- People Development is our Business l




T R AT NI N G S OL UTTONS

Contents
Leadership & Management Development
The Business Leaders Programme..................cccccoiiiiiniiniin e 3
Leadership Development Programme ................ccccooeiiiiiiininiinneenec e 8
First Line / New Manager Management Development Programme .......... 15
Counselling SKills for Managers..............ccccooviiiiiiienienieeee e 20
COACKHINE ...ttt snre s 22
ReCTUItINENT ... 26
Business Administration
Strategic Development. ..o 28
Business Planning & Forecasting...............cccccooviiiiiiiiiicneee 30
Planning & Preparation ...............c.ccooviiiiiiiiii e 32
Decision MaKiNgG ...........cccooo i 35
Information Gathering................ccocoiiiiiiii 37
Human ReSOUICES ... 40
Project Management
Introduction to Project Management.................ccocoooiiiinieninicicniece s 43
Project Management ..ottt 45
Advanced Project Management...............ccooeeiiiiiiiiiene e 48
Project Leader Programme...............c.ccooviiiiiiiiniiiin e 51
NLP
Neuro-Linguistic Programming ..............ccccocciiiiiiiiniiiince e 55
Lean Sigma
Lean Sigma - White Belt Programme...................ccccooiiiiiinnicnccc 59
Lean Sigma - Yellow Belt Programme .................cccooooiiiveiiieniieiinne e 62
Lean Sigma - Green Belt Programmae.................c.cccoooiiiiiiicnicnic s 65
Lean Sigma - Black Belt Programme.................c..ccocoviniiiinicnccc 68
Change Management
CRANGE ...t b bbb 75
Problem SOIVING ... 77
Continuous IMProvement ..............ccocoiiiiiiiiiiin e 81
Teamwork
Team Development Workshop ............cccoooiiiiiii e 83
Teamwork & Collaboration ..., 85
Remote TeaMWOTK ...........occooiiiiiiiii e 88

evolution orRGANISATIONAL DEVELOPMENT 1



T R AT NI N G S OL UTTONS

Personal Effectiveness

COMMUNICATION ...t 90
Presentation.............cooiiiiiiiii s 9
Effective LiSTeNINE.............ccooiiiii e 97
BUusSiness WITING ..........cccoiiiiiiiiii e e 100
Influence & Persuasion ..o 102
00 11 ot SO 105
ASSEITIVEINIESS ..ottt 107
Motivation & Personal Effectiveness .................cccccooiiiiniinnniiiicne e 109
Attitude & Mindset..............cocco i 113
Stress Management..............ccccoiiiiiiiin i 116
NEtWOTKING.......cccoiiiiii e e 118
Time Mana@emMENt .............ccooiiiiiiiiieie et 120
Attentionto Detail ..., 122
Effective Meetings ...........cccooiiiiiiiiiii s 124
Personal Development................cccoooiiiiiiiiiiii 126
Trainer Development.............ccccooviiiiiiiiiic e 128
COACHING ... 131
Memory & Retention of Learning ................ccocooiiiiiiniiiiii, 135
Telephone SKills ... 137
Creative ThinKing ...........cccciiiiiiiii e 140
Train the Trainer ..o e 142
Negotiation ... 146
Sales & Marketing
Marketing & Sales ... 149
Customer Care Course DUration: 1-day.........cccoceeiiiinininiinienienene e 153
Internal CuStOmMEr Care.............cociiiiiiiiiic e 155
Performance Management
Performance Management..............ccocoiiiiiiiiiiiiniie s 157
Mandatory / Regulatory
Health, Safety & Environment .................cccooiiiiiiiiiin e 162
Equal Opportunities & DIiVersity.............ccccoociiiiiiiiiiinii e 163
evolution orGANISATIONAL DEVELOPMENT 2



T R AT NI N G S OL UTTONS

The Business Leaders Programme
Course Duration: 8-days (plus 8-executive mentoring sessions)

OVERVIEW

The Business Leaders Programme is an executive leadership process encompassing
eight workshops across seven months with 1-1 mentoring support in-between each
workshop. It is designed for executive leaders, head’s of functions and high potential
employees who are already successful and who wish to take the next step in
personal and professional mastery. The success of the process has been evaluated
and researched a blue chip organisation and the original version was written up in
the Gower Handbook of Team working (Brawley, Gower, 1997). The programme is
an organisational transformation tool and is integrated into the Strategy, business
plans and performance departmental or team plan. The programme is flexible and
follows the needs of each individual group, adapting and changing to meet these
needs as the business or circumstances dictate. All processes / techniques are
applied directly to the work or issues in hand so ensuring the time spent in
workshops is of double value — learning personal skills whilst moving the
organisation forward. The programme incorporates practical techniques drawn from
psychology, philosophy, the study of excellence, metaphysics and from
organisational research on the excellent results of maximising talent and skill.

