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Training Courses

Course Objectives

AGE DISCRIMINATION
 
· Understand the definition of ‘Age Discrimination’ in the workplace. 
 
· Be able to take measures to avoid ‘Age Discrimination’ in the workplace

· Understand the new procedures regarding Retirement.

 
APPRAISAL
 
· Be able to explain the benefits and concerns of carrying out appraisals.
 
· Be able to prepare for and conduct an effective appraisal interview.
 
· Be able to devise appropriate targets and action plans.
 
· Understand the need for effective documentation and utilise the relevant forms.

 
DISCIPLINARY PROCESS & HEARING
 
· Define the meaning of ‘Discipline’ in the Workplace.
 
· Take measures to avoid ‘Disciplinary Action’.
 
· Explain what is involved in the Statutory procedures and the ACAS ‘Code of Practice’.
 
· Realise the importance of the investigation procedure
· Understand the procedure involved in carrying out a Disciplinary Hearing.
 
· The Do’s and Don’ts of Disciplinary Hearings.
 
· How to conduct a Disciplinary Hearing – the ‘Rules’.
 
· The importance of the Appeal procedure.
EMPLOYMENT LAW
 
· Understand how Employment Law ‘works’ in terms of Employment Tribunals.
· Understand the basic principles of Employment Law
 
· Know the rules in ‘Data Protection’.
 
· Be aware of any new developments in Employment Legislation.

RECRUITMENT & SELECTION AND EQUAL OPPORTUNITIES
 
· Define the meaning of ‘Equal Opportunities’ in the Workplace.
 
· Take measures to avoid ‘Discrimination’.
 
· Explain what is meant by an ‘Equal Opportunity Policy’.
· Select the ‘right’ person through establishing effective criteria and using appropriate documentation.
· Appreciate the interview procedure and know what questions to ask and what questions not to ask.
 
· Develop a paperwork system to counteract ‘Discrimination’ activities in recruitment, and encourage you to be an ‘Equal Opportunities’ employer.
RECRUITMENT & SELECTION 
· Establish effective criteria
· Realise the importance of advertising

· Appreciate the need for non-discriminatory short-listing procedures

· Carry out an effective interview

· Understand the legislation applicable to references

EQUAL OPPORTUNITIES
 
· Define the meaning of ‘Equal Opportunities’ in the Workplace.
 
· Understand the legislation in relation to discrimination
· Take measures to avoid ‘Discrimination’.
· Monitor the effectiveness of their Equal Opportunities policy 
 
ABSENTEEISM
 
· Define the meaning of ‘Absenteeism’ in the workplace.
 
· Understand the main causes of Absenteeism.
· Implement good practices to improve Absenteeism.
 
· Familiarise themselves with some useful paperwork to help control Absenteeism.
 
· Conduct a ‘Return to Work Interview’ when required to do so.
 
CONTRACTS OF EMPLOYMENT
 
· Define a ‘Contract’.
 
· Understand the ‘Master’ & ‘Servant’ relationship.
 
· Be familiar with the legalities of ‘Contracts of Employment’.
· Understand the terms of a contract
 
· Change the ‘terms’ in a contractual relationship.
· Appreciate how a contract is brought to an end.
EMPLOYEE RIGHTS
 
· Appreciate all the rights which have been given to Workers through legislation.
 
· Realise which monetary and associated benefits Workers are now entitled to receive.
 
· Understand what documents Workers have a legal entitlement to be given.
 
· Understand the rights that Workers have to take time off, rest periods and restrictions on working hours.
 
· Understand the rights of employees to maternity leave and pay, paternity leave and pay, adoption leave and pay, parental leave, dependant’s leave and flexible working arrangements.
HARASSMENT & BULLYING
 
· Define the meaning of ‘Harassment’ in the workplace.
 
· Take measures to avoid ‘Harassment’ in the workplace.
 
· Explain what is meant by workplace bullying.
 
· Deal with the bullying concept.
 
· Conduct a ‘Disciplinary Interview’ if required to do so.
