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To register for an account

Before accessing the new MKPDP platform, for the first time, all external users must complete the
following registration process.

Register for Request access to Access granted Arcess to
MyCouncil acoount MKPDP System MEPDP Syxtem

Please see separate User Guide — ‘(MKPDP) Register for an Account (External Users Only)’: Milton
Keynes Professional Development Portal (MKPDP) | Milton Keynes City Council



https://www.milton-keynes.gov.uk/children-young-people-and-families/milton-keynes-professional-development-portal-mkpdp
https://www.milton-keynes.gov.uk/children-young-people-and-families/milton-keynes-professional-development-portal-mkpdp

MKPDP - Homepage

After logging in to My Council look for and then click the MKPDP tab.

Home  Services My Requests My Accounts MKPDP

Welcome to your MyCouncil Account

Popular Services

Household Waste Recycling Centre Booking Bulky Waste Collection Booking Recycling Sacks Delivery
Street Lighting Dumped Rubbish And Abandoned Shopping Parks, Open Spaces, Play Areas, Hedges,
Trolleys Shrubs, Grass and Trees
All Services My Requests
To Request and Apply for Services or Report an issue, If you want to view the progress of any Requests, Applications or Reports
please use the Services tab above. then use the My Requests tab above.

Can't find the form or information you are looking for? See All Council Services

Click on MKPDP Dashboard to open up your personal training dashboard

Milton Keynes Professional Development Portal (MKPDP)

Welcome

This portal enabiles users to book training courses directly, receive booking confirmations and reminders, access supporting rescurces, provide feedback,
downlosd certificates (where applicable), and keep a persenal record of their training.

You can use the site to explore training opportunities ofiered by a range of Milion Keynes City Council teams, including:

Children and Families

Ethnic Minority Achisvemeant MNetwork

Governor Services

School Attendance

School Improvement

If you have any questions, please contact us 2 MKPDP@miltan-keynes.gov.uk

MKPDP Dashboard




MKPDP - Dashboard

The Dashboard will display all the options available to you:
e My Training Record - view your past and current training and access certificates
e Book Training - search for and book training courses

e Feedback Form — complete feedback

My Training Record Book Training Feedback Form

Upcoming training

Select provider * [ Children and Families ] v

Governor / Trustee

Month selection

Click on a course for more details.

September 2026 (2) [ QOctober 2026 (2) H December 2026 (1) ] N

Click on a course in the Upcoming Courses table to view additional course details in @ new window.

_ Pelivery methed

Prevent - what governors need to know Civic Office Tuesday 08/09/2026 | 19:00 - 21:00 In-person

Schools' Finance - Maintained Civic Office Wednesday 23/09/2026 | 09:00 - 12:00 In-person



Below the main dashboard options, you will see a section called Upcoming Training. This area
automatically checks which providers you have access to and your assigned roles, and then displays
the training that is relevant to you.

You can also filter the list by month to help you find upcoming courses more easily.

Upcoming training

Select provider * [ Children and Families l N

Govemor / Trustee

Month selection

Click on a course for more details.

September 2026 (2) [ October 2026 (4) l

Click on a course in the Upcoming Courses table to view additional course details in a new window.

St Setenymethod

Monday 14/09/2026 | 19:00 - 20:30 Online

November 2026 (3) l I December 2026 (1) l v

Development Governor Seminar Online

Single Central Record Online Thursday 24/09/2026 | 19:00 - 20-00 Omline

When you click a row, a pop-up will appear with further details about the course.

Courss Overview x

Development Governor Ssminar

£ Moy 14TRIIIE | 1908 - 90

& brmrar Hoatusd Pk

Ecokmy infermuten

To close the tab, click the red X in the top-right corner.

Coures Jvarvlew D

Development Governor Ssminar



To Book Training

To start a booking click on the ‘Book Training’ tab.

My Training Record Book Training Feedback Form

This opens the Welcome page. If you have access to more than one provider, you will be able to
switch between them to find the training that best meets your needs. Once you have selected the
most appropriate provider click Next

Start your booking

Select provider * Children and Families v

[ Governor / Trustee l

==

If your account has not yet been verified, you will see the following message.

Awaiting Verification
Your account is not yet verified, so you cannot enrol on courses. Please contact MKPDP if you believe this is incorrect.

Course Search

On the Course Search page, you also have the option to filter the courses by target audience and
title search, helping you quickly find the training that matches your needs.

From the dropdown menu choose the course you want to enrol on, then click Next.