WHO SHOULD ATTEND?

This development programme is designed for Executive Leaders, Department Heads
and Programme Leaders. In addition, High-potential employees may also value from
undertaking this programme.

BUSINESS BENEFITS

e Enable organisation to develop deeper and more trusting customer
relationships.

e Enhance the executive leadership capability of the organisation.

e (Create a diverse, performance-orientated culture.

e Increased profit margins.

OUTCOMES

By the end of this course you will be able to:

e Finely hone your leadership style.

e Grow your confidence, presence and impact.

e Discover and activate your unique matrix of inherent talents.
e Resolve any enduring issues you may have.
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e Discover strategies that are natural to you to resolve your development
areas.

e Accelerate solving organisation problems and making decisions.

e Significantly reduce the time you spend in meetings you facilitate.

e Use advanced communication skills — beyond words.

e Manage and positively influence difficult relationships.

e Be able to lead change whilst pre-empting conflict, resistance or confusion.

e Influence situations whether you are in control of them or not.

e Anticipate organisational risks and creatively minimise or eliminate them.

e Nurture talent and create a high performing organisation.

e Better align your personal and professional goals

e Fast forward the organisation towards the vision and strategy ensuring the
consistent annual achievement of the business plan.

e Be able to save or make the organisation more money than the cost of the
programme.

COURSE CONTENT

1. Advanced Linguistic Capability

This workshop is concerned with learning a process that will key into several of
the techniques coming later in the programme — this is the cornerstone
workshop. The process explored consists of several differing capabilities learned
separately at first. On achieving competence, these can be applied in parallel to
generate significant organisation results valued by key stakeholders.

e How to move someone from focusing on what they do not want to what they

do.
0 Exploring the importance of this in coaching, mentoring, planning,
negotiating and goal setting.

e How the brain / mind works and getting it to work for you rather than against
you.

e Honing your perception & listening skills.

e language skills including an introduction to ‘sleigth of mouth’.

e How beliefs and values drive behaviour.

e Fast-track problem solving.

e The three things to unlearn to be a really effective coach.

At the end of this workshop you will be provided with three questionnaires to
complete and return. You will also meet with one of our Executive Mentors for a
1-hour mentoring session after this workshop.

2. Values, Divers & Motivations.
This workshop builds on the first workshop and focuses on values, drivers and
motivations. This involves tying in your values, drivers and motivations to the
organisational vision and strategy in order to nurture the attainment of

harmonious common and diverse goals.
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e Your highest values and drivers at this moment in time.

o How to elicit the values and drivers of others.

e How to establish and recognise individual criteria.

e How to build a vision based on the process from workshop one.

e How to bring out a creative strategy, not necessarily previously considered, to
meet organisational goals.

e How to align conflicting values and needs.

e How to work from the future back to the ‘Pre-Sent” moment.

We will also discuss the first phase of the results from attracting & retaining
talent questionnaire. You will also meet with one of our Executive Mentors for a
1-hour mentoring session after this workshop.

3. Executive Mentoring

This workshop is an opportunity to reflect on the specific processes of mentoring.
During this workshop you will also discuss and work on institutionalising talent
management, conceptualising learning contracts, and measuring people
investment progress against the business plan.

e Exploration on the mixture of experience and expertise within the team.

e Research how the team is organised.

e The formal and informal processes used by the team such as decision-making
and the management of risk and innovation.

e Investigation into the temporal orientation (i.e. past, present or future) of the
team.

e Studying the quality of dialogue at and between team meetings.

e How to review team effectiveness and plan to improve performance both
individually and collectively.

e How to monitor and manage the Team’s reputation with both internal and
external stakeholders.

After this workshop the output from this session and the talent questionnaire
results will be combined and then socialised within the 1-hour mentoring
sessions with one of our Executive Mentors. The feedback will then incorporated
and circulated.

