121 HR SOLUTIONS LTD

changing the Way Businesses Do HR

Workshop Portfolio




Introduction

« We offer a wide range of training workshops, run by our CIPD
qualified Consultants, who have a wide range of practical experience
to draw on and share.

« The workshops are informative and informal to enable delegates to
gain a full understanding of the subject matter, and equip them with
practical guidelines that can be implemented into their organisation.

» Our workshops link to real life case studies.
« We can offer face to face, and remote training options.

* Most workshops are 1 day in length, however the duration and
content can be adapted depending on the needs of your business
and we can deliver in “bite sized” sessions.
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Interviewing, Hiring and on-boarding

Overview

The key area of any recruitment and selection process is
the interview. Managed well, the interview will provide
you with a talented employee who ticks all the boxes on
your employee wish list. However, if done badly, you
could find yourself wasting time, effort and money re-
recruiting for the position or worse, struggling to manage
“out” a poor performer.

Who is it For?

Anyone who is involved in interviews! We cover
everything from the preparation, through interviewing
techniques, to recording the interview itself to making the
offer.

Workshop Outline

This workshop will provide delegates with practical
experience of interviewing in a safe and relaxed
environment, through interactive exercises and role

plays.

Book here https://rb.gy/yn5edx

Outcome

* Understand different interview techniques

«  Appreciate why interview skills play a key role in
the selection of candidates

«  Be fully equipped with the tools and techniques
to become an effective interviewer

« Understand the need for interviews to be
“evidence-based”

» Learn the difference between good and poor
evidence, and how to match evidence to role /
business requirements

 Observe, grade and undertake a “mock
interview” to gain practical experience of using
interview techniques

* Understanding the manager’s obligations to
induct and on-board and consider who does
what, when.

121 HR SOLUTIONS LTD
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Developing Job Profiles

Overview

Having clear, concise and accurate job profiles for
each member of your organisation will help you
match the roles your people do to the strategic goals
and objectives of your business. Effective profiles
mean that your employees understand what is
expected of them, new recruits understand their job
from the outset and your managers understand the
responsibilities of their staff.

Who is it For?

Managers or team leaders who are accountable for
recruiting, managing and developing staff. The
course is also be suitable for those in HR or Training
roles.

Workshop Outline

This workshop will use template documentation and
interactive exercises to help delegates develop job
profiles for their organisation that are linked to
business strategy and objectives.

Outcome

« Understand the importance of having accurate
and up-to-date job profiles for all employees in
your organisation

* Understand the link between clearly defined job
profiles and effective recruitment / performance
management processes

»  Appreciate how to identify key role requirements,
and turn these into effective job profiles

 Learn how to use template documentation to
develop effective job profiles within your
organisation, linking these to business strategy
and objectives

Book here https://rb.gy/yn5edx
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Managing Absence

Overview

Absence does not only affect productivity and profit, but
can be a real minefield of legislation for employers do not
consider the pitfalls of handling the situation
inappropriately. Having policies and procedures in place
to manage absence makes it easier for managers to
handle absence in a more effective way.

Who is it For?

Anyone with responsibility for managing absence in the
workplace — either in a managerial capacity or as part of
an HR team.

Workshop Outline

This workshop will provide delegates with all the
knowledge and tools they need to feel more confident
when handling absence. With step-by-step guidelines
and clear, easy-to-follow materials, delegates will learn
how to manage each step of the absence process.

Book here https://rb.gy/yn5edx

Outcome

* Understand the real cost of absence to an
organisation

* Receive practical guidance on reducing absence
through early management intervention

* Have a clear understanding of the difference
between short and long term absence and the
different approaches to take with each

* Understand the need to conduct and how to
conduct return to work interviews

* Receive guidance on when to escalate absence
issues to disciplinary stage and how to handle
the subsequent disciplinary meeting

« Be able to determine when absence is a
disability and how to deal with absence within
the context of discrimination

121 HR SOLUTIONS LTD
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Understanding Diversity and Inclusion in

the Workplace

Overview

From recruitment to performance management, from
reward to redundancy, every area is open to potential
claims of discrimination.

Diversity, inclusion and equality work together in the
workplace to ensure that employees have the same rights
and opportunities no matter their situation. These help to
ensure there is no discrimination in the workplace and
that all employees are treated equally.

