RPH
Induction Program. This one day course covers the theoretical aspects of the
prevention/management and follow up of aggressive incidents and covers the
practical skills of breakaway

e Introduction to the MOAT Team e Escalation phase and
e Participants experience communication skills
¢ Defining workplace aggression e Crisis phase and emergency
e Overview of workplace Bullying procedures
e Legislation, policies/procedures e Recovery phase
e Consequences e Post incident depression/support
e Sliding scale - identifying and follow up
aggressive behaviours e Safety instructions
e Assault cycle and Triggers e Practical breakaway skills

The pre course information letter provides advice on suitable clothing and
footwear, safety and the process to follow if there are any concerns re fitness
to participate in the practical content of the course.

Mandatory for all new staff with direct patient/visitor care to attend before
you can be signed off as completing Hospital Orientation. (Existing staff with
direct patient/visitor contact who have not yet attended can also book onto
the dates as detailed below)

Please note that all Management of
Aggression training is undergoing a
comprehensive review and course
content, timings and staff targeted
are subject to change from April
onwards

Jan - 21, 22, 25, 27, 28, 29
Feb - 10, 11, 12,
Mar -9, 10, 11

Bold dates = reserved for Ortho and
Rehab.

Underlined = reserved for Surgical Any changes will be clearly relayed

to RPH Staff and Managers

8:30am to 3:30pm (one day)

MOAT Training Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Nursing Managers book all new and returning employees into MOAT orientation
via I: drive / Mandatory Training / Orientation MOAT

Staff Development Educator Ext 42047 or 43907, Page 3430
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THE EDUCATION CENTRE
ROYAL PERTH HOSPITAL

MANDATORY TRAINING PROGRAMS

e MANAGEMENT OF AGGRESSION
e SAFE HANDLING
e ANNUAL COMPETENCY EDUCATION




The Education Centre
Education & Training Planner

GOVERNMENT OF
WESTERN AUSTRALIA

Management of Aggression Refresher Course
Practical Skills Component — 2.5 hours
(MOAT Refresher - Module 1A)

Mandatory annual refresher course for all staff with regular patient/visitor contact.
The refresher consists of two components: -

Description: 1. An e-learning resource updating the theoretical aspects
2. A classroom based practical skills component
E-learning
e Defining workplace aggression
e Legislation, policies/procedures Practical Skills Component
e Sliding scale - identifying aggressive e  Communication and verbal
. behaviours, Assault Cycle and Triggers . .
Content: de-escalation skills

e Escalation phase & communication « safety instructions
e Crisis phase & emergency procedures « Practical breakaway skills
e Recovery phase
e Post incident depression / support & follow
up

o All staff attending the MOAT Refresher MUST have attended the one day MOAT
(page 10) or subsequent MOAT Refresher within the two years prior; and

Pre-requisite: o Have completed the e-learning resource in the 12 weeks prior to attending the
practical skills component

o Read the pre course information letter for clothing, footwear and safety issues

Recommended Mandatory annual attendance for all staff with regular direct patient/visitor contact
for: following attendance on the one day MOAT
Please note that all Management
Jan - 13 (am/pm), 20 (am/pm) of Aggression training is
Feb-1, 3, 4, 8, 9, 15, 16, 17 (am/pm) undergoing a comprehensive
Dates: Mar - 2, 3 (am/pm), 5, 8, 15 (am/pm), 16, 17, | review and course content,
’ 18, 22, 23, 24, 25, 29, 30, 31 timings and staff targeted are
subject to change from April
Bold = SPC Venue Underlined = Crit Care | onwards
Red = Non Nursing Blue = PSS Any changes will be clearly
relayed to RPH Staff and Managers

Duration is 2.5 hours
(Please check course booking forms for specific timings)

MOAT Training Room, Ruth Reid Clinical Skills Education Centre

Time / Duration:

Venue: WASON Building, Corner of Wellington Street and Hill Street, Perth

Bookinas: Participant names can be entered onto course class lists up to the day prior to
gs- course commencement via |: drive/Mandatory Training/MOAT Refresher

Enquiries: Staff Development Educator Ext 42047 or 43907, Page 3430
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Behavioural Emergency Response Team (BERT) Training
(Management of Aggression Training Module 2)

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Enquiries:

Mandatory for all staff working in the identified high risk areas as detailed
below following attendance on the one day MOAT or subsequent MOAT
Refreshers. This course covers the theoretical aspects and physical skills of
restraint to enable staff to respond as part of a Behavioural Emergency
Response Team

e Legal and ethical issues e Level 1 techniques
e Risk Assessment o Level 2 techniques
e Communication e Level 3 techniques
e Positional asphyxia e Standing / Seated / Bed & trolley
e Recap on breakaway skills using restraint
inward rotation ¢ Two, three & four person team

To attend the BERT course - all participants MUST have attended the one day
MOAT or subsequent MOAT Refresher within the previous two years (pages 10
and 11).

The pre course information letter provides advice on suitable clothing and
footwear, safety and the process to follow if there are any concerns re
fitness to participate in practical content of the course.

Shenton Park Campus

Ward 1

Ward XI

After hours Nurses and PCA’s
Anaesthesia (Pain Clinic)
Patrol Officers

Wellington Street Campus
Emergency Department
ICMH & ICMH Psych Liaison
ICMH Consultation Liaison
Ward 2K

18 & 19 February 2010 (attendance required on both days)

8:30am to 3:30pm (both days)

MOAT Training Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Participant names can be entered onto course class lists up to the day prior
to course commencement via I: drive / Mandatory Training / BERT

Staff Development Educator Ext 42047 or 43907, Page 3430

Please note that all management of aggression training is undergoing a comprehensive review and
course content, timings and staff targeted are subject to change from April onwards. Any changes
will be clearly relayed to RPH Staff and Managers
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Behavioural Emergency Response Team Refresher Training
Management of Aggression Module 2A (BERT Refresher)

Description:

Content:

Pre-requisite:

Recommended
for:

Dates:

Time / Duration:

Venue:

Bookings:

Enquiries:

Mandatory annual refresher course for those staff working in the identified high risk
work areas as detailed below following attendance on the two day BERT. This course
incorporates the information provided in the MOAT Refresher as described in page 11
and updates the theoretical and practical aspects of the two day BERT course.

Level One techniques

Level Two techniques

Level Three techniques
Standing/Seated/Bed & Trolley
Restraint

e Two, Three & Four person teams

Refresh and Update on:
Legal and ethical issues
Risk assessment
Positional asphyxia
Communication

To attend the BERT Refresher, staff MUST have attended the two day BERT or
subsequent BERT Refresher within the two years prior.

The pre course information letter provides advice on suitable clothing and footwear,
safety and the process to follow if there are any concerns re fitness to participate in
practical content of the course.

Shenton Park Campus

Ward 1

Ward Xl

After hours Nurses and PCA’s
Anaesthesia (Pain Clinic)
Patrol Officers

Wellington Street Campus
Emergency Department
ICMH & ICMH Psych Liaison
ICMH Consultation Liaison
Ward 2K

February - 2
March - 4, 19, 26

8:30am to 3:30pm (one day)

MOAT Training Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Participant names can be entered onto course class lists up to the day prior to course
commencement via I: drive / Mandatory Training / BERT Refresher

Staff Development Educator Ext 42047 or 43907, Page 3430

Please note that all management of aggression training is undergoing a comprehensive review and
course content, timings and staff targeted are subject to change from April onwards. Any changes will
be clearly relayed to RPH Staff and Managers
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GOVERNMENT OF

WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Patient Support Services Introduction — Ward Based Staff

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Please Note:

Enquiries:

Mandatory course for new Patient Support Services Staff who are required to
work in ward areas and interact with patients i.e. Patient Care Assistants
and Orderlies. The session covers Introduction to Safe Handling (theory and
practical) and a Ward Based Infection Management presentation

Use of other equipment i.e. beds
Stretcher to bed transfers
Assisted walking

Fire evacuation

Log rolling a patient
Using slide sheets
Stand transfers
Using the hoist

Not applicable

Mandatory for all new Patient Care Assistants and Orderlies

Wed 20 January 2010 Wed 21 July 2010

Wed 10 February 2010 Wed 18 August 2010
Wed 10 March 2010 Wed 15 September 2010
Wed 21 April 2010 Wed 13 October 2010
Wed 19 May 2010 Wed 17 November 2010
Wed 16 June 2010 Wed 15 December 2010

8.30 am to 3.30pm (One Day)

Clinical Skills Seminar Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Participant names can be entered onto course class lists up to the day prior
to course commencement via
I: drive / Mandatory Training / Corporate Upskill Sessions

This day incorporates a practical Safe Handling component; you are required
to wear trousers and flat closed in shoes. If appropriate clothing and
footwear are not worn you will be required to leave the session and be re-
booked to attend on another date

Training Officer, The Education Centre Ext 43005 or Ext 43849
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Patient Support Services Introduction — Cleaning Staff

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Please Note:

Enquiries:

Mandatory course for new Corporate Staff who are required to clean,
incorporating moving objects. The session covers Introduction to Safe
Handling (theory and practical) and a cleaning based Infection Management
presentation

e Floor mopping techniques e Lifting boxes/objects
e High and low dusting e Moving furniture
e Pushing cleaning trolleys

Not applicable

Mandatory for all new Cleaning Staff

Wed 20 January 2010 Wed 21 July 2010

Wed 10 February 2010 Wed 18 August 2010
Wed 10 March 2010 Wed 15 September 2010
Wed 21 April 2010 Wed 13 October 2010
Wed 19 May 2010 Wed 17 November 2010
Wed 16 June 2010 Wed 15 December 2010

8.30 am to 12.30 noon (half day)

Clinical Skills Seminar Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Participant names can be entered onto course class lists up to the day prior
to course commencement via
I: drive / Mandatory Training / Corporate Upskill Sessions

This day incorporates a practical Safe Handling component; you are required
to wear trousers and flat closed in shoes. If appropriate clothing and
footwear are not worn you will be required to leave the session and be re-
booked to attend on another date

Training Officer, The Education Centre Ext 43005 or Ext 43849
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General Loads — Corporate Staff

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Please Note:

Enquiries:

Mandatory course for Corporate Staff who are required to move or stack
objects i.e. Stores, Supply, Linen Room, Pharmacy, Engineering and other
general support staff. The session covers Safe Handling (theory and
practical) and an Emergency Procedures presentation

e Lifting boxes/objects
e Moving furniture
e Pushing Trolleys

Not applicable

Mandatory for all Stores, Supply, Linen Room, Pharmacy, Engineering and
other general support staff.

Jan - 28 (am)

Feb - 11 (pm), 16 (am)
Mar - 17 (pm), 24 (am)
Apr - 8 (am), 22 (am)
May - 10 (pm)

June -1 (am), 17 (pm)

July - 5 (am), 23 (am)
Aug - 4 (pm), 26 (am)
Sep -1 (pm), 22 (am)
Oct -5 (pm), 18 (am)
Nov - 8 (pm), 23 (am)
Dec - 7 (pm)

AM Sessions - 8:30am to 11:30am (half day)
PM Sessions - 12:30pm to 3:30pm (half day)

Clinical Skills Seminar Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Participant names can be entered onto course class lists up to the day prior
to course commencement via
I: drive / Mandatory Training / Corporate Upskill Sessions

This day incorporates a practical Safe Handling component; you are required
to wear trousers and flat closed in shoes. If appropriate clothing and
footwear are not worn you will be required to leave the session and be re-
booked to attend on another date

Training Officer, The Education Centre Ext 43005 or Ext 43849
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

General Loads — Cleaning Staff

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Please Note:

Enquiries:

Mandatory course for Housekeeping Staff who are required to clean,
incorporating moving objects. The session covers Safe Handling (theory and
practical), Cleaning based Infection Management presentation and an
Emergency Procedures presentation

e Lifting boxes/objects e Floor mopping techniques
e Pushing trolleys e High and low dusting
e Chemical Awareness ¢ Cleaning procedures

Not applicable

Mandatory for all Cleaners

June - 9 (am)
gzg - gé ((22)) July - 2 (am), 13 (pm), 27 (am)
Mar - 2 (pm) Aug - 2 (pm), 24 (am)
Apr - 6 (pm) Sept - 3 (am), 6 (pm), 28 (am)
o 27"( - Oct - 14 (pm)
y P Nov - 11 (am), 29 (pm)
SPC Cleaning Staff Only: Dec - 10 (am)
Feb: 24 (2pm -6pm)
Mar: 11 (2pm - 6pm)

AM Sessions - 8:30am to 12:30pm (half day)
PM Sessions - 12:30pm to 4:30pm (half day)

Clinical Skills Seminar Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Participant names can be entered onto course class lists up to the day prior
to course commencement via
I: drive / Mandatory Training / Corporate Upskill Sessions

This day incorporates a practical Safe Handling component; you are required
to wear trousers and flat closed in shoes. If appropriate clothing and
footwear are not worn you will be required to leave the session and be re-
booked to attend on another date

Training Officer, The Education Centre Ext 43005 or Ext 43849
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WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Patient Handling — Allied Health and Corporate Staff