4. Advanced Communication Capability

Communication is the backbone of leadership, the foundation on which all other
leadership skills rely in order to be effective and successful. A leader must project
a sense of confidence and control in the way they convey information,
communicate initiatives, speak about change, delegate responsibility or give
feedback. No matter how brilliant and creative your ideas may be, you cannot
lead others into helping manifest those ideas if you can't communicate well.

e Achieving results through persuasive communication.
e Develop ‘Executive Presence’.
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e Logical levels of communication — another way to pace and gain rapport.

o How to speak the differing languages we speak (and there are several).

e How to work with the positive intention behind behaviour for remarkable
results when handling challenging situations.

e How to find your personal success strategy for communicating.

o How to establish and then get out of the games we play.

After this workshop you will meet with one of our Executive Mentors for a 1-hour
mentoring session.

5. Advanced Stress Management

For today's executive the pressures of the modern world can be overwhelming.
Stress may be part of our everyday life and may be commonplace but this does
make it healthy or does it mean it is inevitable. During this workshop we will be
working with stress and the role the management of it in ourselves and others
play in change, well being and success. We will explore the effects of stress on
the body and mind and learn how to shift from a stress response to a more
resourced response. You will also learn how to spot stress in yourself and others
and some unusual techniques for dealing with difficult people.

e Appreciate what makes people who, what and how they are.

e Identify specific situations where your stress responses need to be cooled
down

e Change stress behaviour patterns

e Have the choice and capability to always be in the optimum emotional state,
instantly.

e Discover your stress habits.

e Reprogramme yourself to eradicate your habitual stress patterns.

After this workshop you will meet with one of our Executive Mentors for a 1-hour
mentoring session. Before the next workshop you will be asked to complete a
mini questionnaire with some of the less experienced members of your
organisation.

6. Environment, Culture & Knowledge

This workshop will deal with the mini questionnaire results and also with the
issues and developments that are emanating from the talent questionnaire. Our
prime focus is working with success and the strategies for success, as well as
considering critical success factors. This workshop will also explore control,
growth, letting go and the law of requisite variety. This workshop transitions us
to the ideal of ‘manager of the task’ and the ‘mentor of the people’.

After this workshop you will meet with one of our Executive Mentors for a 1-hour
mentoring session.

7. Innovation, Intrapreneurship & the Intelligent Team.
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This workshop explores the structure of innovation, managing intrapreneurs and
learning the process of creating an intelligent team.

e Discussing the need for creative and innovative thinking required in today’s
organisations

e Innovation through intrapreneurship.

e How to develop intrapreneurship culture within the organisation.

e Exploring a framework for assessing team intelligence.

e How to create participation, collaboration and co-operation in teams to
achieve better results.

During the entire programme there will be a various mini-projects undertaken,
several of these are planned to be closed off today. Each of them will be
evaluated by the entire group and the lessons learned will be shared and
embedded into the organisation. In addition this workshop explores the future
for the team. This discussion is focused on identifying where they are now, what
next and how can this investment be maximised. A series of ‘flagship’ projects
are then developed and the team commits to action. After this workshop you will
meet with one of our Executive Mentors for a 1-hour mentoring session.
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Leadership Development Programme
Course Duration: 5-days + Follow-up

OVERVIEW

Leadership is one of the most critical factors in the success of any team or
organisation. This five day programme develops real concrete behavioural
approaches that advance goals into action, strengthen leadership effectiveness and
maximise organisational results. It draws on some of the most recent research about
effective leadership practices and focuses on the practical application of leadership
capability, behaviours and values. This is a highly interactive, practice-driven
workshop incorporating role-plays and small group interactions to help you develop
your leadership capability. To reinforce your behavioural and capability
improvements, you will have access to an additional 3602 feedback exercise three
months after the completion of the programme to reassess your leadership
development progress In additional you also entitled to a two hour coaching session
with one of our Leadership Coaches to assist your ongoing development.

WHO SHOULD ATTEND?

This development programme is designed for department heads, experienced team
leaders and senior managers who work cross functionally.

BUSINESS BENEFITS

e Increased profitability and reduction in business costs.

e Employees perform better and are more productive.

e Reduction in business costs.

e Reduce Employee turnover.

e Provide better vision, boost morale and foster new ideas.