Diversity is the key for successful businesses and we
help you understand how to harness diversity and work
with it, rather than against it! Large and small employers
may carry out their duties in different ways, but no
employer is exempt from these duties because of size.

Who is it For?
Managers with responsibility for the acquisition,
management or development of staff.

Workshop Outline

This workshop will help you ensure your organisation is
legally compliant, whilst bringing you up to date on the
latest developments in case law.

Outcome

 The Equality Act 2010 - protected
characteristics and the types of
discrimination covered

» Discrimination and equality, diversity and
dignity at work — the implications of each

» Dignity at work - What does it look
like? Why does it matter?

» Understanding your responsibilities of a
diverse and inclusive workplace

. Interactive case studies and discussion

Book here https://rb.gy/yn5edx
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Managing Difficult Conversations

Overview

Managing difficult situations and conflict is something
all managers will come up against at some point in
their careers. Whether it is a dispute over salary,
unrest at work due to tension between employees, or
having to deliver bad news, unfortunately conflict at
work is inevitable.

Who is it For?

Any manager or supervisor with responsibility for
staff and/or who has encountered difficult situations
at work.

Workshop Outline

This workshop will use practical activities and
techniques to help delegates develop their own skills
and abilities when managing a variety of difficult
situations. We will focus on communication, listening
and leadership skills, to help enable delegates to
handle difficult situations more confidently.

Outcome

« Establish techniques to build effective workplace
relationships — looking at personality types and
understanding why people behave as they do.

» Building skills and techniques to confidently
manage difficult conversations — with role play to
provide a safe learning environment.

« Understanding what is a difficult conversation
and when to have it.

»  Guidance on how to respond to and manage
conflict and internal tension — looking at the
various techniques and understanding when to
use them.

»  Coping strategies for dealing with difficult people
and difficult situations.

«  Support to reduce the effects of disputes in your
team and therefore build a more effective team.

Book here https://rb.gv/vn5edx
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Managing Investigations

Overview

The goal of any internal investigation is to obtain an
unvarnished view of the facts, that is, what
happened, when did it happen, who was responsible,
who may have been harmed and what further actions
may be necessary to prevent the alleged wrongdoing
from recurring. It is important to focus on conducting
a fair internal investigation, gathering and assessing
evidence through to presenting findings.

Who is it For?
Any employee who may be involved in conducting an
investigation; whether a supervisor or line manager.

Workshop Outline

This workshop allows delegates to develop valuable
understanding of what the law requires and will learn
key skills in the investigation processes, such as
analysis and report writing. It covers key techniques,
procedures and checklists to help ensure that
investigators are considering critical factors and that
the process is fair and un-biased.

Outcome

The legal background and burden of proof
The responsibilities of the employer

The rights of the employee

The stages of an investigation

Listening and questioning techniques

The role of suspension

Writing the report and presenting findings

Book here https://rb.gy/yn5edx
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Managing Disciplinary & Grievance

Situations

Overview

Many employers will find that during some point of
their careers, they will be involved in handling a
Disciplinary and/or Grievance. There is very specific
legislation as to how a disciplinary/grievance
procedure should be carried out, which can be a
minefield for employers.

Who is it For?
Any line manager, or anyone who may be involved in
managing a disciplinary and / or grievance hearing.

Workshop Outline

This workshop will provide delegates with a full
overview of the Code of Practice regarding managing
disciplinary and guidance . Delegates will gain
confidence in managing this difficult subject by
undertaking practical exercises and group
discussion.

Outcome

* Understand the statutory Disciplinary &
Grievance code of conduct.

Know how to handle a disciplinary or grievance
interview, including documentation and interview
techniques.

 Understand how to handle a subsequent appeal
hearing and outcome.

* Be able to deal with conflict and disharmony
within the team and manage staff issues
effectively through the disciplinary process.

+ Consider when suspension may be necessary
and the process involved.

« Realise the risks of not undertaking a fair and
correct process

Book here https://rb.gy/yn5edx
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Successful Performance Management

Overview

Maintaining high performance within your team will
go a long way to ensuring everyone is working
towards the business’ key objectives. The most
effective way of monitoring performance is to hold
regular appraisals with staff to give feedback on their
performance, and understand their key blockages to
success.

Who is it For?
Any manager or supervisor with responsibility for
staff and their performance.

