Our Training Portfolio:

Summary of content

Gooding

Duration

No. of

Beginner's guide to
employing people

Essential skills for
new managers

Recruitment and
interviewing skills

This workshop will give new employers
the information they need to feel
confident that they can meet the legal
requirements of employing people.
This is a structured workshop in which
participants can also get advice from
the trainers on any gaps in compliance
and practical advice on bridging the

gaps.

This workshop aims to give those new to
managing people a broad overview of the
legal employment environment, tools and
tips for managing for high performance
and effectively dealing with poor perfor-
mance.

This workshop aims to equip those new
to recruitment, or those who have never
benefitted from formal training, with a
good understanding of best practice in
recruitment at each stage in the process.
The workshop also focuses on the legal
issues in recruitment including
discrimination and GDPR and gives
participants lots of opportunity for
practice.

Legal requirements including employment
paperwork, minimum wage and working
time regulations, GDPR

Basic employment law to ensure that
nothing is breached inadvertently

Basic employment law for managers
Performance management basics, including
goal setting and feedback

Motivating your team and delegation
Promoting positive culture

Managing poor performance

How to have difficult conversations

The legal framework for recruitment
Choice of selection methods
Best practice in recruitment and selection

Half day

Full day

Full day

participants

1-4

Upto 12

Upto 12
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Equality, diversity and
inclusion, including
#metoo and acceptable
behaviour in the
workplace

Difficult conversations
in the workplace

Conflict management
skills for managers

This workshop aims to equip delegates
with an understanding of the legal
framework for equality, potential costs
and liabilities and how to work positively
within these frameworks.

This workshop aims to equip line manag-
ers with the skills to deal effectively with
difficult conversations concerning the full
range of workplace issues.

This is a very practical workshop, making
use of scenarios and role plays.

This workshop will equip line managers
with the tools to deal with conflict within
their teams. It is a practical workshop
with practice through scenarios and role

plays.

The Equality Act 2010

Direct and indirect discrimination
Understand prejudices and discrimination,
unconscious bias

Consider equality across the employment
sphere

Effective policy writing

How to deal with bullying and harassment
The active bystander

Effective preparation

Maintaining control

Use of policies and procedures
Communication skills: questioning and
listening techniques

Building rapport

Identifying solutions and making an action
plan

Causes and psychology of conflict

The cost of conflict

Managing conflict within teams

The Conflict Resolution Model

Active listening and questioning techniques
Remaining impartial

Managing roundtable discussions
Identifying solutions, goals and objectives

Full day

Full day

Full day

Upto 12

Upto 12

Upto 12
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Managing disciplinaries
and grievances

Internal investigations
training

Training for internal
mediators

This workshop will equip managers
with the knowledge and skills needed
to effectively handle disciplinaries
and grievances.

Practical, up-to-date training for HR
staff and managers so that (in cases
where an in-house investigation is
appropriate) they can conduct fair,
robust, watertight investigations
in-house

This course will equip managers and
HR professionals with the necessary
practical skills to effectively mediate
disputes within the organisation.

A positive understanding of the role of disciplinaries
and grievances in effective staff management
Formal and informal action

Record keeping and GDPR

The importance of effective policies

The ACAS code and relevant employment law

The difference between investigations and hearings
How to conduct an effective investigation

How to hold a disciplinary hearing

Appropriate use of penalties and sanctions

Appeals

The legal background to workplace investigations
The responsibilities of the employer

The employee’s rights

Stages of an investigation

Active listening

Effective questioning techniques

Reaching appropriate findings

Drafting the investigation report

The nature of workplace conflict

When mediation is and is not appropriate

How the mediation process works in a workplace
context

Skills and techniques for effective mediation

Using relevant case studies to gain practical experi-
ence of mediating disputes

Self- and peer evaluation

Full day

Full day

Full day

Upto 12

Upto 12

Upto 12
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Refresher training for
internal mediators

Bespoke training

This course is designed for internal
mediators who have already received
mediation training but who would like
to refresh and update their mediation
skills.

We are able to take elements of any of
these workshops and combine them for
your company'’s individual needs.

We are also able to design fully bespoke
courses to your requirements.

Refresher on mediation skills and techniques,
including relevant workplace case studies in
which participants will act as mediator.

To be agreed.

Full day

Full or
half day

participants

Up to 12

Up to 12