OUTCOMES

By the end of this course you will be able to:

e |dentify your leadership profile and explore how you further develop your
capability.

e Assess your leadership capability and plan to develop your strengths.

e Develop leadership techniques, tools and tips that can make you a better
leader

e Develop your ability to influence and communicate with others

e Become a better problem-solver and decision-maker

e Discover how you can prepare for and embrace the forces of change

e More effectively communicate and improve your group’s productivity.

e Better deal with difficult employees and situations.
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e Create a plan to actively use your enhance leadership capability back in the
workplace.

COURSE CONTENT

Day 1
1. Idols

e To encourage participants to share information about themselves.
e To explore values and beliefs.
e To build rapport among participants.

2. Personality Profiling (MBTI) & 360° Feedback

e To gain a better understanding of self.

e To gain aninsight into individual differences.

e To modify how you work to a manner that best suits your style and how you
collaborate with others.

e To identify personal development.

3. Leadership Identikit

e To explore perceived differences and similarities between leadership and
management.
e To explore the relationship between leadership and management.

4. Basic Leadership Skills

e To encourage participants to consider planning and preparation as part of
leadership.

e To facilitate discussion around playing to the team's strength.

e To consider factors that motivate staff to perform well

e To encourage staff to self assess, review and reflect on performance.

e To encourage leaders to consider their communication skills.

e To encourage leaders to consider the question of keeping people motivated.

e To demonstrate leadership skills in a practical task.

5. Introduction to Leadership Styles

o To explore different styles of leadership and their practical application.
6. Qualities of Effective Leaders

e To challenge participants to rank the qualities of a leader.

e To allow participants to develop an understanding of the more important
qualities that a leader can have, and what makes a great leader.
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e To discuss the differences in perception between what leaders think and
what their teams think.

Day 2
1. Achieving A Shared Vision

e To identify specific actions that will enable groups to achieve a shared vision.
e To help individuals see how they will contribute to the achievement of a
shared vision.

2. Creating A Shared Vision

e To agree what success looks like for everyone.
e To establish effective working relationships within groups or teams.
e To create a vision statement for the team.

3. Using Vision and Values

e To encourage participants to think about the extent to which staff feel
engaged with the organisation they work for.

e To consider who staff feel is responsible for business performance.

e To think about how vision and values are used within the organisation.

e To demonstrate how values can be ingrained in the organisation.

e To consider the benefits of an organisation where staff feel engaged and
responsible for the business outcomes.

4. Introduction to Transactional Analysis
e To provide participants with a way of understanding behaviour and improving
communication.
e To provide a very basic introduction to transactional analysis.
5. Building Rapport with Subordinates
e To encourage participants to think about rapport and its purpose, particularly
when managing others.
e To consider the importance of respect when establishing rapport.

6. Motivators

e To explore what motivates us.
e To identify ways of maintaining motivation.

7. Understanding Credibility

e To consider the importance of credibility when seeking to influence others.
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e To understand the link between perceived expertise, relationships and
credibility.

e To provide an opportunity for participants to consider how much credibility
they have with those they are seeking to influence.

8. Presenter Integrity

e To encourage participants to think about the importance of integrity when
delivering a presentation.

9. Re-Scripting Feedback

e To encourage participants to consider the art of feedback and to ensure their
feedback is appropriate and objective.

To enable participants to identify useful, helpful, constructive feedback.

To clarify what makes useful, constructive feedback.

To develop participants ability to give constructive feedback.

To consider how it feels to be on the receiving end of destructive or unhelpful
feedback.

Day 3
1. An exercise in communication and continuous improvement

e To test participants' planning and communication skills.

e To demonstrate the importance of listening and using summary and
clarification to check understanding.

e To consider what makes communication effective and the dangers of getting
it wrong.

e To energise a group of participants.

2. Stepping Stones
e To encourage team development.
e To focus discussion on the team's approach to problem solving,
communication, success and failure and team leadership.

3. Find Your Team

e To explore the differences between a team and work group.
e To help participants identify when a team or group is required.

4. Making Meetings Effective
e To encourage participants to think about what causes meetings to be

ineffective.
e To identify what can be done to make meetings effective.
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e To introduce the acronym APPLE and explain how focusing on five simple
themes will help participants ensure meetings are effective.