Workshop Outline

This workshop will use a number of tools and
techniques to guide delegates through the key
process of appraising their employees, ensuring they
understand the key link between the appraisal
process and employee performance.

Book here https://rb.gy/yn5edx

Outcome

« Understand “best practice” performance
management process

« Understand how to evidence the necessary skills
and attributes in the role when evaluating
performance

* Realise the value of promoting employees’ self
awareness of performance

* Understand how linking improved individual
performance relates directly to personal
development

* Prepare and conduct mock appraisal interviews
and manage potentially difficult situations

« Gain the key skills to provide two way feedback

* Understand the need to identify specific
individual training needs related to the
organisation goals and objectives

121 HR SOLUTIONS LTD
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Managing the New Start

Overview

Learn the basics of how to manage new
employees at the start of their employee lifecycle,
all whilst staying legally compliant.

This workshop will include providing knowledge
on managing employment contracts and offer
letters. The legal implications of not following this
guidance will also be discussed.

Who is it For?
Managers or anyone with responsibility for
managing new employees in an organisation.

Workshop Outline

This workshop will provide managers with the
confidence and ability to effectively manage new
starts by understanding the do’s and don'ts and
legal implications of what is expected when hiring
new employees.

Outcome

* Understand what should be issued to
employees before they join your organisation

« Learn what to include in a job offer
« Learn the implications of unsigned T&Cs

 Learn how and when you can withdraw an
offer of employment

« Learn what to do when a candidate
withdraws their acceptance of an offer

Book here https://rb.gy/yn5edx
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Introduction to Transgender Awareness

Overview

This session is tailored to appeal to anyone with
supervisory responsibility and is designed to inform
and increase confidence and respect of interacting
with all trans and gender diverse colleagues.

Delegates are introduced to key topics explaining
trans people’s identities, communities, lives, and the
legal duties.

Who is it For?
Anyone responsible for managing or supervising
employees..

Workshop Outline

This workshop will provide best practice guidance
and legal information through audio / visual
presentation, discussion, case studies, group
activities and presentation of real-life scenarios and
exercises appropriate to the group(s) being trained.

Outcome

By the end of the day, delegates will have:

« explored some of the popular and appropriate
terminology used to describe different gender
identities.

 explored the visibility of different kinds of
identities, and the impact of this.

« explored the common myths and misconceptions
about gender and trans identities.

» identified the ways in which they can make their
practice more inclusive.

 shared information, signposting and identified
useful resources and services.

Book here https://rb.gy/yn5edx

00 121 HR SOLUTIONS LT



Managing Poor Performance

Overview

Every business needs to understand the importance
of effective performance management and why it
matters. Managing poor performance means
understanding the reasons for underperforming and
working out strategies to get the best from poor
performers.

Who is it For?
Any manager or supervisor with responsibility for
staff and their performance.

Workshop Outline

This workshop you will learn the most common
reasons for underperformance, whilst making the link
between performance and motivation and using your
own leadership and coaching style to make changes
to get the most from under performers.

Outcome

e Understand what constitutes poor performance

e Understand how to evidence the necessary skills
& attributes in the role when evaluating
performance

e Gain the key skills to provide two-way feedback

e Understand the legal and best practice context
for dealing with poor performance

e Learn how to effect changed performance and
use gained knowledge to drive improvement

e Deal confidently with the consequences of poor
performance

Book here https://rb.gy/yn5edx
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Using the DISC Profiling Tool to Develop

Teams

Overview

For more than 30 years DISC has helped people
improve performance, deal effectively with conflict
and value differences. DISC recognises that the first
step towards change is to understand why we act the
way we do.

Who is it For?
Businesses who want to develop a specific team by
helping them understand each other, better.

Workshop Outline

The workshop focusses on the individual DISC
profile of each team member, discussing the diversity
of interpersonal styles in the team, leading to
stronger working relationships and a better
understanding of each others’ personal style.

Book here https://rb.gy/yn5edx

Outcome

This workshop will allow the team to understand
themselves better so they can not only become more
effective and efficient in all that they do but at the
same time appreciate how they need to change and
adapt their behaviours to others.