Weicoma | Coursa Seanch @ Courss Ovaivics

Search for a course

tamsi cns e s 1o s s s Ssbiie.

Target audkenca

Morih soisction

[ || e | ‘

Dy Ve Samons e ]

kg Gomrscs Sami | Mordey (4USGI00 GOVBRAAGEY  Onie 1 15 n

| Trasnsiny BUDGEGH {0 83030

Salact pour for anrimant Unndcparant Gamsscr Summiren | Morsdey MITUIIUE (GUV-IDS-SE) | 7




Course Overview

The Course Overview page provides detailed information about the course, including the trainer,
location, delivery method, course description, target audience, and booking information.

‘Welcome Course Search Course Overview @

Course Overview

Development Governor Seminar

% Monday 141092028 — Monday 14032026
& Trainer: Rachasl Parkin
% Onfine | Online

Course Information

This termly briefing provides Development Governors with an oppartunity to stay infermed zbout current education issues, policy
developments, and key updates from Milton Keynes City Council {MKCC) Govemnor Services. In addition to sharing relevant information and
guidance, the session enables Development Governaors to network with colleagues and exchange good pracrice.

The brifing zlso focuses on the important responsibilities of the Development Governor role, which includes overseeing the training and
development of the governing board, supporting the recruitment and inductien of new gevemors, and contributing te regular reviews of the
board's effectiveness to ensure strong governance and continuous improvemsent.

Audience
Development Governors or representatives.

Booking Information
Cancellation’ non-attendance charges

Gioverning Boards who have punchased the Gowemnor Development Packape — i a govemnor does not cancel their place on a3 cowrse or send apologies in
advance of training session the school will incur a £25 non-attendance charge.

Govemors who are attending training courses on a Pay as Use' basis do so under the following cancellation policy:
Courses cancelled within 2 days of the date will not be eligible for a refund.
Courses cancalled 3 or more days in advance of the date will receive 3 100% refund less a cancellstion administration charge of £25.

Leadership and Govemance Team Email: govemnortraining@iton-keynes. gov ui

The page also provides information of the session(s) and the course fee.

Session(s)

14092006 Oriline: Onlire

1900 - 20:30 Rachael Parkin

E00D

To book/reserve your place, click the tick box next to your name, underneath the Session and Fee
information at the bottom of the Course Overview page, followed by ‘Create Reservation’.



Pay As You Go (PAYG) Level 1 Users

Courses with a zero cost will be confirmed automatically. Where a course fee is being charged, a
colleague(s) within your organisation with the relevant financial authority, will receive an email
asking them to confirm your booking within 5 working days. Once your booking has been approved
you will receive a ‘Booking Confirmation’ email.

Session(s)

e m
14/09/2026 19:00 - 20:30 Online Online Rachael Parkin
£0.00

Select delegate(s) to enrol * Maximum selections for your organisation 2*

[/] Asnh-Level-One

Governor / Trustee - Pay As You Go (PAYG)
Fee £0.00 per delegate
There is no charge for this training

Your booking will be confirmed as soon as you submit this form

Create reservation

For Level 1 PAYG users, the names of your organisation’s approvers will be displayed on the screen.

Session(s)

_ Deieety mmined _
2410072026 19:00 - 20:00 Oniine Online Karen Bateman
£40.00

Select delegate(s) to enrol * Maximum selections for your organisation 3*

/| Ash-Level-One Brook | Junior Colleague

Governor / Trustee - Pay As You Go (PAYG)

Fee £40.00 per delegate

Your organisation does not currently have a Govemors Development Package, so this course will be charged on a pay-as-you-go basis. The course fee
will be invoiced to your organisation

When you submit your reservation, your place will be heid provisionally for up to five working days, unless the event is due 1o take place sooner. An email
requesting budget approval will be sent fo the colleagues listed below, with a copy sent to you. The email will include instructions on how to confirm the
booking. If approval is not received within five working days, or before the event date If it falls sooner, the provisional reservation will be released

ey 501 Lever Too R




School Governors — Governor Training and Development Package

If your board has purchased the relevant Governor Training and Development Package and the
course is included in the package your booking will be automatically approved at point of booking.