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Please Note:

Enquiries:

Mandatory course for Corporate Staff who are required to work with patients
i.e. Allied Health and Technical Staff. The session covers Safe Handling
(theory and practical)

Stand transfers

Assist walking

Supporting limbs

General Loads i.e. boxes, bags etc

Not applicable

Mandatory for all Allied Health and Technical Staff who are required to work
with patients

Feb - 15 (pm) Aug - 23 (am)

Mar - 22 (am) Sept - 21 (am)

Apr - 14 (pm) Oct - 27 (am)

May - 12 (am), 25 (pm) Nov - 2 (pm), 19 (am)
June - 11 (am), 30 (am) Dec -1 ( m)’

July - 9 (pm) i

AM Sessions - 8:30am to 11:00am (2.5 hours)
PM Sessions - 12:30pm to 3:00pm (2.5 hours)

Clinical Skills Seminar Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Participant names can be entered onto course class lists up to the day prior
to course commencement via
I: drive / Mandatory Training / Corporate Upskill Sessions

This day incorporates a practical Safe Handling component; you are required
to wear trousers and flat closed in shoes. If appropriate clothing and
footwear are not worn you will be required to leave the session and be re-
booked to attend on another date

Training Officer, The Education Centre Ext 43005 or Ext 43849
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WESTERN AUSTRALIA

Patient Handling — Ward Based Staff

Mandatory course for Corporate Staff who are required to work in ward
areas and interact with patients’ i.e. Patient Care Assistants and Orderlies
Description: and Transport Officers. The session covers Safe Handling (theory and
practical), Ward Based Infection Management presentation and an
Emergency Procedures presentation

e Using slide sheets e Stretcher to bed transfers
Content: e Stand Transfers e Assisted walking
e Using the Hoist e Fire Evacuation
Recommended for: Mandatory for all Patient Care Assistants, Orderlies and Transport Officers
Jan - 22, 25 July -1, 6, 14, 26
Feb- 1,4, 12,22 Aug - 3,5, 9, 25, 31
Dates: Mar - 3, 16, 23, 26 Sep-7, 23,29
’ Apr-1,7, 15,27 Oct -7, 15, 22, 26
May - 3, 5, 11, 26 Nov -1, 3, 12, 22
June -4, 10, 21, 23 Dec-6, 9

8:30am to 3:30pm - Patient Care Assistants
Time: 8:30am to 2:30pm - Orderlies
8:30am to 2:00pm - Transport Officers

Clinical Skills Seminar Room, Ruth Reid Clinical Skills Education Centre

Venue: WASON Building, Corner of Wellington Street and Hill Street, Perth

Participant names can be entered onto course class lists up to the day prior
Bookings: to course commencement via
I: drive / Mandatory Training / Corporate Upskill Sessions

This day incorporates a practical Safe Handling component; you are required
to wear trousers and flat closed in shoes. If appropriate clothing and

Please Note: footwear are not worn you will be required to leave the session and be re-
booked to attend on another date
Enquiries: Training Officer, The Education Centre Ext 43005 or Ext 43849
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WESTERN AUSTRALIA
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Education & Training Planner

Patient Handling — Imaging Services Staff

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Please Note:

Enquiries:

Mandatory course for Imaging Services Staff who are directly involved in
patient handling but not ward based i.e. Medical Imaging Technologists, X-
ray Assistants and Nuclear Medicine Technologists etc. The session covers
Safe Handling (theory and practical)

Use of slide sheets

Stand transfers

Use of hoist

Stretcher to procedure table transfers

Not applicable

Mandatory for all Medical Imaging Technologists, X-ray Assistants and
Nuclear Medicine Technologists

Tuesday 2 February 2010 Wednesday 11 August 2010
Tuesday 9 March 2010 Thursday 2 September 2010
Tuesday 13 April 2010 Thursday 30 September 2010
Thursday 6 May 2010 Wednesday 20 October 2010
Wednesday 2 June 2010 Tuesday 9 November 2010
Thursday 8 July 2010 Thursday 2 December 2010

2:00pm to 3:30pm (1.5 hours)

Tutorial Room 1, Imaging Services Department Level 3 North Block

Participant names can be entered onto course class lists up to the day prior
to course commencement via
I: drive / Mandatory Training / Corporate Upskill Sessions

This day incorporates a practical Safe Handling component; you are required
to wear trousers and flat closed in shoes. If appropriate clothing and
footwear are not worn you will be required to leave the session and be re-
booked to attend on another date

Training Officer, The Education Centre Ext 43005 or Ext 43849
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Train the Trainer - Manual Handling Course

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Assessment:

Cost:

Enquiries:

This competency based training course is designed to develop you as a
trainer of manual handling at RPH

e Adult learning principles e Relevant legislation
e Learning styles e Anatomy & physiology related to
e Principles of manual handling manual handling

Not applicable

Staff Development Nurses / Allied Health staff who train manual handling in
their workplace

Thursday 25 March 2010
Friday 14 May 2010
Thursday 24 June 2010
Wednesday 11 August 2010

8:00am to 4:00pm (one day)

Clinical Skills Seminar Room, Ruth Reid Clinical Skills Education Centre
WASON Building, Corner of Wellington Street and Hill Street, Perth

Six weeks prior to course commencement
(pre-course reading will be issued 4 weeks prior to course commencement)

This course comprises 3 parts. Part A is the pre-reading and self directed
learning package. Part B is participation in the full day course and >90% in
the written test. Part C is the demonstration of skills learned, assessed by
SDE-Safe Handling. All Parts are to be successfully completed to attain
Manual Handling Educator

RPH Employees: No cost

SDE - Safe Handling, The Education Centre Ext 43626
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GOVERNMENT OF
WESTERN AUSTRALIA

Train the Trainer - Manual Handling Annual Refresher

This competency based training course is designed to develop you as a

Description: trainer of manual handling at RPH
Content: e Principles of manual handling e Relevant legislation

) e Equipment Knowledge e Updates as Appropriate
Pre-requisite: Must have already completed the full day Train the Trainer course

Wednesday 27 January 2010 (PM)
Tuesday 2 February 2010 (AM)
Friday 19 February 2010 (AM)
Dates: Thursday 6 May 2010 (PM)
Wednesday 8 September 2010 (PM)
Thursday 28 October 2010 (AM)
Wednesday 10 November 2010 (pm)

AM Sessions - 10:00am to 12:00pm (2 hours)

Time / Duration: PM Sessions - 1:00pm to 3:00pm (2 hours)

Clinical Skills Seminar Room, Ruth Reid Clinical Skills Education Centre

Venue: WASON Building, Corner of Wellington Street and Hill Street, Perth

Closing Date: Six weeks prior to course commencement

Participants must be able to consistently demonstrate the correct postures
Assessment: and principles of manual handling in order to retain their Manual Handling
Educator status

Cost: RPH Employees: No cost

Enquiries: SDE - Safe Handling, The Education Centre Ext 43626
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Annual Competency Education (ACE) - WSC

An annual mandatory study session to update and assess nurses to deem

Description: them competent in managing medical emergencies and manual handling

Scenario based learning:
Content: e Basic Life Support (BLS) and Automatic External Defibrillation (AED)
e Safe Manual Handling

Pre-requisite: Relevant e-learning modules

Recommended for: ALL permanent and casual nurses

28, 29 January 2010

3, 17, 18, 23 February 2010
4,5, 18, 29 March 2010

23, 30 April 2010

7, 13, 24, 31 May 2010

1, 8, 18, 25, 29 June 2010
29, 30 July 2010

6, 12, 27, 30 August 2010
2,9, 10, 20 September 2010
21, 29 October 2010

4.5,9, 24, 30 November 2010
2, 3, 8, 16 December 2010

Dates:

Time / Duration: 1:00pm (SHARP) to 3:30pm (2%2 hours)

Venue: RO Dee Theatre, Ground Floor WASON Building 151 Wellington Street, Perth

Area Managers, Nurse Managers, Clinical Nurse Managers and Staff
Development Nurses are responsible for booking staff to attend. They are to
refer to I: drive / Mandatory Training / ACE Day booking 2010 for further
information to make the bookings

Booking Procedure:

Course Coordinator Asadah Sidon Ph: 9224 2272 or

Enquiries: The Education Centre Ext 42498
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Annual Competency Education (ACE) - SPC

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Booking Procedure:

Enquiries:

An annual mandatory study session to update and assess nurses to deem
them competent in managing medical emergencies and manual handling

Scenario based learning:
e Basic Life Support (BLS) and Automatic External Defibrillation (AED)
e Safe Manual Handling

Relevant e-learning modules

ALL permanent and casual nurses based at Shenton Park Campus (SPC)

14 January 2010

4, 24 February 2010
17, 30 March 2010

6, 25 May 2010

9, 24 June 2010

13 August 2010

3, 21 September 2010
25 November 2010

7 December 2010

1:00pm (SHARP) to 3:30pm (2% hours)

Ward 3 Training Room, Shenton Park Campus

Area Managers, Nurse Managers, Clinical Nurse Managers and Staff
Development Nurses are responsible for booking staff to attend. They are to
refer to I: drive / Mandatory Training / ACE Day booking 2010 for further
information to make the bookings

Course Coordinator Asadah Sidon Ph: 9224 2272 or
The Education Centre Ext 42498
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Area Warden Training 2010

Description:

Content:

Recommended
for:

Session 1 - WSC
Session 2 - SPC
Session 3 - WSC
Session 4 - WSC
Session 5 - WSC
Session 6 - WSC
Session 7 - SPC
Session 8 - WSC
Session 9 - WSC

Session 10 - WSC

Bookings:

Cost:

Enquiries:

The role of Area Warden is an integral part of the Hospital’s internal emergency
response plan. The Area Warden will assume coordination and control of their
work area once notified of an emergency, and then implement the ward or
departments’ Internal Action Plan

Overview of Area Warden duties and responsibilities

Contents of an Internal Action Plan

Information on Emergency Management systems and processes

Overview of chemistry of fire and instruction on how to use a fire
extinguisher

RPH employees and other agency staff that work on RPH premises who are
willing to undertake the role of Area Warden in their area, ward or department

24 February 2010 - Training Room OSH Department, Level 3 Ferguson Block
24 March 2010 - A Block Seminar Room, Shenton Park Campus

28 April 2010 - Training Room OSH Department, Level 3 Ferguson Block

26 May 2010 - Training Room OSH Department, Level 3 Ferguson Block

23 June 2010 - Training Room OSH Department, Level 3 Ferguson Block

28 July 2010 - Training Room OSH Department, Level 3 Ferguson Block

25 August 2010 - A Block Seminar Room, Shenton Park Campus

22 September 2010 - Training Room OSH Department, Level 3 Ferguson Block
27 October 2010 - Training Room OSH Department, Level 3 Ferguson Block
24 November 2010 - Training Room OSH Department, Level 3 Ferguson Block
You MUST email your name, position, contact phone number, division and

ward/department including date of the course attending to:
Email: rph, emergency.mgt.unit@health.wa.qgov.au

RPH & SMAHS Employees: No cost
External: Not available

Emergency Management Unit Ext 42002
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7N Royal Perth
! " Hospital

Occupational Safety & Health Training for
SMAHS Frontline Managers & Supervisors

Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Cost:

Enquiries:

This course is designed to meet legal obligations under the Occupational
Safety & Health Act 1984. It will provide managers & supervisors with the
knowledge and understanding of ‘safety’ in the work environment and also
meet the obligations of JDFs. Come and learn about how to improve the
safety of your staff and their working environment.

Occupational Safety & Health legislative obligations

Hazard identification and risk assessment

Risk control and how to solve safety issues

Accident and incident investigation

Root cause analysis

Your safety at RPH

Injury management and return to work responsibilities for managers and
supervisors

Managers and supervisors who are responsible for managing staff

Available on enquiry

8:30am to 4:00pm (one day)

Training Room OSH Department, Level 3 Ferguson Block

To make a reservation, you MUST email your name, position, contact phone
number, division and ward/department including date of the course
attending to:

Internal employees use: rph, OSH Dept

SMAHS employees use: rph.oshdept@health.wa.gov.au

RPH & SMAHS Employees: No cost
External: Not available

Injury Prevention Assistant, OSH Department Ext 41976
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AIMS — Advanced Incident Management System

Royal Perth Hospital (RPH) is committed to delivering the best
quality health care. Health is a complex industry and despite our
best endeavours sometimes things do go wrong. Incidents may be
due to human error, faulty equipment or unplanned patient /
visitor activity. Incident reporting is recognised as an essential [
element of managing patient safety. RPH utilises the Advanced =~ Sy
Incident Management System (AIMS) to capture all patient, —
visitor and equipment incidents.

Any member of staff can complete an AIMS form, which is =
available in all departments. This enables a department to review
the incident and if necessary review the policies and procedures

in place, allowing for improvement to be made to prevent a — oo
recurrence of the incident and provide the best possible health ' :
care.