By taking a DISC personality test your team will be
able to:

* Understand what makes them tick

* Influence others more effectively

* Train and develop their team

«  Build strong relationships with others

»  Secure trust with their team

+  Communicate effectively with others at all levels

121 HR SOLUTIONS LTD

s Do HR

15

Ch ﬂf, ng swnu}




Building Effective Teams

Overview

Teams are more productive when they are motivated.
This can be difficult to achieve as most businesses
are made up of a diverse range of people with
different needs, personalities, preferences and
working styles. Understanding what makes everyone
different, and tailoring your own style to
accommodate others can prove rewarding for
businesses.

Who is it For?
Anyone in the business who is part of a team.

Workshop Outline

This workshop uses the personality profiling tool
MiRo, to help delegates better understand the key
drivers that make up their own personality, and the
drivers that may be present within members of their
organisation or direct team. We'll use this knowledge
to appreciate the diversity of the workforce and
promote operational excellence.

Outcome

* Be able to identify how and why people behave
in a certain way

* Understand the MiRo personality profiling tool

* Receive the MiRo personality report to provide a
better insight into own personality preferences

* Be able to use knowledge and understanding of
preferences to better understand and manage
teams

«  Explore the advantages of diversity, and
understand the benefits this can have for their
business

* Be able to use the diverse and varied talents of
your workforce, to encourage operational
excellence

Book here https://rb.gy/yn5edx
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Communication Skills

Overview

Good communication can boost teamwork and lead
to better project collaboration. It applies to practically
every industry. Workplace communication is
important for streamlining internal communication.
Maintaining effective communication ensures that
management and the team below them are on the
same page.

Who is it For?

This course is suitable for anyone who has to
communicate in a work environment, and particularly
for managers who may feel that they need to brush
up on their communication skills.

Workshop Outline

This workshop aims to help delegates consider their
style of communication, how to become effective
communicators and when communication is
important in a work setting.

Book here https://rb.gy/yn5edx

Outcome

. Understand what effective communication looks
like

*  Appreciate that communication is at the core of
creating and receiving respect

. Learn what are teh barriers to effective
communication

* Understanging the importance of listening and
how it links to communication

 Determine how best to practice assertive
communication

* Provide an insight into what effective
communication looks like and considering how
communication can help managers become
more assertive.

121 HR SOLUTIONS LTD

changing the way Businesses Do HR
~ ~ <

17




Essential Skills for Managers

Overview

Taking on the role of Manager can be exciting and
daunting in equal measure. As a Manager, you are
now not only responsible for your own performance,

but also for the performance, coaching, development,

management and even reprimanding of a team of
people.

Who is it For?

This course is best suited for those have recently
been promoted into role with line management
responsibility of staff, or those who are seeking a
career in management.

Workshop Outline

This workshop aims to provide delegates with the
basic skills and tools to become an effective line
manager. Delegates will be able to learn in an
informal environment, where they can receive
feedback and support to enhance their learning.

Outcome

« Making the transition to becoming a manager
and understand what is involved in being a
manager

How to motivate your staff

* How to delegate and direct

« How to plan, organise and manage your time
* How to communicate effectively

* How to train, develop and grow your staff, both
new and experienced

* How leadership skills and styles affect
performance

« How to get the team to pull together. The
importance of being fair, firm and consistent

. Book here https://rb.gy/yn5edx

121 HR SOLUTIONS LTD
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Time Management Skills

Overview

Managers often feel pressed for time, stretched and
over-burdened as a result of too many tasks and not
enough hours in the day.

In this workshop we establish how you spend your day
and identify timesavers with you. We will demonstrate
how you can train to be better organised for peak
efficiency, how to understand the importance of and
techniques for, setting and achieving goals.

We will work on your time wasters and help you adopt
strategies to eliminate them. For good.

Who is it For?
Any member of staff who wants to be a better time
manager.

Workshop Outline

This workshop will help you make the most of time at
work by getting a grip on workflow, planning effectively
and being able to delegate where necessary. The
workshop demonstrates how sound delegation and
follow up, better organisation and a more organised
approach saves time at work.

Outcome

Understand the power of becoming more
efficient

Learn how to prioritise goals to achieve the
maximum return

Adopt strategies for effective time
management

|ldentify and eliminate time wasters
Understand how to stop procrastinating and
reduce interruptions

Become better organised at work

Be confident in delegating appropriately

Book here https://rb.gy/yn5edx

121 HR SOLUTIONS LTD
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Customer Service Skills

Overview

Without customers, each and every business would
fail. Your customers are your most important
stakeholders, and therefore it is vital to understand
who they are, their importance to your business and
how you can best meet their needs.