Session(s)

_ pemi m
24/09/2026 19:00 - 20:00 Online Online Karen Bateman
£40.00

Select delegate(s) to enrol * Maximum selections for your organisation 3*

[/) Bow-Level-One

Governor / Trustee - Governors Development Package

Fee £0 per delegate

Your organisation has purchased a Governors Development Package, there will be no charge for this training

Create reservation

After you click Create Reservation, a timer will appear showing how much time you have left to
complete your submission. If you need to make changes before submitting, select Remove
Reservation. This will cancel the reservation and allow you to update your booking.

If you wish to continue with your booking click Next in the bottom right-hand corner.

X You have Om 53s to complete your reservation.

Remove reservation

<€ Previous X Cancel

10



Review

The Review page displays a summary of your reservation.

Welcome Course Search Course Overview Revieaw @

Safer Recruitment
£ Tuecday 01/12/2028 - Tuecday 01/12/2028

& Trainer: Tammio Redman

¥ Civic Office | In-parsco

_

| acknowledge that the delegates listed are Yes

soourate and approved for submission.

Training Booking and Learner Expectations
Laamans ane e3paciad 10 take a0 acive and respansdia ke in thair training by atiending on tima, carmicipating fuly, and makrtainng a
profossional and respecti approach throughout.
Key Expectations

«  Ariva on tiere. prepared, and fotiow sl joning instructions

*  Ergage activaly in sessions and compiste required Sciviies and avaludtons

o Treal lraingrs and poers with mspect and contrbuta pasithaly

s Mantain professional bohavioor and minimise dstractions (@ moble phong Lsa|

« Foliow safety mauiraments and organisationsl poficies

= Infarm aansars promptly of any calys of absence

Adhera to session schedJdes, induding breaks

Suppont an inclusive, safe, and msgectid ieaming environmant

= Accept facdback constructivaly and apply leaming in practics

Please cick Yes' 1o corfiern that you have read Yaa
and fully undersicod the Learner £

¥ You have 9m 43s to complete your reservation.

adurwnc 1"O4E7S MM0SE

11



If the details are correct, click ‘Yes’ to confirm:
Once you have read the ‘Training Booking and Learner Expectations’, please tick ‘Yes’ to confirm.

Once both statements have been acknowledged, the option to Submit (and complete your booking)
will become available.

| acknowledge

3 ‘I“.IL.‘:i 55

scourate and appraved for subemission.

Training Booking and Learmner Expectations

0 ANd rasporsibie ke in thair training by Ssending on tima, paticipaing fuly, and martinng a

Key Expectations

= Arrive on b, praparned, and follow 2l joining instructions

«  Engage acdwiy in se nd compisia requead actvias and avaluatans

Traat trainers and pae” soact and canrituta pasitvaly

Mantain professiond bandviowr and minmise dstractons (eQ. mabla phore Lsd)

“chaddaes. Induding breaks

usive, safe, and respectid laming emdronment

¢ feedback constructivaly and apoly leaming In practice

and fully understood the Learner Expeclaton:

X You have 9m 63 to complete your reservation.

Hadwrunioe 1'OUES IO

After submitting the form, a ‘Submission Successful’ confirmation will appear, displaying your unique
reference number for future tracking.

Click continue to return to your MKPDP Dashboard.

Submission Successful

Your reference number = POPS2T73T148

Cantinue »



Waiting List

If all spaces on the course have been filled and the course accepts learners onto a waiting list, you
will be given the option to join it. The MKPDP team will contact you if a space becomes available.

Sl m

14/09/2026 19:00 - 20:30 Online Online Rachael Parkin
£0.00
Select delegate(s) to enrol * Maximum selections for your organisation 0*

(] Ash-Level-Two

Maximum delegates reached — Waiting List Available

Your organisation has reached the maximum number allowed, but you can join the waiting list. Please continue with the form, if a space
becomes available, we will contact you.

Select delegate(s) to enrol * Maximum selections for your organisation 0*

sh-Level-Two i

e

Maximum o reached — Waiting List Availabl

Your organisation has reached the maximum number allowed, but you can join the waiting list. Please continue with the form, if a space
becomes available, we will contact you.

Create reservation

13



My Training Record

Your Training Record is divided into two main sections:

My Upcoming Training

This section shows all future training sessions you are booked on, along with the status of each
booking.

Booking Statuses:
e Reserved — Your place is held and is waiting for approval from your manager or approver.
e Confirmed - Your booking has been approved and is fully confirmed.

s Cancelled /Approver Rejected— Your booking has been cancelled.