The following ‘Information Sessions’ are available only on request:

/ (general overview)
This session will cover what type of incidents to report, how to report an incident via the AIMS
form and the benefits of reporting. Also included is a brief overview of Qualified Privilege
(AIMS information is protected under Federal legislation Part VC, Health Insurance
Amendment Act 1992) and how this is applied to the AIMS form.

Who should attend?
All employees involved in any aspect of patient care, movement and/or support i.e. Doctors,
Nurses, PCA’s, Orderlies, Catering staff etc.

M _
(AIMS reporting tool)
This session will cover running basic reports from a State-wide list, creating and running
qgueries and reports, analysing reports and exploring the limitations and potential of the
Analyser.

Who should attend?
All staff that has been designated a registered user of Analyser and have not attended a
session or have previously had a 1:1 session but require further assistance.

Note: Many divisions have already nominated a senior person to review Analyser, however, if
you do not have access, contact your Divisional Head.

To organise an ‘Information Session’ please contact:

Incident Monitoring Officer (IMO)
Clinical Safety & Quality Unit
Ph: 9224 2238
E-mail: RPH.CSQU.Aims@health.wa.gov.au
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GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Introduction to Computers

Description:

Content:

Places Available:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand the basic computer
concepts, skills and applications to use computers confidently

Getting help

The favourites and History lists

Working with My Computer and Windows Explorer & the Recycle Bin
Creating files and folders

Managing files and folders

Creating and deleting shortcuts

Using WordPad and Paint

Using the Control Panel

Internet Explorer basics

Shutting down Windows XP

12 places available on this course - please book early

Employees who have never used a computer or employees who would like to
improve their basic skills

Tuesday 20 April 2010
Wednesday 28 July 2010
Thursday 25 November 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353




GOVERNMENT OF
WESTERN AUSTRALIA

The Education Centre
Education & Training Planner

Excel 2003 Essentials

Description:

Content:

Places Available:

Pre-requisites:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to use the basic features of Excel and
will enable users to create simple spreadsheets and generate basic charts -
it aims to provide participants with the skills considered *“essential” to
independently create, save, edit and format a basic spreadsheet

Create a basic worksheet by entering text and values

Work with cells and cell data by using moving & copying techniques
Perform calculations on data by using functions and formulas

Change the appearance of worksheet data by using formatting
techniques

Use techniques to manipulate multiple worksheets in a workbook

e Create and modify a chart by using various charting techniques

o Apply page display settings to prepare a worksheet for printing

12 places only available on this course - please book early

No pre-requisites but familiarity with the Windows environment and
experience with the keyboards and mouse is desirable

Wednesday 3 February 2010 Tuesday 24 August 2010
Thursday 29 April 2010 Thursday 28 October 2010
Monday 21 June 2010 Wednesday 8 December 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Excel 2003 Intermediate — Formulas & Functions

This course will enable participants to develop and master the more
Description: advanced features of Excel with emphasis on linking data between
workbooks, performing more complex calculations using formulas and
formatting cells.

e Editing techniques such as AutoComplete, inserting and deleting rows
and columns, and creating custom Auto fill lists

Knowing the difference between absolute and relative cell referencing
Changing formulas to values

Using the Formula palette and Paste function

Manually entering formulas

Defining, using and applying named ranges of cells

Navigating workbooks

Moving and copying sheets, linking data between worksheets

Using custom numbering formatting

Understanding conditional formatting

Understanding cell protection

Content:

To gain the most from this course participants need to have successfully

Pre-requisite: completed Excel Essentials or have equivalent skills and knowledge

Wednesday 26 May 2010

Dates: Tuesday 26 October 2010
Time / Duration: 9:00am to 4:00pm (one day)
. External training venue is located on Adelaide Terrace Perth, you will
Venue: : . . )
receive a map of the venue with your confirmation letter
Closing Date- Two weeks prior to commencement of course
g ) Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $88.00
External: $220.00
Enquiries: Training Support Officer, The Education Centre Ext 42353

Page 30



gz i The Education Centre
I - Education & Training Planner

GOVERNMENT OF
WESTERN AUSTRALIA

Excel 2003 Intermediate — Manipulating Data

This course will enable participants to develop and master the more
Description: advanced features of Excel with emphasis on printing, formatting database
analysis and charting worksheet data

Page setup options including margins and Header/Footer tabs
Setting and removing the Print Area

Inserting page breaks

Grouping selected rows or columns using the Outline feature
Sorting and Subtotalling lists

Filtering a database based on specific user defined criteria
Adding objects to charts such as arrows and text boxes
Combining chart types and adding a secondary axis

Adding Trend lines and Error bars

Linking worksheets or charts to another application

Adding, moving, removing buttons and creating new toolbars
Understanding input messages and error alerts

Content:

To gain the most from this course, participants need to have successfully

Pre-requisite: completed Excel Essentials or have equivalent skills and knowledge

Thursday 25 February 2010

Dates: Wednesday 11 August 2010
Time / Duration: 9:00am to 4:00pm (one day)
. External training venue is located on Adelaide Terrace Perth, you will
Venue: . . . .
receive a map of the venue with your confirmation letter
Closina Date: Two weeks prior to commencement of course
g ) Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $88.00
External: $220.00
Enquiries: Training Support Officer, The Education Centre Ext 42353
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Excel 2003 Advanced — Advanced Formulas & Functions

Description:

Content:

Places Available:

Pre-requisite:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to create and use complex spreadsheets
with particular emphasis on functions, formulas and problem solving

Adding cell comments and extending the use of AutoFill
Understanding error messages in formulas

Customising Excel’s options to suit the user’s needs

Using Add-Ins and Creating Views

Printing reports

Revising linked formulas, their creation and maintenance
Linking formulas using data Consolidation

Analysing formulas and errors using the Worksheet Auditor
Using and nesting the IF Function

Using the AND, IS and VLOOKUP Function

Building and editing an Array formula with two dimensions
Applying passwords, preventing changes being saved, allowing Read-Only
access and locking or hiding cells

e Making changes to a protected worksheet

12 places available on this course - please book early

To gain the most from this course, participants need to have successfully
completed Excel Intermediate - Formulas & Functions, or have equivalent
skills and knowledge

Thursday 24 June 2010
Wednesday 1 December 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Excel 2003 Advanced — Data Analysis & Automation

Description:

Content:

Places Available:

Pre-requisite:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to use the majority of analysis tools
available in Excel, with an emphasis on pivot tables, the solver tools, macros
and problem solving

Spreadsheet fundamentals including General Ledger structure
Database Tables and Analysis spreadsheets

Creating, editing and formatting a Pivot Table and Pivot Charts
Creating a Pivot Table from data in a different Workbook

One input Data Table and Two Variable Data Table

Using Goal Seek and Solver

Using more than One Variable cell

Reports and Solver Options

Scenario Manager

List or Database?

Importing data from an external Data Source

Using the Query Wizard

Running, recording and editing macros

Adding macro commands to menus

12 places available on this course - please book early

To gain the most from this course, participants need to have successfully
completed Excel Intermediate - Manipulating Data, or have equivalent skills
and knowledge

Wednesday 24 March 2010
Tuesday 10 August 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Outlook 2003 Essentials

Description:

Content:

Places Available:

Pre-requisite:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to provide an integrated solution for
managing and organising email messages, schedules, tasks, notes, contacts
and other information

Viewing mail folder

Creating a new message, receiving and viewing messages
Understanding indicators and labels

Checking for messages & Deleting messages

Saving an unfinished message

Replying to and forwarding messages

Creating a signature and signing messages
Understanding different types of address books

Adding names to contacts

Creating an appointment and using the Meeting Planner
Creating and sorting Tasks

Assigning a task to another

12 places available on this course - please book early

To gain the most from this course, participants should have a working
knowledge of Windows. Familiarity with a word processor would be an
advantage

Tuesday 23 February 2010
Wednesday 23 June 2010
Thursday 14 October 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Outlook 2003 Advanced

Description:

Content:

Places Available:

Pre-requisite:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to become proficient users of Outlook
and to perform activities such as customising Outlook and managing
the mailbox

Searching and filtering messages
Customising messages

Organising the Inbox folder

Setting rules

Managing your mailbox

Using alternate email methods
Working with templates and forms
Understanding Outlook components
Importing and exporting data

Using public folders, shared and offline folders
Using newsgroups

Understanding security

12 places available on this course - please book early

To gain the most from this course, participants need to have successfully
completed Outlook 2003 Essentials, or have equivalent skills and knowledge

Thursday 22 April 2010
Wednesday 4 August 2010
Tuesday 7 December 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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PowerPoint 2003 Essentials

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to use the basic applications of
PowerPoint to create a professional simple presentation

Opening an existing presentation

The PowerPoint screen - understanding the menu bars and toolbars
Navigating and closing a presentation

Creating and saving a presentation

Using the AutoContent Wizard

Managing Text Objects

Applying Design templates

Changing the slide layouts

Adding, removing, resizing and scaling pictures
Formatting text

Introduction to using master slides

Applying transitions, and animating objects
Understanding PowerPoint print layouts

Using speaker notes

No prior knowledge of PowerPoint is assumed, however familiarity with
Windows, using a mouse and keyboard is essential

Employees whose position requires them to have basic knowledge and skills
to create new and interesting slides and presentations using PowerPoint

Thursday 11 March 2010
Thursday 1 July 2010
Wednesday 15 September 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre-Corporate Ext 42353
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PowerPoint 2003 Intermediate — Powerful Presentations

This course will enable participants to gain the knowledge and skills to

Description: enhance presentations by using a variety of tools and techniques
e Using the Outline page
e QOrganising text and setting tabs
e Changing slide layout
e Use summary slides
e Using Find and replace
e Editing the Slide Master and Title Master
e Setting colour schemes and custom backgrounds
Content: e Inserting and resizing ClipArt
e Creating a Chart
e Formatting Chart objects, resizing the chart
e Importing data from Excel
e Creating and formatting an organisational chart
e Running a slide show
e Rehearsing slide timings
e Using Notes Pages
Places Available: 12 places available on this course - please book early

To gain the most from this course, participants need to have successfully

Pre-requisite: completed PowerPoint Essentials, or have equivalent skills and knowledge

Thursday 6 May 2010
Dates: Wednesday 25 August 2010
Tuesday 30 November 2010

Time / Duration: 9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will

Venue: receive a map of the venue with your confirmation letter
Closing Date: Two weeks prior to commencement of course
g ’ Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $88.00
External: $220.00
Enquiries: Training Support Officer, The Education Centre-Corporate Ext 42353
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Word 2003 Essentials

Description:

Content:

Places Available:

Pre-requisite:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand and use the basic Word
functions to improve documents

e Create, save and print documents

¢ View and change the properties of a document

e Explore different options for viewing Word documents

e Move through the document using the mouse, scroll bars & keyboard
shortcuts

e Use the Undo and Redo actions

e Explore various methods of being able to cut, copy and paste

e Change text attributes using the Formatting toolbar and the Font menu

e Copying formatting using the Format Printer

e Change paragraph attributes using eh Formatting toolbar, the Paragraph

menu and keystrokes

Spell check single words or the whole document

e Use the Thesaurus to find synonyms or antonyms

¢ Use the help menu, the Office Assistant and other shortcuts to find help

12 places available on this course - please book early

No pre-requisites but familiarity with the Windows environment and
experience with the keyboard and mouse is desirable

Tuesday 16 February 2010
Wednesday 9 June 2010
Thursday 21 October 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Word 2003 Intermediate — Streamlining Work Processes

Description:

Content:

Pre-requisite:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to build on basic knowledge and skills to
manage moderately complex documents

Applying, creating and modifying styles

Creating a main document and data source

Merging the main document and data source
Generating mailing labels

Changing the margins using the ruler and the dialog box
Inserting and deleting page and section breaks
Creating, modifying and deleting headers and footers
Using the Normal Template and predefined Templates
Using the search and replace features for text and documents
Using Document Properties

Finding files

Carrying out advanced Searches

To gain the most from this course, participants need to have successfully
completed Word Essentials or have equivalent skills and knowledge

Wednesday 31 March 2010
Tuesday 27 July 2010
Thursday 11 November 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Word 2003 Advanced — Working with Long / Complex Docs

Description:

Content:

Pre-requisite:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to further develop skills and knowledge,
primarily in using a range of tools and techniques available to assist the
process of creating and working with long documents

e Creating, applying and modifying styles using the dialog box and
Assigning a keyboard shortcut to a style

Copying styles between documents and templates

Creating and updating a Table of Contents and Index
Changing the appearance of a Table of Contents and Index
Switching to and working in Outline view

Collapsing and expanding headings

Indenting text and using tables within a table

Converting text to a table and table to a text

Inserting, resizing and formatting a text box

Importing pictures

Linking objects and updating and editing linked information

To gain the most from this course, participants need to have successfully
completed Word Intermediate - Streamlining Work Processes or have
equivalent skills and knowledge

Wednesday 28 April 2010
Thursday 22 July 2010
Tuesday 23 November 2010

9:00am to 4:00pm (one day)

External training venue is located on Adelaide Terrace Perth, you will
receive a map of the venue with your confirmation letter

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Introduction to Online Library Resources

Description:

Content:

Dates:

Time / Duration:

Venue - WSC:

Venue - SPC

Closing Date:

Cost:

Bookings / Enquiries:

Royal Perth Hospital has a fully equipped Library providing an extensive
range of health related information resources. In addition to printed books
and journals, the library provides access to online databases, journals and
textbooks. Services available to all staff include computers with printing and
Internet access, online catalogues, an interlibrary loan service, literature
searching, current awareness alerts and database training. Research and
education support is an important part of activities carried out by the
library.