Who is it For?
Any member of staff who is customer-facing.

Workshop Outline

This workshop will enable delegates to recognise
who their customers are and realise their importance
to your organisation. We'll consider how you can
best service your customers, and help you present a
positive image of your organisation at all times.

Outcome

« Understand the importance of customer care

* ldentify what makes a customer important to
their business

 Understand how you can solve problems on
behalf of your customers

* Understand why first impressions are so
important

 Be able to deal effectively and confidently with
customer complaints

Be equipped with basic presentation skills

Book here https://rb.gy/yn5edx

121 HR SOLUTIONS LTD
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Presentation Skills

Overview

Improve your presence and ultimately feel great
about presenting your products and services in the
best way.

Who is it For?
Anyone, in any role who feels they need confidence
in their presentation style.

Workshop Outline
This workshop covers how to use verbal and non-
verbal communication to your advantage.

Learn how to control your voice and tone and learn
techniques for increasing confidence.

Outcome

* Verbal and non-verbal communication styles and
skills

« Effective breathing techniques to help with
confidence

* Presentation styles and delivery techniques

« Handling questions during a presentation

Book here https://rb.gy/yn5edx
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Managing Assertively

Overview

Do you wish you were more assertive at work?
Assertiveness is an attitude and a way of relating to
the outside world, backed up by a set of skills for
effective communication. To be truly assertive, you
need to see yourself as being of worth. At the same
time, you value others equally, respecting their right
to an opinion.

Who is it For?

This course is suitable for all delegates, with any
level of experience or job role, but especially those
who would like to become more assertive at work.

Workshop Outline

This workshop will use practical exercises and role
plays to help delegates become more assertive and
learn how to exert that assertiveness in a range of
circumstances.

Outcome

* Understand what “assertiveness” actually is

« Understand the benefits of being more assertive
at work

« Have developed their own skills / techniques in
becoming more assertive

« Be equipped with ways to prepare for and
undertake difficult discussions

« Be more confident in own ability to be more
assertive, based on completion of role play
exercises

Book here https://rb.gy/yn5edx
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Effective Delegation

Overview

Delegation is one of the most important management
skills. Many of us wish there were more hours in the
day to enable us to achieve everything we set out to
do, or get to that one job that we’ve been putting off
for weeks. Effective delegation saves you time,
develops your people, grooms a successor, and
motivates people to take on more responsibility. Poor
delegation will cause you frustration, demotivates
and confuses other people and fails to achieve the
task or purpose itself.

Who is it For?

This course is suitable for those who have line
management responsibility to help them consider
how to best delegate to their team.

Workshop Outline

This workshop aims to help delegates consider what
tasks they can delegate, who they can delegate to
and the methods of successful delegation at work.

Outcome

* Understand what we mean by “delegation”

* Understand the advantages of good delegation,
and the main disadvantages of poor delegation

* Be able to match suitable tasks for delegation to
people who you can delegate these to

+  Be equipped with relevant examples of “good”
and “poor” delegation

» Understand the definitions of different types of
contracts e.g. psychological contract and
emotional contract, and how these link to
delegation and responsibility

Book here https://rb.gy/yn5edx
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Essential Employment Law Updates

Overview

Every year, changes to Employment Legislation can
impact on how you run your business and how you
manage your employees. Increasingly employees
are aware of their rights in relation to legal
obligations, so it's important that you know what
changes are afoot. Let us take you through
important changes that will happen and legislative
updates; the impact to your business and what you
need to do to mitigate the risks.

Who is it For?
Anyone with responsibility for managing employees
in the workplace.

Workshop Outline

This workshop aims to ensure that organisations are
kept up to speed with recent changes in employment
legislation and are informed of future changes.