Welcome Ash-Level-1
On the MKCC Professional Development Portal (MKPDP) you can:

« View your upcoming fraining and your completed training record

If you experience any issues, please contact the MKPDP team for - MKPD. i key .gov.uk

My Upcoming Training

_

Governor / Trustee Waiting List Development Governor Seminar 14/09/2026 - 14/09/2026 19:00 - 20:30

Do you need to cancel your place on any ‘ Yes ‘
upcoming training? D

Training History

This section displays all the training you have completed, including attendance status and course
details.

My Completed Training

To print your attendance certificate, click the relevant course row. Certificates are only after your e has been recorded and any required
feedback questionnaire has been completed.

No completed fraining found.

Click the Home icon to return to the Dashboard.

14



How to cancel an upcoming booking

Log into MKPDP via MyCouncil - from your MKPDP Dashboard, Click ‘My Training Record’

My Training Record Book Training Feedback Form

Click ‘Yes’ next to ‘Do you need to cancel your place on any upcoming training?’

My Upcoming Training

_“

Governor / Trustee Reserved Prevent - what govemors need to know 08/09/2026 - 08/09/2026 19:00 - 21:00
Governor / Trustee Cancelled Schools' Finance - Maintained 23/09/2026 - 23/09/2026 09:00 - 12:00
Governor / Trustee Reserved Briefing for Chairs and Vice Chairs 01/10/2026 - 02/10/2026 09:00 - 12:00
Governor / Trustee Confirmed Z - Autumn Course - October 2026 12/10/2026 - 12/10/2026 14:00 - 16:00
Do you need to cancel your place on any | Yes |

upcoming training?

From the list select the training course you wish to cancel and then enter a reason for cancellation.
Enter your reason for cancellation and then confirm by clicking ‘Cancel enrolment’.

Do you need to cancel your place on any Yes N
upcoming training?

If you are unable to attend a course, select the course, provide a reason for cancelling, and click Cancel Enrolment.

Select training course to cancel * - Autumn Course - October 2026 - 12/10/2026 Confirmed v

Cancellation reason *

Unable to attend due to work commitments. v

Cancel enrolment

15



How to submit Feedback

Log into MKPDP via MyCouncil - from your MKPDP Dashboard, Click ‘Feedback Form’

My Training Record Book Training Feedback Form

Click on the arrow in the right-hand side of the ‘Select Course’ box to open drop-down list

Course/Event Feedback

Thank you for attending our training session. Your thoughts and experiences are incredibly valuable to us. This short feedback form is
designed to help us understand what went well and where we can improve. Whether it's about the content, the delivery, or the overall
experience, we'd appreciate your honest input. It only takes a few minutes and will help us make future sessions even better. All responses

will be treated confidentially.

Once you submit the form, you'll automatically receive your certificate of attendance.

*

Select course

Select. v]

Select...
Andence

GOV-0826-342 | Prevent - what governors need to know (19/08/2026)

Once you have selected the relevant course, click ‘Next’

Select course * Learner's courses where feedback not already provided.
[ GOV-0826-342 | Prevent - what governors need to know (19/08/2026) v
Attendance Can proceed if attended - check.

.
| e |

Once you have submitted your feedback, click submit, this will trigger a confirmation email which
will include your certificate as an attachment

Thank you for completing your feedback.

Your feedback is ready to be submitted and is greatly appreciated. Your comments help us to continuously improve the learning experience

for future attendees.

Once you click Submit, you will receive a confirmation email that includes your attendance certificate. Please allow a few minutes for the

email to arrive and remember to check your junk or spam folder if you do not see it in your inbox.

= e

Click on continue under the ‘Submission Successful’ reference number to return to your MKPDP
Dashboard

16



Downloading a certificate for past training

Log into MKPDP via MyCouncil - from your MKPDP Dashboard, Click ‘My Training Record’

Under ‘My Completed Training’, click on the relevant course. Please note certificates are only
available after your attendance has been recorded and (where required) feedback has been received.

My Completed Training

To print your attendance certificate, click the relevant course row. Certificates are available only after your attendance has been recorded and any required

feedback questionnaire has been completed.

Aﬂended I TD“I sessians

Governor / Trustee Prevent - what governors need to know | 19/08/2026 - 19/08/2026 100.00

Click ‘Print Certificate’ — your certificate will be downloaded as a pdf and can be saved or printed as
required.

Completed Training

Course title Prevent - what governors need to know
Trainer Alan McKenzie

Date 19/08/2026

#§ The Print Certificate button is displayed only once attendance has been recorded and, where required,
the feedback form has been completed.

Print Certificate

17