Further information on these and other services, please contact the library

e Demonstration of online resources, which are available as part of the
library service

e Access to online resources e.g. journals, textbooks and databases

e Searching relevant online resources for retrieval of information. This
may include the use of a range of different resources

FIRST Wednesday of every month 2010
6 January, 3 February, 3 March, 7 April, 5 May, 2 June, 7 July, 4 August,
1 September, 6 October, 3 November, 1 December

If the advertised training dates are not convenient, separate session for
individuals or groups can be organised by contacting the library. Please
inform Library staff if there are any specific online resources you wish
to investigate

1:00pm to 2:00pm (one hour)

RPH Library, Level 3 Colonial House Wellington Street Campus

An introduction to library resources can also be undertaken at the Shenton
Park Campus library. In order to arrange a training session at Shenton Park
please contact Bethwyn Allen, Ext 7154

Monday prior to commencement of course

RPH Employees: No cost
External: Not available

Bookings and enquiries through David Dawson, Ext 42395 or Ext 42295

Page 41



The Education Centre
-\ Education & Training Planner

GOVERNMENT OF
WESTERN AUSTRALIA

TOPAS: The Open Patient Administration System

This course will enable participants to understand and use the TOPAS

Description: program which is the main patient system for the hospital

e Access patient data

Content: . . . . . -
e Entering patient data in Admissions, Outpatients, Waitlist, and ED

Must be an employee of South Metropolitan Area Health Service and using

Pre-requisite: TOPAS in day to day work activity

Recommended for: All clerical staff requiring TOPAS in day to day work

Dates: On request- contact Patient System Support, Ext 47066

Display course is 1 hour; other courses vary from % day to 2 days. Please

Time / Duration: . Lo . . .
allow two weeks booking period in case specific course is not running

Venue: Colonial House Training Room, Level 4 Colonial House

Closing Date: N/A

RPH & SMAHS Employees: No cost

Cost: External: Not available

Bookings and enquiries through Patient System Support Officer, Ext

Enquiries: 47066
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ICM: isoft Clinical Manager

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand and use the clinical
results system

ICM Overview

Creating patient lists

Reviewing patient results

Graphing patient results

Printing and reviewing patient lists

Must be an employee of South Metropolitan Area Health Service and
authorised to view patient results

All medical, nursing and clerical staff in patient areas

On request- contact Patient System Support Officer, Ext 47066

1.5 hours

Colonial House Training Room, Level 4 Colonial House

N/A

RPH & SMAHS Employees: No cost
External: Not available

Bookings and enquiries through Patient System Support Officer, Ext
47066
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MERITS: Medical Record Tracking System

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand and use the MERITS
system efficiently

e Overview of Merits
e User tools with Merits
e Reporting functions of Merits

Must be an employee of South Metropolitan Area Health Service

All clerical staff

On request- contact Patient System Support Officer, Ext 47066

1 hour

Colonial House Training Room, Level 4 Colonial House

N/A

RPH & SMAHS Employees: No cost
External: Not available

Bookings and enquiries through Patient System Support Officer, Ext
47066
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TEDS: The Electronic Discharge Summary

This course will enable participants to be efficient in the use of the

Description: electronic discharge letter for inpatients

e Creating a TEDS summary
Content: e Adding discharge medications to discharge summary
e Amending discharge summaries

Must be an employee of South Metropolitan Area Health Service and

Pre-requisite: authorised to view patient results

Recommended for: All medical, nursing and clerical staff in patient areas

Dates: On request- contact Patient System Support Officer, Ext 47066
Time / Duration: 1.5 hours

Venue: Colonial House Training Room, Level 4 Colonial House

Closing Date: N/A

RPH & SMAHS Employees: No cost

Cost: External: Not available

Bookings and enquiries through Patient System Support Officer, Ext

Enquiries: 47066
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SOL: Servio Online

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand and use the Servio Online
website (the hospital intranet)

e Viewing pages on SOL
e Editing pages on SOL
e Creating pages for individual departments

Must be an employee of South Metropolitan Area Health Service

All administrative staff

On request- contact Patient System Support Officer, Ext 47066

1.5 hours

Colonial House Training Room, Level 4 Colonial House

N/A

RPH & SMAHS Employees: No cost
External: Not available

Bookings and enquiries through Patient System Support Officer, Ext
47066
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Cognos Power Play V7 Training

Description:

Cognos PowerPlay
Introduction

Cognos PowerPlay
Advanced

Pre-requisite:

Dates:

Time / Duration:

Cost:

Enquiries:

Cognos Power Play is a Business Intelligence tool that enables decision-
makers to analyse and report their data by utilising Multi-dimensional
databases (cubes).

The objective of these courses is to provide tips, techniques and easy access
for SMAHS sites to their critical Management Information enabling their
reporting requirements under one single system of information.

The following Cognos Power Play Training courses are available on request:

The Power Play interface

Customising Power Play

Familiarisation with patient activity and financial models

Basic drag and drop techniques, drilling through data, shortcut keys
Creating a report

Familiarisation with patient activity and financial models

Slice & Dice, filters, ranking, layers, perform calculations

Hide & Remove categories , changing position of columns and rows
Intersecting & nesting, formatting reports, graphs

Introduction to Microsoft Access queries

Must be a SMAHS employee

On request- contact Michelle Santoro via email
michelle.santoro@health.wa.gov.au to arrange training dates

To be negotiated

RPH & SMAHS Employees: No cost
External: Not available

Bookings and enquiries Michelle Santoro on 9224 1643, SMAHS
Performance Unit via email michelle.santoro@health.wa.gov.au to
arrange training dates

Escalation of any SMAHS site specific issues to Performance Unit Portfolio
units managers as follows:

1. For RPH (incorporating WSC & SPC) contact Stuart Swain - Unit Manager
Business Systems on 9224 2465 or 0404 984 077

2. For Coastal (incorporating Fremantle, Kaleeya, Rockingham) contact
David Bratovich - Unit Manager Casemix- Decision Support on 9224 1454

3. For Armadale, Bentley and Peel regions, Public Health, Mental Health
contact Ross Barrett - Unit Manager Reporting on 9224 1331 or 0404 036 963
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Health Corporate Network — iProcurement Classroom Training

Topics:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Cost:

Enquiries:

HCN Systems
Training Page

Setup Preferences

I[tem Search

Create Favourites shopping list
Create requisitions

Copy a requisition

Add attachments and notes
Set up vacation rules

Receive and return goods

Find notifications

Before you book into training, you must have access to iProcurement.

In order to gain access to iProcurement, please complete the following
form(s):

If your position is already set up in Oracle, complete

(SA01) Oracle User Request form to maintain users, employees and position
occupancies

If your position is not yet set up in Oracle, you will also need to complete
(SA02) Position & Hierarchy Maintenance form to maintain the hierarchy,
positions, approval groups, dollar limits etc

WA Health employees who are required to learn for their job role

You must contact the Systems Training Team via the following global email
address to obtain dates: hcn.systemstraining@health.wa.gov.au

Times on application

HCN Computer Training Room, 1 Floor 81 St Georges Terrace Perth
You must report to 3" floor Administration 15 minutes before start time

Nil

Bookings for iProcurement Classroom Training MUST be emailed to Health
Corporate Network using the above email address

Access the HCN Systems Training Page via:

Step 1: http://hcn-intranet.hdwa.health.wa.gov.au

Step 2: Under Main Menu click “Business Systems”

Step 3: click the “Training” tab located on top of the page
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Health Corporate Network — Lattice / HRIS Training

Topics:

Please Note:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Cost:

Enquiries:

HCN Systems
Training Page

e How to Log into the System & Use of Function and Action Commands

e Search Employee Records

o View Employee Records & Employee Summary

e View Employee Address, Emergency Contacts, Skills and Licences,
Performance Appraisal

¢ View Payment Details (Terms of Payment, Sundry Details)

e View Leave Details

¢ Run and Print Lattice Reports

e Position Allocation - covered in 2" part of session if it is required

e Higher Duties Allowance - covered in 2" part of session if it is required

e Lattice / HRIS training is very basic and generic. If you have been using
Lattice for a while, it may be too elementary for you

e Site specific processes are not covered in the session

e |f you are not planning on using Lattice/HRIS immediately after the course
please reschedule to a later course

e Basic computer literacy
e You need to be using lattice in your work area to do this course

WA Health employees who are required to learn for their job role

You must contact the Systems Training Team via the following global email
address to obtain dates: hcn.systemstraining@health.wa.gov.au

1:00pm to 4:00pm (3 hours)

HCN Computer Training Room, 1% Floor 81 St Georges Terrace Perth
You must report to 3" floor Administration 15 minutes before start time

Nil

Bookings for Lattice / HRIS Training MUST be emailed to Health Corporate
Network using the above email address

Access the HCN Systems Training Page via:

Step 1: http://hcn-intranet.hdwa.health.wa.gov.au

Step 2: Under Main Menu click “Business Systems”

Step 3: click the “Training” tab located on top of the page
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Health Corporate Network — RoStar Training (BASIC)

Topics:

Please Note:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Cost:

Enquiries:

HCN Systems
Training Page

How to Create / Generate Rosters
How to Edit Rosters

How to Verify Rosters

How to Authorise Actual Hours
How to Print Rosters

e This is a beginners course and assumes no knowledge of RoStar
e If you are not planning on using RoStar immediately after the course
please reschedule to a later course

e Basic computer literacy
e You need to be using RoStar in your work area to do this course

WA Health employees who are required to learn for their job role

You must contact the Systems Training Team via the following global email
address to obtain dates: hcn.systemstraining@health.wa.gov.au

9:00am to 12 noon (3 hours)

HCN Computer Training Room, 1% Floor 81 St Georges Terrace Perth
You must report to 3" floor Administration 15 minutes before start time

Nil

Bookings for RoStar Training MUST be emailed to Health Corporate Network
using the above email address

Access the HCN Systems Training Page via:

Step 1: http://hcn-intranet.hdwa.health.wa.gov.au

Step 2: Under Main Menu click “Business Systems”

Step 3: click the “Training” tab located on top of the page
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Aboriginal Cross-Cultural Awareness

This course will enable participants to develop awareness of country,
Description: culture, people and history and provides an overview of working with
Aboriginal patients/clients

e Develop a greater understanding of Aboriginal protocols

e Develop an understanding of the Aboriginal culture(s), and explanation
of the diversity with Aboriginal culture(s)

e Develop an understanding of the Kinship system within Aboriginal
community, and obligations of kinship on Aboriginal people

e Explore with participants the notion of health, sickness, compliance with

Content: medication and treatment, hospitals and doctors and other health staff
from an Aboriginal perspective

e Provide participants with an insight into death and dying from an
Aboriginal perspective

e Assist participants to more effectively communicate with Aboriginal
colleagues, patients/clients through use of appropriate language, and
developing non-verbal communication skills

Recommended for: All employees who work with Aboriginal patients/clients

Tuesday 23 February 2010
Tuesday 4 May 2010

Dates: Tuesday 27 July 2010
Wednesday 10 November 2010
Time / Duration: 9:00am to 4:00pm (one day)
Venue: Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)
. . Two weeks prior to commencement of course
Closing Date:

Confirmation letters will be sent two weeks prior to course commencement

RPH Employees: No cost
Cost: SMAHS: $88.00
External: $110.00

Enquiries: Training Support Officer, The Education Centre Ext 42353
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Building Effective Work Relationships

Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to deal with the complex and changing
nature of interpersonal relationships at work. You will learn how to:

Avoid behaviours that damage relationships

Troubleshoot relationships, and head problems off before they get

“dug in”

Act in ways that will keep a work relationship healthy

Learn how to make a positive impression

Improve your ability to ‘read’ people and respond in socially appropriate
ways

Four behaviours that break down relationships

Avoiding trigger behaviours

Leading by example - developing the right relationship set

Build and develop trust and respect through bidding

Understanding the power of facial expression and body language in
building relationships

Building a positive emotional “bank account”

Employees who are having difficulty in work relationships and want to know
how to improve the current problem, and avoid problems in the future

Tuesday 11 May 2010
Wednesday 1 September 2010

9:00am to 4:00pm (one day)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH Employees: No cost
SMAHS: $88.00
External: $110.00

Training Support Officer, The Education Centre Ext 42353
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Building Team Effectiveness

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand what makes a team
function well, how to undertake basic team “maintenance” and identify
possible problems before they get dug in

Teams versus Groups

The four dimensions of effective teams

How people respond in teams - team roles

Understanding and managing team dynamics and stage teams experience
Providing positive leadership

