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User Guide to access E-Learning and Face to Face Training provided by
Calderdale Safeguarding Adults and Children Boards in conjunction with Virtual College

1. If you have not accessed any CSCB e-learning (provided by Virtual College) since July 2017, you
need to register so that your details are added to the system. When selecting your ‘department’,
please choose the most appropriate from the list e.g. if you are a child minder or private nursery,
select ‘Independent/Private’; if you work for a voluntary organisation, select
‘Voluntary/Community/Faith Sector’ etc. If in doubt, please contact
Allison.waddell@calderdale.gov.uk direct to discuss. Once you have registered, just remember your

user name and password!
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If you are registering for the first time, select the most appropriate department. If you are unsure,
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ison.waddell@calderdale.gov.uk direct

for advice.

Then select the most appropriate sub-department. Some departments have 3 levels, some only
have 2.
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Please select your department . Please select your sub-department —
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Once you click on ‘Register’, you are taken to a free text page, please complete this form with all the
details requested.

Once you have

|f you are already a registered uses, piesse logon DEE

Fields wiith 2 star (*) are mandatory. com pletEd this fo rm,

Full rganisaion Narme* | click on Register.

Job Title |
Title

-Please select your Tite- |

First Name®

Last Mams® |

Please make sure your date of birth is of the format dd/menlyyyy
Date of Birth

[
Full Organisation Address* |
Town® |

Postcode® |

Please anter your mabile number if you would like fo receive @ text messags cantaining your kgin datails
Mobile | |

Flease take care when entering your email address. this will be used to send you your usemame and :asswor:lyhic(ym will need in order to 3CCESS your training material
Email*

Confirm Emai* | |

Now, pleass choase a usemame which mast be at least six characters long. If you e previously used your email address to register with Virtual Coliage, please choose = different
usemame.

Usemams: |
Regisf—

You should receive a message that will allow you to log-in and to say an email will be sent to confirm
your log-in details.

You are taken to a welcome page where you need to enter your user name and password.

2. Your Learner Dashboard will look like this

The first time you go onto the
Dashboard, click on the
‘Requested Learning’ tab and
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Welcome to your learner record

You can apply for a range of e-leaming caurses by clicking on your Requested Leaming Tab and slscting the course you would like 1o sompiete. All courses which you request will be automaticaly adged to your Active Lear
one cours nd complste each courss befc nother

sistanos then plesse refer to the Res ction

on your Dashboard, whers you wil find a Requested Leaming user guids.

3. Clicking on ‘Course Request’ will download all the courses that are available to you and include
the full suite of e-learning modules and face to face courses.

Please only select one e-learning course at a time. You can go back in once you have completed it
and select another at any time.

You can select as many face to face courses including Continuous Professional Development;
Conference; and Presentation as you wish but please make sure you have your Manager’s
agreement to attend and that the course will meet your learning needs. The charging policy applies
for cancellation without sufficient notice (see website for more details). There is information about
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each course in the Multi-Agency Safeguarding Training Programme and a course preview once you
have selected the course you are interested in.

Use the search facility to look for a specific course
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4. Once you have selected the relevant face to face training course, you will be given an option of
dates (where applicable)
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Coursa/Lsaming Activity Tisa
ntroduetion to Child Sexusl Exploitation (1 1/2 hours)
Pleasa provids s brief sascription of your resson for requesting tnis courss

Event*

Introduction to Child Sexual Exploitation "
Oalers

|- Please select = time and date - |
Specal reisting to needs

Associsted Costs () - (f appilcable)

[ submit Request || cansel
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5. Finally, submit your request.

6. The CSCB will authorise your request (or contact you to discuss your application if necessary) in
due course and you will then receive a confirmation email with the venue, times and any other
necessary details of the training you have selected.

7. You will see similar screens when requesting e-learning. You are asked to complete e-learning
within 6 weeks of the date you request it. You will be sent a reminder after 4 weeks if you have not
completed it already.
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8. Certificates for e-learning can be accessed via the system following successful completion of the
course and a short on-line evaluation.

Certificates for face to face training courses, presentations, conferences etc. will be available via the
system following completion of the course and a short on-line evaluation.

Confirmations and reminder emails will be sent automatically by the system so if you do not receive
anything, please contact julie.hartley@calderdale.gov.uk for advice.

CSCB Secretariat:
01422 394108
01422 394149
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