Outcome

 Understand what changes to policy and
procedures may have to occur as a result of
recent legislative changes

+ Beinformed of forthcoming changes in
employment legislation and understand what the
practical implications are for your organisation

*  Be confident that your organisation is prepared
for legislative changes

* Understand the risk to your business for non-
compliance

Book here https://rb.gy/yn5edx

121 HR SOLUTIONS LTD
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Managing Contract Changes

Overview Outcome

Learn the basics of how to manage change with

employees, all whilst staying legally compliant. * Understand why change might be
needed and the process of

This workshop will include providing knowledge on implementing change

making changes to an employee’s T&Cs. The legal
implications of not following this guidance will also

Learn how to make changes to an

be discussed. employees T&Cs
Who is it For? * Learn the importance of employee
Managers or anyone with responsibility for agreement when making change

managing new employees in an organisation.
 Understand the legal implications

Workshop Outline of imposing change on employees
This workshop will provide managers with the

knowledge, confidence and ability to effectively * Understand  dismissal  when
manage change amongst employees within the managing change

organisation.
« Learn how to manage employees

T&Cs post TUPE
Book here https://rb.gy/yn5edx ® 121 HR SQLUTIONVSWLT[?
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Mental Health First Aid

Overview

First Aid for Mental Health develops knowledge to
recognise a range of mental health conditions, how to
start a supportive conversation and when and how to

signpost a person to seek appropriate professional help.

Who is it For?

Managers, supervisors or team leaders who manage
employees within the workplace.

Workshop Outline

Delegates will be aware of the first aid action plan for
mental health, be able to put it in place and know how to
implement a positive mental health culture in the
workplace. Delegates will not diagnose or treat mental
health conditions but will know where they can signpost

others to get help.

The FAA Level 2 Award and Level 5 SCQF in Mentor

Health for First Aid qualification is valid for a period of 3

years. A short test is required to complete the
qualification on the day.

Outcome

*  What mental health is, why people develop mental
health conditions and the role of a First Aider for
mental health

. How to provide advice and practical support for a
person presenting a mental health condition:

*  How to recognise and manage stress;

«  How to recognise a range of mental health
conditions;

* Understanding the mental health action plan and be
able to put in place

. How to implement a positive mental health culture in
the workplace

Book here https://rb.gy/yn5edx
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QA Level 3 Award in Emergency First Aid
at Work (RQF)

Overview

The Health and Safety (First Aid) Regulations 1981
require all employers to make arrangements to ensure
their employees receive immediate attention if they are
injured or taken ill at work. This includes carrying out a
risk assessment, appointing a suitable amount of first
aiders and providing appropriate first aid training.
However, having the correct first aid provision in the
workplace is not just a legal requirement, it is incredibly
important for the safety of all members of staff!

Who is it For?
Employees in the workplace.

Workshop Outline

The QA Level 3 Award in Emergency First Aid at Work
(RQF) qualification is designed for individuals who wish
to act as an emergency first aider in their workplace.
Upon successful completion of this qualification,
candidates will be equipped with the essential skills
needed to give safe, prompt and effective first aid in
emergency situations.

Outcome

This workshop will cover:
The roles and responsibilities of an emergency
first aider
* Assessing an incident
Managing an unresponsive casualty
CPR and defibrillation
* Recovery Position

»  Choking
e  Seizures
e Shock

«  Wounds and bleeding
*  Minor injuries (Cuts, grazes & bruises, Minor
burns & scalds)

Book here https://rb.gy/yn5edx
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Managing Alcohol and Drug Misuse in

the Workplace

Overview
Learn how to manage employee issues relating to
alcohol and drug misuse in the workplace effectively.

This workshop will include providing knowledge on
how to identify the warning signs of alcohol and drug
misuse, through to how to effectively manage misuse
issues and implement testing in your workplace,
where necessary.

You will also learn the legal obligations associated
with the topic and how to avoid unfair dismissal when
you have to dismiss an employee with an alcohol or
drug problem.

Who is it For?
Anyone with responsibility for managing employees
in an organisation.

Workshop Outline

This 1.5 hour workshop will provide managers with
the ability to effectively manage their employee's
alcohol and drug issues in the workplace when they
arise, as well as give them the confidence to make
decisions whilst staying legally compliant.

Outcome

« Learn the early warning signs of alcohol
and drug misuse that may be spotted in
the workplace

« Understand the legal obligations
surrounding alcohol and drug misuse

* Understand how you can enforce alcohol
and/or drug testing

« Learn how to manage alcohol and drug
misuse, including how to support an
employee

« Understand how to avoid unfair dismissal

when an employee has an alcohol or drug
issue

Book here https://rb.gy/yn5edx
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