How and when to intervene in team processes

Not applicable

Employees who are managing teams for the first time, or who are
experiencing difficulties in getting a team to work well together, or who
want to take their team to the ‘next level’ of effectiveness

Tuesday 16 February 2010
Monday 26 July 2010

9:00am to 4:00pm (one day)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $110.00

Training Support Officer, The Education Centre Ext 42353
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Busting Bullies

Creating a Safe and Equitable Workplace

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to explain what bullying behaviour looks
and feels like and will also explain their role in preventing and combating
bullying in the workplace

What is bullying and bullying behaviours
Legal and policy issues

Effects of bullying

Formal and informal resolution processes
Case studies of bullying

This session is designed to provide all Managers, Supervisors, Coordinators &
Team Leaders with consistent policy, guidelines and procedures for
preventing and managing bullying behaviour in the workplace

All South Metropolitan Area Health Service employees who manage,
supervise or lead staff

Tuesday 20 April 2010 - Wellington Street Campus
Thursday 5 August 2010 - Wellington Street Campus
Tuesday 7 December 2010 - Wellington Street Campus

Thursday 11 February 2010 - Shenton Park Campus
Tuesday 27 July 2010 - Shenton Park Campus

1:30pm to 3:00pm (1% hours)

Classroom B, Level 2 WASON Building - WSC
Centenary Room, Ground Floor Thorburn House - SPC

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH & SMAHS: No cost
External: Not available

Training Support Officer, The Education Centre Ext 42353
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Certificate IV in Training & Assessment
(6 units for partial completion of TAA40104)

The Certificate IV in Training & Assessment is for people whose primary
function is delivering and assessing training in a workplace/learning
environment. The units being offered are designed to be practiced and
assessed in the workplace. Workplace application is desirable to ensure that
competence has been attained. A participant needs access to a functioning
training and assessment environment to complete assessments

Description:

. Plan and organise assessment

. Assess competence

. Develop assessment tools

. Facilitate individual learning

. Facilitate work based learning

. Provide training through instruction & demonstration of work skills

Content:

OO WN B

Computer literacy, for example ability to create documents, tables and slide
presentations and manage a file system

Pre-requisite: English language and literacy requirements - the underlying level required
includes the effective use of the English language, communications and
interpersonal skills, as well as the ability to write a range of documents

Employees who have a function in their position that requires delivery and
assessment of training e.g. Staff Development Nurses, Training Officers
Preference will be given to those staff that have training and assessment as
a primary function of their positions

Recommended for:

Thursdays 11, 18, 25 February, 4, 11 March 2010

Dates: Tuesdays 3, 10, 17, 24, 31 August 2010

Time / Duration: 9:00am to 4:00pm (ALL Five days MUST be completed)

Venue: Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Closina Date: Three weeks prior to commencement of course

g ’ Confirmation letters will be sent 3 weeks prior to course commencement

RPH: No cost

Cost: SMAHS: $980.00
External: $980.00

Enquiries: Training Support Officer, The Education Centre Ext 42353
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Customer Service

A Statement of Attainment will be issued for BSBCUS402A Address Customer Needs in
partial completion of BSB40807 Certificate IV in Business (Frontline Management)

Description:

Content:

Assessments:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand the principles and benefits of
superior customer service and apply skills to develop and deliver quality
customer service

Customer Service - why bother?

Where does customer service start?

Personal experiences of good and bad service

Concept of who the customer is - internal, external

Do we know what the customer really wants

Communication - the importance of tone of voice & positive body language
Good questioning and active listening skills

Recognising barriers to communication

Appropriate assertiveness and identifying and dealing with stress

Building and maintaining customer relationships

Dealing with challenging customers to meet and exceed their expectations

[EEN

Completion of in-class case studies and underpinning questions
2. Following course attendance, completion of document evidencing two
occasions where you have addressed and met a customers need

Thursday 18 March 2010
Wednesday 14 July 2010
Thursday 28 October 2010

9:00am to 4:00pm (one day)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $110.00

Training Support Officer, The Education Centre Ext 42353
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Effective Report Writing

Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to write reports that your Manager or
other readers will find clear and incisive, and that are written logically and
persuasively so that recommendations are accepted. A comprehensive
training manual will be provided for you take back to your workplace

Explain the importance of identifying your readers and their needs
Identifying how much detail your readers need and will understand
Structure your report appropriately

Write an executive summary that conveys all the essential information
and encourages readers to read the rest of your report

Write suitable conclusions and recommendations

Format your report in a credible and consistent style

Use best-practice, contemporary guidelines for punctuation,
capitalisation, hyphenation, abbreviation and more

All employees who would like to be more effective when writing reports or
proposals

Tuesday 16 March 2010
Thursday 2 September 2010

9:00am to 4:00pm (one day)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $110.00

Training Support Officer, The Education Centre Ext 42353
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Effective Time Management

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand the principles of time
management, relate this to their work, and develop a plan to manage time
productively

Definition of time management

Define the factors that lead to time wastage
Setting goals

Prioritising

Planning & Scheduling

Delegating

Effective time management tools and strategies

Not applicable - but course information based within the corporate setting

All employees who would like to be more efficient in their use of time. It is
also useful for anyone who is responsible for how others manage their time

Thursday 27 May 2010
Tuesday 7 September 2010

9:00am to 12 noon (half day)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $22.00
External: $44.00

Training Support Officer, The Education Centre Ext 42353
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Gripes, Grumps & Grievances

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This education session will assist its participants to understand the nature of
grievances and misconduct and the processes for managing them. Also
provides guidance on ways to support and provide assistance to staff
members in grievance situations

e Defining and differentiating between grievances and matters of
misconduct

Applicable legislation

Managing grievances - the process for resolution

Managing misconduct

Case Studies

Participants should be in a Management, Supervisory or Team Leader role to
attend as the session focuses on management processes

All South Metropolitan Area Health Service employees who manage,
supervise or lead staff

Tuesday 25 May 2010 - Wellington Street Campus
Tuesday 14 September 2010 - Wellington Street Campus

Wednesday 23 June 2010 - Shenton Park Campus
Thursday 11 November 2010 - Shenton Park Campus

1:30pm to 3:30pm (2 hours)

RO Dee Lecture Theatre, Ground Floor WASON Building
(151 Wellington Street, Perth)
Centenary Room, Ground Floor Thorburn House - Shenton Park Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH & SMAHS: No cost
External: Not available

Training Support Officer, The Education Centre Ext 42353
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Managing People

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand the principles and
strategies of managing people and apply the skills to achieve a better work
environment with increased co-operation and productivity from colleagues

Role of the Supervisor

Team Dynamics

Communication and interpersonal skills
Learning Styles

Situational Leadership

Coaching

Managing differences

Giving and receiving feedback
Delegating

Change Management

Not applicable

Managers, Coordinators, Supervisors and Team Leaders

Tuesdays 23 & 30 March 2010
Thursdays 22 & 29 July 2010
Wednesdays 24 Nov & 1 Dec 2010

9:00am to 4:00pm (two days)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $176.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Medical Terminology

BSBMED301 — Interpret and apply medical terminology

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course has been developed by the Australian Medical Association to
meet industry requirements. Participants will gain a comprehensive
understanding of medical terminology

Components of medical words

Building medical words

Medical abbreviations and symbols

Areas of medicine

General introduction to the systems of the body
Terminology related to oncology and pharmacology

Not applicable

Employees who as a requirement of their position or role are interested in
becoming proficient in medical terminology for use within the hospital
environment

Mondays 3, 10, 17, 24, 31 May 2010

1:00pm to 4:00pm (5 x 3 hour sessions = 15 hours, one week apart)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $110.00

Training Support Officer, The Education Centre Ext 42353
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Minute Taking

Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

Effective and efficient minute taking is one of the key skills required for the
accurate communication of the outcomes of meetings. This workshop will
examine the processes required for effective minute taking and provide
opportunity for participants to practice the relevant skills. It will also
investigate other processes to keep a record of information generated at
meetings

Examine a range of minute taking strategies

Utilise different formats in practical activities

Explore and practice key work/note taking skills

Investigate using group processes as part of recording the group memory

Employees who are required to take interactive minutes

Wednesday 9 June 2010
Thursday 11 November 2010

9:00am to 12:30pm (3% hours)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $44.00
External: $88.00

Training Support Officer, The Education Centre Ext 42353
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Performance Development for Managers
(Suitable for Corporate/Allied Health Staff Only)

Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This session aims to develop your knowledge in the critical area of the
employee Performance Development cycle in accordance with the RPH
Performance Development tool and the SMAHS Performance Development
Policy

Purpose and benefits of Performance Development system
How to use the RPH Performance Development tool

Setting objectives

The vital role of giving and receiving feedback

Recording of the Performance Development meeting in HRIS

Corporate/Allied Health Mangers, Supervisors, Coordinators or Team Leaders
who are responsible for facilitating the RPH Performance Development tool
with their employees.

Wednesday 3 February 2010
Wednesday 7 April 2010
Thursday 1 July 2010
Thursday 19 August 2010
Tuesday 19 October 2010

9:00am to 12 noon (3 hours)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: Not available
External: Not available

Training Support Officer, The Education Centre Ext 42353
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Presentation Skills

Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand the principles and
techniques of professional presentations and confidently demonstrate
effective and interesting impromptu and prepared presentations

Successful presentation principles and techniques

Structuring and preparing presentations

Targeting your audience

Techniques to control nerves

Using body language, tone, other attention holding devices, notes,
prompts and visual aids

Anticipating and responding to questions

Making presentations engaging

Presenting statistics and facts in interesting ways

Presenting information persuasively

Understanding your preferred style & Impromptu speaking techniques

Employees who are required to present to groups but have limited
experience or are daunted by the idea of getting up in front of others

Thursday 6 May 2010
Thursday 23 September 2010

9:00am to 4:00pm (one day)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $110.00

Training Support Officer, The Education Centre Ext 42353
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Recruitment and Selection Course

Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to identify the stages of recruitment &
selection processes and specify where the responsibility for each stage is
focussed, and to develop non-discriminatory, behavioural based questions to
highlight the skills and knowledge of applicants based on the STAR method

Recruitment Policy and Procedures
Developing selection criteria

Assessment techniques

Generating a shortlist

Developing STAR questions

Conducting interviews

Reference checks

Writing recommendations for appointment
Post interview counselling

Giving feedback to applicants

Identify HCN Form and presentation from HCN representative

Any employee who is required to sit on recruitment and selection panels

Wednesdays 17 & 24 February 2010
Thursdays 3 & 10 June 2010
Thursdays 9 & 16 September 2010
Tuesdays 23 & 30 November 2010

9:00am to 4:00pm (two days, one week apart)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $176.00
External: $220.00

Training Support Officer, The Education Centre Ext 42353
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Verbal Judo

Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to understand the five goals of verbal
judo which are:

Conflict resolution, Enhanced professionalism, Less complaints, Less
vicarious liability and Less Stress

The goal of the professional

The force options used to achieve this goal

The habit of mind necessary to achieve this goal

The contact professional and the art of representation

Three survival street truths of communication

Verbal Karate versus Verbal Judo

Verbal Judo illustrated - “The 5 step hard style of persuasion”
L.E.A.P.S (Listen, Empathise, Ask, Paraphrase, Summarise)

Not applicable

All employees who deal with members of the public, at times under stressful
conditions

Thursday 22 April 2010
Wednesday 28 July 2010
Tuesday 9 November 2010

9:00am to 4:00pm (one day)

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $88.00
External: $110.00

Training Support Officer, The Education Centre Ext 42353
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Write a Winning Job Application & Wow them at the Interview

Description:

Content:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

Demonstrate an understanding of the
public sector job environment
Identify and highlight relevant skills
and abilities

Write a job application that
demonstrates the skills and abilities
asked for in the selection criteria
and use relevant and meaningful
examples to highlight actual or
potential experience

Prepare an impressive resume
Compile a complete and well
organised job application package
(cover letter or summary of claims;
application; resume and or
curriculum vitae; supporting
documentation)

Thursday 25 March 2010
Tuesday 29 June 2010
Thursday 14 October 2010

9:00am to 4:00pm (one day)

Two weeks prior to commencement of course

RPH: No cost
SMAHS: $88.00
External: $110.00

This course will enable participants to understand and apply job application
writing skills to get to the interview and then how to confidently demonstrate
the skills of successful job interview techniques

Understand the interview process
Selling yourself by effectively
communicating skills and abilities
related to the work environment
Understand guestioning
techniques and predicting
guestions

Create strong first impressions
Prepare and practice for the
interview

Establish and maintain strong
rapport with the panel

Present relevant questions

Use post interview feedback to
improve future performance

Classroom B, Level 2 WASON Building (151 Wellington Street, Perth)

Training Support Officer, The Education Centre Ext 42353
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries / Bookings:

This Internationally recognised course, (Australian Resuscitation Council and
Resuscitation Council (UK) co-badged) aims to teach the theoretical and
practical skills to effectively manage cardiopulmonary arrest, peri-arrest
situations, and cardiac arrest in special circumstances. It prepares senior
members of the medical emergency/resuscitation teams to treat critically ill
patients until transfer to a critical care area.

Skill stations and workshops:

Lectures: .
. . Advanced airway management
e Causes & prevention of cardiac I
arrest Manual defibrillation

Peri-arrest management

Cardiac arrest in special
circumstances

e Cardiac arrest simulations

e Acute coronary syndromes
e ALS treatment algorithm
e Post resuscitation care

Nursing or Medical professional registration
(nurses must be at least 2 years post graduation)

Nurses, Doctors and Paramedics with clinical positions within critical/acute
care areas or on the cardiac arrest / medical emergency teams

Available on Servio Online or at the email address below

8.00 am to 6.30pm (two consecutive days with 100% attendance required)

Ruth Reid Clinical Skills Centre, WASON Building
Corner of Wellington Street and Hill Street, Perth

Six weeks before course commencement
Successful applicants will be notified by email and sent pre-reading

Costs on enquiry

Resuscitation Officer, The Education Centre 9224 8750
Email: rph.resustraining@health.wa.gov.au

ALS Application Forms and Course Information can be found on Servio Online
under Education & Training: RPH Nursing & Education Centre/Resuscitation
Issues and Training/ALS Course
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course runs over two half days and will enable participants that
infrequently use cardiac monitoring for their patients to gain a sound
understanding of the anatomy and physiology of sinus rhythm and develop
confidence on using cardiac monitors and performing 12 lead ECG

Overview of cardiac anatomy, physiology and sinus rhythm
Indications for cardiac monitoring

Using cardiac monitors

Performing 12 lead ECG and detecting changes on 12 lead ECG
Common arrhythmias

Not applicable

All nursing staff who infrequently care for monitored patients

Tuesday 16 & 23 March 2010
Tuesday 19 & 26 October 2010

8:00am to 12:00 noon (two half days must be attended)

Classroom A, Level 2 WASON Building Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: Not available
External: Not available

Course Coordinator: Asadah Sidon, SDE Ext 42272
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries / Bookings:

CVD / Cardiac Rehab Study Morning

The program is unable to be formalised until 2010 but will contain topics
concerning cardiovascular health and cardiac rehabilitation

Not applicable

All Nursing & Allied Health staff working with patients with Cardiovascular
Disease

Friday 18 June 2010

8.00 am to 12:30pm (half day)

Cardiology Seminar Room, Level 4 South Block

Two weeks prior to course commencement
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $16.50
External: $44.00

Course Coordinators: Julie Smith/Narelle Wilson Cardiac Rehab Ext 41308
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to manage issues related to wound,
ostomy and continence care and will be delivered over 3 modules. All
modules will consist of topics from each specialty.

Course content may vary from advertised information

e Wound assessment, skin tears, pressure ulcers, minor trauma, leg ulcers,
complex wounds and dressing selection

e Physiology, types, causes and management of bladder and bowel
dysfunction

e Bowel procedures, all aspects of stoma management and draining
wounds

e Company representatives will provide trade displays

Not applicable

All Enrolled and Registered Nurses and Residential Care staff

Module 1: Friday 7 May 2010
Module 2: Friday 18 June 2010
Module 3: Friday 30 July 2010

8:00am to 15:30pm

Bruce Hunt Lecture Theatre, Level 2 South Block Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $33.00 per module
External: $88.00 per module

Course Coordinator: Donna Angel, Nurse Practitioner
Wound Management Page 3486
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to handle, administer and dispose of
cytotoxic chemotherapy and to enable the nurse to be prepared in the event
of problems associated with cytotoxic chemotherapy

Cytotoxic safety and handling

Cell cycle

Cytotoxic prescriptions

Spill management

Extravasation management

Toxicities associated with cytotoxic chemotherapy agents

Nursing management of patients receiving cytotoxic chemotherapy

Not applicable

Any staff caring for patients receiving cytotoxic chemotherapy

Thursdays 8 & 29 April 2010
Thursdays 28 October & 11 November 2010

8:00am to 12:00noon (two half day sessions must be attended)

Robin Miller Dicks Seminar Room, Level 3 M block, Colonial House

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $33.00 (for two half day sessions)
External: Not available

Course Coordinators: Catherine Barratt CNS Page 2934 or
Annie Kilcullen CNC Page 2931
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to handle, administer and dispose of
cytotoxic chemotherapy and to enable the nurse to be prepared in the event
of problems associated with cytotoxic chemotherapy.

The content is focused on chemotherapy protocols used in the outpatient
setting and updating practices

Cytotoxic safety and handling

Cell cycle

Cytotoxic prescriptions

Spill management

Extravasation management

Toxicities associated with cytotoxic chemotherapy agents

Nursing management of patients receiving cytotoxic chemotherapy
Updating practice and information of new products

Not applicable

Any staff caring for patients receiving cytotoxic chemotherapy - focus is the
outpatient setting. Ideal for nurses working in rural areas

Thursday 3 June 2010

8:00am to 15:00noon (one day)

Robin Miller Dicks Seminar Room, Level 3 M block, Colonial House

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $33.00
External: $88.00

Course Coordinators: Catherine Barratt CNS Page 2934
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description: This is a series of four lectures on dementia

General overview of dementia

The prescription and administration of dementia medications
Challenging behaviours workshop

Nursing process & care planning

Reiteration of pro-active discharge planning

Managing feeding problems

Assessing & managing mobility

Content:

Pre-requisite: Not applicable

Recommended for: All Enrolled and Registered nurses, including Graduate Nurses

Thursdays 4, 11, 18, 25 February 2010
Dates: Thursdays 3, 10, 17, 24 June 2010
Thursdays 7, 14, 21, 28 October 2010

Time / Duration: 14:15 to 15:15 (4 x one hour sessions must be attended)

Venue: Brian Vivian Lecture Theatre, Level 4 South Block, WSC

Two weeks prior to commencement of course

Closing Date: Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $16:50

External: Not available

Course Coordinators: Kathy Sims SDN Ward 5A Ext 43432 or Page 3613
Enquiries: Julie Shepard SDN Ward 5B Ext 43432 or Page 2395
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description: This course will enable participants to achieve competency in the nursing
P ) management of patients with Diabetes at Royal Perth Hospital
e General overview of diabetes
e General management principles
e BGL monitoring
Content: * In_sulln
e Dietary management
e Medical management
e Referral pathways
e (Case studies
Pre-requisite: Not applicable
Recommended for: All nursing staff
Dates: Fridays 5, 12, 19, 26 February 2010
) Fridays 6, 13, 20, 27 August 2010
Time / Duration: 14:00 to 15:30 (4 x 1% hr sessions)
Venue: EG Bowe Lecture Theatre, Ground floor WASON Building
Closing Date- Two weeks prior to commencement of course
g ’ Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $16.50
External: Not available
Enauiries: Course Coordinator: Alison Lockhart SDE Ext 48738 or Page 2669
9 ’ Booking Enquiries:  The Education Centre Ph: 9224 2498
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This course is a mandatory component towards the achievement of Enrolled
Description: Nurse Oral Medication Competency. It provides Enrolled Nurses the
opportunity to consolidate knowledge and reviews medication calculations

Responsibilities in medication administration
Revision of basic pharmacology

Negotiating your way around the medication chart
Locating and using medication resources

Case studies on common medication errors
Calculations - review and test paper

Content:

Completion of EN Oral Medication SDLP assessed by SDN/CNS/CNM prior to

Pre-requisite: attending the study day

Recommended for: Enrolled Nurses

Tuesday 2 March 2010
Thursday 14 October 2010

Dates:

Time / Duration: 08:30 to 16:30 (one day)

Venue: Centenary Room, Ground floor Thorburn House, Shenton Park Campus

Three weeks prior to commencement of course

Closing Date: Confirmation letters will be sent 3 weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $33.00
External: $88.00
. Course Coordinator: Fiona Stevenson SDE Ext 42266
Enquiries:

Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description: This course will provide participants with a comprehensive overview of
P ) caring for a patient admitted with gastrointestinal conditions
e To provide a better understanding of the diagnostic and therapeutic
tools used in gastrointestinal conditions
C ) e To better equip nurses and health professionals with the skills to care for
ontent: . . - L
people with gastrointestinal conditions
e To provide nurses and health professionals with an insight into the
multidisciplinary approach to gastrointestinal management
Pre-requisite: Not applicable
Recommended for: All Enrolled and Registered Nurses & Endoscopy suite staff
Dates: Thursday 25 November 2010
Time / Duration: 08:00 to 15:30 (one day)
Venue: Bruce Hunt Lecture Theatre, Level 2 South Block Wellington Street Campus
Closing Date: Two weeks prior to commencement of course
g ) Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $33.00
External: $88.00
Course Coordinators: John Ashworth / Deanka Preston
Enauiries: SDNs for 9A & 9B Page 2670
9 ) Anne Murphy Gastro Day Unit Ext 9224 1881
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will provide education on the management of patients with
advanced acute and chronic heart failure

Pathophysiology of heart failure
Role of the heart failure service
Heart failure management
Lifestyle changes

Advanced therapies

VAD and the future

Not applicable

All Enrolled and Registered Nurses and other interested Allied Health staff

Monday 26 April 2010

8:30 to 16:30 (one day)

Bruce Hunt Lecture Theatre, Level 2 South Block Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $33.00
External: $88.00

Course Coordinator: Niki Parle Nurse Practitioner Page 4095
Advanced Heart Failure & Cardiac Transplant Service Ph: 9224 3151
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This Internationally recognised course, (Australian Resuscitation Council and
Resuscitation Council (UK) co-badged), aims to teach those who would like
or need more than just basic resuscitation skills.

The objective is to train appropriate healthcare personnel to manage
critically ill patients and those in cardiopulmonary arrest until the arrival of
more senior personnel. It also prepares them for assisting the members of a
medical emergency / resuscitation team

Skill stations & simulations:
Airway management skills
Initial assessment

Basic life support
Defibrillation

Cardiac arrest simulations

LECTURES:

e (Causes and prevention of
Cardiac Arrest

e ALS treatment algorithm

Nursing or Medical professional registration

Nursing staff, Junior Medical Staff, Paramedics
(nurses must have completed a Graduate Program)

Available on Servio Online or at the email address below

8.00 am to 4.00pm (One Day)

Ruth Reid Clinical Skills Centre, WASON Building
Corner of Wellington Street and Hill Street, Perth

Four weeks prior to course commencement
Successful applicants will be notified via email and sent pre-reading

RPH: Free of charge
SMAHS & External: Costs on enquiry

Resuscitation Officer, The Education Centre 9224 8750
Email: rph.resustraining@health.wa.gov.au

ILS Application Forms and Course Information can be found on Servio Online
under Education & Training: RPH Nursing & Education Centre/Resuscitation
Issues and Training/ILS Course

Page 79



| L The Education Centre
R A Education & Training Planner

GOVERNMENT OF
WESTERN AUSTRALIA

This Infection Management Education Program offered by Royal Perth
Hospital gives multidisciplinary team members the opportunity to gain the
knowledge required to effectively manage issues relating to infection
control as they arise

Description:

e Demonstrate the level of knowledge required to guide colleagues in the
management of infection control issues at unit level

Content: e Apply principles of infection management to every day work environment

e Access resources available to ensure optimum infection management
occurs in the workplace

Pre-requisite: Not applicable

Recommended for: All Nursing, Medical, Patient Care Assistants, Orderlies and Cleaning staff

Fridays 7, 14, 21, 28 May 2010

Dates: Fridays 5, 12, 19, 26 November 2010

Time / Duration: 14:00 to 15:00 (4 x 1 hour sessions)

Venue: Robin Miller Dicks Seminar Room, Level 3 Colonial House

Closing Date: Two weeks prior to commencement of course

g ) Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost

Cost: SMAHS: $16.50
External: Not available

S Course Coordinators: Alison Lockhart SDE Ext 48738 or Page 2669
Enquiries:

Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to consolidate IV medication knowledge
and allow them to practice IV administration skills. It is a pre-requisite to
gain IV medication competency at Royal Perth Hospital

Professional and legal responsibility

Pharmacology - interactions and hazards

Venous Access Devices and their use

Infection prevention and management

Blood products - what and how to infuse

Use of volumetric pumps / priming gravity lines / mixing IV solutions and
medications

e Medication Calculations - practice and test

Participants must have oral medication competency. Must have completed
IV Medication SDLP workbook and had it assessed by SDN prior to attending
the study day.

Nurses who want to gain IV medication competency

Thursday 28 January 2010
Wednesday 31 March 2010
Tuesday 1 June 2010
Wednesday 1 September 2010
Tuesday 26 October 2010
Thursday 25 November 2010

08:30 to 16:30 (one day)

Centenary Room, Ground floor Thorburn House, Shenton Park Campus

Three weeks prior to commencement of course
Confirmation letters will be sent 3 weeks prior to course commencement

RPH: No cost
SMAHS: $33.00
External: Not available

Course Coordinator: Fiona Stevenson SDE Ext 42266
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to increase their understanding of
pressure ulcers, minimisation and management based on current evidence
and best practice. Course content may vary from advertised information

Aetiology of pressure

Risk assessment and minimisation

Evidence based practice

Pressure ulcer management

Dressing products

Demonstration of pressure relieving devices
Clinical application of management techniques

Not applicable

All Enrolled & Registered Nurses and residential care staff from all health
care settings

Thursday 18 November 2010

08:00 to 12:00 (half day)

Robin Miller Dicks Seminar Room, Level 3 Colonial House
Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $16.50
External: $44.00

Course Coordinator: Donna Angel, Nurse Practitioner
Wound Management Page 3486
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to update and consolidate knowledge of
anatomy and physiology of the nervous system and of neurological disorders

Traumatic brain injuries
Neuroradiology
Neuroanatomy

Stroke

Epilepsy

MND and GB

Meningitis

Parkinson’s Disease

Not applicable

Nurses working in Neurology, Neurosurgery, ED and ICU

Thursdays 17 & 24 June 2010

08:00 to 16:30 (two days)

EG Bowe Lecture Theatre, Ground Floor WASON Building

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $66.00
External: $176.00

Course Coordinator: Leonie Beckett SDN Ext 43663 or Page 3536
Anna Jacobsen/Amelia Palfrey Ext 43633 or Page 2760
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This day is designed to support nurses new to the preceptor or clinical
teaching role. The day aims to provide an overview of key areas relevant to
staff support in clinical areas, together with practical workshops designed to
increase self awareness and versatility in teaching and learning techniques

Understanding the needs of new staff
Communication skills

Understanding the appraisal process
Giving feedback

Teaching and learning skills workshop

Not applicable

For all staff involved in or commencing preceptor role or preparing for the
Staff Development Nurse role

Tuesday 9 February 2010
Tuesday 4 May 2010
Tuesday 10 August 2010
Tuesday 5 October 2010
Thursday 2 December 2010

08:00 to 16:30 (one day)

Classroom A, Level 2 WASON Building (151 Wellington St Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No charge
SMAHS: $33.00
External: $88.00

Course Coordinator: SDE Professional Development Ext 41320
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Date:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will provide participants with knowledge and skills to assess and
implement effective pain management in a palliative setting

Pain Assessment

Pathophysiology

Pharmacology

Other Pain Management Strategies

Case Studies

Program inclusive of topics and presenters will be available two months
prior to commencement of the course

Not applicable

All nursing, medical staff and allied health staff

Friday 12 March 2010

08:00 to 16:00 (one day, final duration to be confirmed with program)

Bruce Hunt Lecture Theatre, Level 2 South Block, Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $33.00
External: $88.00

Course Coordinator: Natalie Panizza Locum Nurse Practitioner
Palliative Care Service
Ph: 9224 2957 or 9224 2244, Page 2039
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Date:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will provide nurses, allied health and medical staff the
opportunity to increase their knowledge on the philosophy and
implementation of care within a palliative care setting

Program inclusive of topics and presenters will be available two months
prior to commencement of the course

Not applicable

All nursing, medical staff and allied health staff

Friday 13 August 2010

08:00 to 16:00 (one day, final duration to be confirmed with program)

Bruce Hunt Lecture Theatre, Level 2 South Block, Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $33.00
External: $88.00

Course Coordinator: Natalie Panizza Locum Nurse Practitioner
Palliative Care Service
Ph: 9224 2957 or 9224 2244, Page 2039
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable management of Percutaneous Endoscopic
Gastrostomy (PEG) tubes

Indications for insertion of a PEG tube

Skin care of PEG tube

Nutrition and medication through feeding tubes
PEG changing procedure - theory and practical

Not applicable

All Enrolled & Registered Nurses caring for patients with PEG tubes

Thursday 26 August 2010

08:00 to 12:00 noon (half day)

Bruce Hunt Lecture Theatre, Level 2 South Block, Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $16.50
External: $44.00

Course Coordinator: Julie Pang CNC Gastro Ext 43133
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will provide demonstration and discussion on the correct
application of forearm and lower leg backslabs. A plaster workshop aimed at
the correct techniques used in plaster backslab application.

Demonstration of lower arm backslab application
Practice at lower arm backslab application
Demonstration of lower leg backslab application
Practice at lower leg backslab application
Nursing care of plaster / cast application

Not applicable

Staff working in Plaster Clinics, ED, Orthopaedic nursing staff and anyone
who would like to learn simple plastering techniques

Tuesday 30 March 2010
Tuesday 3 August 2010

13:00 to 16:00 (3 hours)

Plaster Clinic, Goderich St Outpatients, Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $16.50
External: $44.00

Course Coordinator: Michele Collins SDN Ward 5G Ext 43529 or Page 3537
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content may vary and
is drawn from a range
of subjects - Subjects
can include:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

These study days attempt to encourage professional and personal growth in
non-clinical subject areas. A variety of topics are offered and may vary over
time in order to respond to changing workplace issues or to take advantage
of learning and development opportunities

Leadership development

Conflict resolution

Cultural awareness

Interview preparation

Presentation skills

Managing morale and team building
Communication and People Management

Not applicable

Enrolled Nurses, Registered Nurses, Clinical Nurses

Friday 19 February 2010
Thursday 13 May 2010
Tuesday 24 August 2010
Wednesday 13 October 2010

08:00 to 16:30 (one day)

Classroom A, Level 2 WASON Building (151 Wellington St Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $33.00
External: Not available

Course Coordinator: SDE Professional Development Ext 41320
Booking Enquiries: The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This day is to provide recovery knowledge to nurses who are recovering
patients from surgery or procedures with anaesthesia or sedation. It consists
of a half day of lectures and a half day of simulations

Airway management in perianaesthesia
Complications in the Recovery setting
Oxygen delivery devices

Simulations

Must be working in a recovery room or related area

Recovery nurses or nurses who are expected to recover patients from
sedation or anaesthesia

To be advised - Contact Jilda Levene CNC Recovery Ext 43995 or Page 2749

Lecture 08:00 to 12:00
Simulations 13:00 to 16:30

Theatre Seminar Room, Level 4 North Block, Wellington Street Campus

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $66.00
External: $160.00

Course Coordinator: Jilda Levene CNC Recovery Ext 43995 or Page 2749
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This day is to provide simulated scenarios specific to the Recovery setting

Airway management in perianaesthesia
Complications in the Recovery setting
Oxygen delivery devices

Simulations

Must be working in a recovery room or related area

Recovery nurses or nurses who are expected to recover patients from
sedation or anaesthesia

To be advised - Contact Jilda Levene CNC Recovery Ext 43995 or Page 2749

(4 hours)

WASON Simulation Training Centre, Ground floor WASON Building
(151 Wellington Street Perth, corner Wellington & Hill Streets Perth)

Two weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: $66.00
External: $160.00

Course Coordinator: Jilda Levene CNC Recovery Ext 43995 or Page 2749
Booking Enquiries:  The Education Centre Ph: 9224 2498
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This course will provide participants with a basic overview of all aspects of

Description: caring for the patient with renal failure

Acute versus chronic renal failure
Haemodialysis / peritoneal dialysis
Transplantation

Diabetic nephropathy

Vascular access

Diet and fluids

Medications

Content:

Pre-requisite: Not applicable

Novice or inexperienced nurses working in the renal area or those nurses

Recommended for: caring for renal patients in another health care setting

Dates: Monday 24 May 2010
Time / Duration: 08:00 to 16:30 (one day)
Venue: Bruce Hunt Lecture Theatre, Level 2 South Block, Wellington Street Campus

Two weeks prior to commencement of course

Closing Date: Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $33.00
External: $88.00
S Course Coordinator: Jane York Ext 42069
Enquiries:

Booking Enquiries:  The Education Centre Ph: 9224 2498
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o This course will provide participants with a comprehensive overview of
Description: - . .
caring for a person with lung disease
e To provide a better understanding of common respiratory ailments
e To better equip nurses and other health professionals with the skills to
Content: care for people with lung disease
) e To provide nurses and other health professionals with a better
understanding of the diagnostic and therapeutic tools used in lung
disease
Pre-requisite: Not applicable
Recommended for: All Enrolled Nurses, Registered Nurses and Physiotherapists
Dates: Friday 30 April 2010
Time / Duration: 08:00 to 15:30 (one day)
Venue: Bruce Hunt Lecture Theatre, Level 2 South Block, Wellington Street Campus
Closina Date: Two weeks prior to commencement of course
g ) Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $33.00
External: $88.00
Course Coordinators: Michael Lim / Xi Yuan Li
Enquiries: SDNs for 9C Page 2641
Booking Enquiries:  The Education Centre Ph: 9224 2498
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These sessions are designed for the Senior Nurses (SRN 3 roles) current and
past participants on the RN Career Development Program who attend as
Description: guests of the SRN 3’s. The sessions are designed to help develop and expand
on knowledge skills in a wide variety of topics relevant to senior clinical and
management issues and roles

e Education session subjects will be determined in collaboration with
Content: Senior Nurses and Staff Development Educators and will be advertised
via email distribution lists to eligible participants

Pre-requisite: Must be RPH SRN 3 or participant of the RN Career Development Program
19 January 2010 13 July 2010
11 February 2010 19 August 2010

Dates: 16 March 2010 23 September 2010

’ 15 April 2010 21 October 2010

18 May 2010 16 November 2010
17 June 2010 16 December 2010

Time / Duration: 14:00 to 15:30 (1¥2 hours)

Venue: Robin Miller Dicks Seminar Room, Level 3 Colonial House

Two weeks prior to commencement of course

Closing Date: Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: Not available
External: Not Available
S Course Coordinator: SDE Professional Development Ext 41320
Enquiries:

Booking Enquiries:  The Education Centre Ph: 9224 2498
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o This course will provide participants with an understanding of treatment of
Description: . .
Acute Spinal Cord Injuries
e Epidemiology and mechanism of injury
e First aid management
e Acute management up to discharge
Content: e Autonomic Dysreflexia
e Posturing workshop
e Physical assessment
e Patients perspective
Pre-requisite: Not applicable
Recommended for: Staff working in area’s caring for patients with acute spinal cord injuries
Dates: Tuesday 7 September 2010
Time / Duration: 08:00 to 16:30 (one day)
Venue: Spinal Seminar Room, G Block, Shenton Park Campus
Closing Date- Two weeks prior to commencement of course
g ’ Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $33.00
External: $88.00
Enauiries: Course Coordinator: SDNs for Spinal Unit Ph: 9382 7366 or Page 7803
9 ) Booking Enquiries:  The Education Centre Ph: 9224 2498
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This study day aims to cover role specific personal and professional
development topics chosen in advance by RPH Staff Development Nurses.

Description: Staff Development Educators will collaborate in advance with the SDNC in
order to develop study day content that best matches the requirements of
the SDN role

e Study day subjects to be determined 8 - 10 weeks prior to the study day

Content: by SDN collaboration at the SDNC meetings

Must be RPH SDN, Acting SDN or identified by division as commencing

Pre-requisite: or relieving the SDN role in the near future

Recommended for: Staff Development Nurses working at Royal Perth Hospital Only
Dates: Friday 25 June 2010

Time / Duration: 08:00 to 16:30 (one day)

Venue: Classroom A, Level 2 WASON Building (151 Wellington St Perth)

Two weeks prior to commencement of course

Closing Date: Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: Not available
External: Not available
o Course Coordinator: SDE Professional Development Ext 41320
Enquiries:

Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description: This is a 2 day course which will provide the initial burn care, burn surgical
management and patient care

Module 1:

Principles of Burn First Aid

Patho Physiology of burns

Immediate interventions post burn injuries
Interventions prior to transfer

Treatment of major burns in the first 24 hours
Content: Module 2:

e Major burns, chemical and electrical burns treatment
e Burn Surgical options
e New technology and innovations in burn surgery
e Rehabilitation for burn patients
e Psychological / social issues and the burns patient
e Patient perspectives
Recommended for: All nurses, health team providers and paramedic team members

Module 1: Friday 4 June 2010

Dates: Module 2: Friday 2 July 2010

Time / Duration: 8:00am to 15:30pm (two days)

Venue: Bruce Hunt Lecture Theatre, Level 2 South Block Wellington Street Campus

Closina Date: Two weeks prior to commencement of course

g ) Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost

Cost: SMAHS: $66:00 (for two days)
External: $176:00 (for two days)

L Course Coordinator: Joy Fong CNC Burns Page 2908
Enquiries:

Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants with the why’s and how’s of tractions in
the orthopaedic setting

Hamilton Russell skin traction
Thomas splints

Pelvic traction

Halo traction

Caring for patients’ requiring traction

Not applicable

Suitable for all Orthopaedic nurses and nursing staff who care for
Orthopaedic patients in wards and units

Friday 9 July 2010

Please note 20 places available - those not registered will be unable to
attend due to size of the venue

08:30 to 12:30 noon (half day)

Orthopaedic Tutorial Room, Level 5 North Block, Wellington Street Campus

One weeks prior to commencement of course
Confirmation letters will be sent two weeks prior to course commencement

RPH: No cost
SMAHS: Not available
External: Not available

Course Coordinator: Michele Collins SDN Ward 5G Ext 435
Booking Enquiries:  The Education Centre Ph: 9224 2498
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Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course provides participants new to trauma nursing with the
foundations of theoretical knowledge and many of the core concepts of
trauma care that will provide a foundation for future learning and
development

Please Note: This course does not offer practical skills development,
competency assessment or credentialing of practical skills

The program aims to provide information on current trends in trauma
management. Timetable development will commence mid-2010

Suitable for the health care professional working in acute care areas

Fridays 29 October, 5, 12, 19, 26 November 2010

08:00 to 16:30 (five days)

Bruce Hunt Lecture Theatre, Level 2 South Block, Wellington Street Campus

Three weeks prior to commencement of course
Confirmation letters will be sent 3 weeks prior to course commencement

RPH: No cost
SMAHS: $165.00
External: $440.00

Course Coordinator:  SDE Professional Development Ext 41320
Booking Enquiries: The Education Centre Ph: 9224 2498
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This course will provide participants with information on management of
Description: central venous access devices so harm is reduced to the patient
Please Note: Dialysis catheters are NOT discussed

e Types of venous lines and their care discussed
Content: e Care in the patient who is immunosuppressed
e Troubleshooting potential complications

Pre-requisite: Not applicable

. Any nursing staff caring for common central venous access devices not used
Recommended for:

for dialysis
Dates: Thursday 24 June 2010
Time / Duration: 08:00 to 12:00 (half day)
Venue: Robin Miller Dicks Seminar Room, Level 3 Colonial House

Two weeks prior to commencement of course

Closing Date: Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: No cost

External: $44.00

Course Coordinator: Catherine Barratt CNS Page 2934
Enquiries: Annie Kilcullen CNC Page 2931
Booking Enquiries:  The Education Centre Ph: 9224 2498
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This course is designed to update and up skill wound management practices. A
certificate of attendance will be provided for participant’s attending all 6
weeks. The first course will be basic wound management and the second
Description: advanced wound management.

Course content may vary from advertised information

Please Note: Maximum of 20 participants per course due to the workshop
component of the course.

Basic Advanced
e Wound healing, assessment and | ¢ Advanced wound healing and
debridement assessment
) e Complex and draining wounds e Minor trauma, complex wounds
Content: . .
e Wound care products e Topical negative pressure
e Leg ulcer management e Complex abdominal wounds
e Management of burns e Advanced burn management
e Pain, infection and skin care e Skin tears, pressure ulcers

The course is recommended for all Enrolled or Registered nurses working at
Pre-requisite: RPH or SMAHS but applicants MUST have completed the Basic Course in order
to attend the Advanced Wound management Course

Course One Basic: 25 February 4, 11, 18, 25 March, 1 April 2010

Dates: Course Two Advanced: 19, 26 August, 2, 9, 16, 23 September 2010
Time / Duration: 09:00 to 12:00 (6 x 3hr = 18 hours total duration)
venue: Course One: Robin Miller Dicks Seminar Room, Level 3 Colonial House
’ Course Two: Brian Vivian Seminar Room, Level 4 South Block
Closing Date: Two weeks prior to commencement of course
g ) Confirmation letters will be sent two weeks prior to course commencement
RPH: No cost
Cost: SMAHS: $66.00

External: Not available

Course Coordinator: Donna Angel, Nurse Practitioner
Enquiries: Wound Management Page 3486
Booking Enquiries:  The Education Centre Ph: 9224 2498
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The Education Centre
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Bookings:

Cost:

Enquiries:

This series of lectures is designed to review understanding of medical
conditions of ABI patients, refresh knowledge base of permanent ABIRU nurses
and provide an opportunity for other SPC nurses to attend ABI education

Traumatic brain injury
Dysphasia / dysphagia

Primary brain tumour
Subarachnoid haemorrhage
Dietetics

Continence

Tracheostomy

Teaching in the clinical area
Topics may be subject to change

Must be working at Shenton Park Campus

Permanent ABIRU nurses who wish to refresh knowledge and all SPC nurses

1% Series: 3, 12, 20, 28, 31 May, 10, 17 June 2010
2" Series: 1, 10, 18, 26, 29 November, 2, 9 December 2010

1:00pm to 2:00pm
Bonus Repeat lecture: 2:00pm to 3:00pm dependant on presenter

Seminar Room 3 Level 3, A Block (venue subject to change, check flyers)

No booking required you are welcome to turn up

RPH: No cost
SMAHS & External: Not available
Certificates presented for sessions attended

All enquiries and bookings to:
Course Coordinator: Wendy Stacy, Ext 7380 or Page 7210
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course is designed to fill the gap between ABIRU patients and what is
covered in BERT

Communication

Agitation and aggression
Personal coping strategies
Legal implications
Defusing

Case studies

And more

Should be working on the Acquired Brain Injury Rehabilitation Unit or with
challenging patients * Ward specific themes

Nurses, Doctors, Allied Health, Assistants in Nursing and Patient Care
Assistants

1% Course: 18 & 25 February 2010
2" Course: 12 & 19 August 2010

12:00pm to 4:00pm (2 x 4hr sessions)

Centenary Room, Ground Floor Thorburn House, Shenton Park Campus

1% Course closes 12 February 2010
2" Course closes 6 August 2010

RPH: No cost

SMAHS: $33:00 (cheques payable to Royal Perth Hospital)
External: Not available

Certificates will be presented for sessions attended

All enquiries and bookings to:
Course Coordinator: Wendy Stacy, Ext 7380 or Page 7210
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course is designed to increase the knowledge base of novice and graduate
nurses working on the ABIRU

Traumatic brain injury

Dysphasia / dysphagia

Tracheostomy

SAH / Hydrocephalus

Epilepsy

Continence

Physiotherapy

Communication

Occupational Therapy

Management of Challenging Behaviours

Must be working on the Acquired Brain Injury Rehabilitation Unit or
casual/pool nurse interested in the area

Novice or new nurses working on the Acquired Brain Injury Rehabilitation Unit
or casual/pool nurse interested in the area

1 Course: 22, 25, 29 March, 1, 7, 8, 12, 15, 19, 22 April 2010
2" Course: 20, 23, 29, 30 September, 4, 7, 11, 14, 18, 21 October 2010

1% Course: 1:00pm to 2:00pm (10 x 1hr sessions)
2" Course: 1:00pm to 2:00pm (10 x 1hr sessions)

Seminar Room 3, Level 3 A Block (May be subject to change, see timetable)

One week prior to commencement of course

RPH: No cost
SMAHS & External: Not available
A Certificate will be presented for sessions attended

All enquiries and bookings to:
Course Coordinator: Wendy Stacy, Ext 7380 or Page 7210
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Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to increase their knowledge base for
working with Amputee patients including the interdisciplinary focus of
rehabilitation

e Nursing care of amputee patients

e Interdisciplinary focus with sessions from:
e Social Work Department

Occupational Therapy

Dietetics

Medical staff

Prosthetics

Physiotherapy

Nursing

Podiatry

Psychology

Civilian Maimed and Limbless - Peer Support

For any interested nurses at Shenton Park Campus or Wellington Street
Campus and those new to the field of amputation

Monday 10 May to Friday 21 May 2010
Monday 8 November to Friday 19 November 2010

13:00 to 14:00 (10 x 1 hour sessions)

Ward 8 Recreational Day Room, Shenton Park Campus

Two weeks prior to commencement of course

RPH: No cost

SMAHS: $16.50 for this course only or do Package of Mini Amputee, Mini
#NOF & Mini Rheumatology for $33 in total

External: Not available

All enquiries and bookings to:
Course Coordinators: Eunice Wong / Kate Miller, SDNs for Ward 8, Page 7600
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to increase their knowledge of the
interdisciplinary approach to Fractured Neck of Femur rehabilitation sessions

e Nursing care of fractured neck of femur (#NOF)
e Interdisciplinary focus with sessions from:
e Social Work Department
Occupational Therapy
X ray interpretation
Nursing staff
Physiotherapy
Dementia

Not applicable

For any interested nurses at Shenton Park Campus or Wellington Street
Campus and those new to the field of fractured neck of femur

Monday 15 March to Friday 19 March 2010
Monday 13 September to Friday 17 September 2010

13:00 to 14:00 (5 x 1 hour sessions)

Ward 8 Recreational Day Room, Shenton Park Campus

Two weeks prior to commencement of course

RPH: No cost

SMAHS: $16.50 for this course only or do Package of Mini Amputee, Mini
#NOF & Mini Rheumatology for $33 in total

External: Not available

All enquiries and bookings to:
Course Coordinators: Eunice Wong / Kate Miller SDNs for Ward 8, Page 7600
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course is designed to increase the knowledge base of novice and graduate
nurses working on the Neurological Rehabilitation Unit

. e Continence

: I(:)ﬁ\;:ljp?;ﬁnal Therapy e Guillian Barre Syndrome
« Epilepsy . Com_munication_
« Physiotherapy e Multiple Sclerosis _ _
« Dysphagia ° Managem_ent _of patients with
e Stroke Neurological Disabilities o

. . e MS nurse role and medication
e Patient Education

administration

Must be working on the Neurological Rehabilitation Unit or casual/pool nurse
interested in the area

Novice and new nurses working on the Neurological Rehabilitation Unit or
casual/pool nurse interested in the area

1% Course: 22, 25, 29, 31 March, 7, 8, 12, 15, 19, 22, 28, 29 April, 5 May 2010
2" Course: 20, 23, 29, 30 Sept, 4, 7, 11, 14, 18, 21, 25, 28 Oct, 4 Nov 2010

13:00 to 14:00 (13 x 1 hr sessions)

Seminar Room 3, Level 3 A Block or Ward 7 TV Room
(Subject to change, see timetable)

One week prior to commencement of course
A certificate will be presented for sessions attended. 11 out of 13 lectures
must be attended to receive a certificate of course attendance

RPH: No cost
SMAHS: Not available
External: Not available

All enquiries and bookings to:
Course Coordinator: Diane Jones, Ext 7350 or Page 7216
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Description:

Content:

Pre-requisite:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable novice nurses working in an Orthopaedic area to
develop skills and knowledge at a basic introductory level

Overview of orthopaedic complications
Bone growth and repair

Joint replacement

Physiotherapy and Occupational Therapy
Orthotics

Plastering

Pelvic Fractures

Traction

Upper limb #’s

Lower limbs #’s

Spinal fractures

Must be working on the Multi Trauma Orthopaedic Rehabilitation Ward or
Elective Orthopaedic Ward at Shenton Park Campus

Novice and new Nurses working at Wards 9 & 10 - Shenton Park Campus

4 May - 22 May 2010
14 September - 2 October 2010

13:30 to 15:00 (11 x 1% hour sessions)

To be confirmed

Two weeks prior to commencement of course

RPH: No cost
SMAHS: $66.00
External: Not available

All enquiries and bookings to:
Course Coordinators: Lara Kruger Page 7265 or Louise Waters Page 7407
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Description:

Content:

Recommended for:

Dates:

Time / Duration:

Venue:

Closing Date:

Cost:

Enquiries:

This course will enable participants to gain an understanding of
Rheumatology at an introductory level

e Nursing care of Rheumatology patients

e Interdisciplinary focus with sessions including:
e (QOsteoporosis

Occupational Therapy

Rheumatoid Arthritis

SLE

Physiotherapy

Yittrium 90

Joint Injection

Pain Management

For any interested nurses at either Shenton Park Campus or Wellington
Street Campus and those new to the field of Rheumatology

Monday 5 April to Friday 9 April 2010
Monday 18 October to Friday 22 October 2010

13:00 to 14:00 (5 x 1 hour sessions)

Ward 8 Recreational Room, Shenton Park Campus

Two weeks prior to commencement of course

RPH: No cost

SMAHS: $16.50 for this course only or do Package of Mini Amputee, Mini
#NOF & Mini Rheumatology for $33 in total

External: Not available

All enquiries and bookings to:
Course Coordinators: Eunice Wong / Kate Miller SDNs for Ward 8, Page 7600
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D o This course will enable participants to gain an understanding of spinal cord
escription: o . -
injury from admission through to discharge
e Acute stage through to rehabilitation
e Systems review of effect of spinal cord injury
Content: e Psychological impact of spinal cord injury
¢ Role of rehabilitation nurse
e Assessing mobility needs
Pre-requisite: Not applicable
Recommended for: Any staff interested in learning about the impact of SPI on patients
Dates: Tuesdays and Thursdays for 7 weeks (dates to be confirmed)
Time / Duration: 14:00 to 15:00 (14 x 1 hour sessions)
Venue: Spinal Seminar Room, Spinal Unit, G Block Shenton Park Campus
Closing Date: Two weeks prior to commencement of course
RPH: No cost
Cost: SMAHS: $66.00
External: Not available
Enauiries: All enquiries and bookings to: Ruth Crowe, Sarah McCarthy, Denise Donachie,
9 : SDNs for SPC Spinal Unit Page 7803 or Ph: 9382 7366
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