5. The Pet Meeting

e To identify key learning points for running effective meetings.
e To identify strategies for managing difficult behaviours in meetings.

6. Selling Change

e To consider what needs to be communicated when change is initiated.

e To explore the need to convince those affected by change of the need for
change and its urgency.

e To consider methods that can be used to achieve buy-in to change
programmes.

7. Barriers to Internal Customer Care

e To identify the main barriers to internal customer care and ways of reducing
or eliminating them.

8. Maintaining Momentum

e To consider the importance of momentum when innovating.
e To look at what builds momentum behind a project or idea, and what saps
energy from a project or idea.

9. Decision Making Approaches

e To help participants understand how, and the extent to which, they involve
others in the decision making process.

e To help participants identify whether the decision making approaches
currently used are the most effective.

e To consider the pros and cons of using different approaches in different
situations.

Day 4

1. On Target for Goal - Goal Setting

To define aims, goals and objectives.

To identify the purpose of goal setting.

To introduce a six-step model for goal setting.

To enable participants to practise goal setting.

To identify and discuss some tools and techniques that support setting and
achieving goals.

2. SMART Objectives
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o To welcome participants to the course.

e Tointroduce the facilitator and participants to each other.
e To discover the participants needs.

e To encourage interaction and discussion.

e To practise writing SMART objectives.

3. Delegation - Sink or Swim

e Tointroduce participants to the subject of delegation.

e To explore what constitutes effective and ineffective delegation.
e To consider best practice when delegating.

e To identify some pitfalls to avoid when delegating.

4. Effective Delegation

e To agree the important principles of effective delegation.

e To review and learn from the experience of being delegated to.
To recognise potential barriers to delegation.

e To prepare a checklist for effective delegation.

To identify tasks that can’t be delegated.

To plan for delegation.

Day 5

1. An Introduction to Coaching

To enable participants to be able to define coaching and its purpose.
To explain the key differences between coaching and mentoring.

To enable participants to describe a basic coaching model.

To identify the core skills required by effective coaches.

2. Managing Poor Performance

e To encourage participants to consider different approaches to improving
poor performance, and the relative merits of those different approaches.

e To encourage participants to think about appropriate timescales over which
they might expect to improve performance and standards.

e To consider the implications of not taking action to improve poor
performance.

3. Learning - Push or Pull
e To explore the benefits of different approaches to developing others.
e To help participants choose the most appropriate approach for developing

others in a given situation.

4. Strategic Development - Feelings Cards
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e To enable participants to consider how their organisation is viewed by
customers and staff.

e Toidentify cultural/image strengths and weaknesses within the organisation.

e To generate discussion about how cultural/image strengths can be
maintained, and how weaknesses might be overcome.

5. Power and Politics 1 - The Games People Play

e To enable participants to consider the value and difficulty caused by
organisational politics and political games.

e To create an understanding that managers cannot avoid politics and so need
to know the games in which they may — deliberately or inadvertently — be

playing.
6. Power and Politics 2 - Sources of Power

e To enable participants to understand what power is and where it comes
from.

7. Power and Politics 3 - Profile of Power
e To allow participants the opportunity to identify their own sources of power,
to know which they need to develop and to have an action plan for doing
this.
Coaching Session
e Two, 60-minute follow-up 1:1 coaching session for each participant with one
of our experienced Leadership Coaches to discuss their progress, share ideas

and resolve any issues.

Elements of this syllabus are subject to change.
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First Line / New Manager

Management Development Programme
Course Duration: 4-days

OVERVIEW

At no time in history has the demand for effective management been greater.
Effective managers will increase the organisations productivity. This practical
management development programme provides the newly appointed manager or
the manager with limited management training with a variety of results-oriented
strategies and techniques and the knowledge of why, when and how to use them. In
this highly interactive program you will develop your skills and knowledge to
successfully get work done through others, to increase productivity and to reduce
turnover in your group. You will participate in a variety of workshops, self-
assessments, group discussions, and case studies designed to help you succeed in a
wide variety of supervisory situations. The program is packed with useful techniques
and strategies to build your managerial toolkit. By the end of the program you will
have developed a new set of skills that will help you effectively carry out your
responsibilities and improve your own and your group’s productivity.

WHO SHOULD ATTEND?

This development programme is designed for new managers or managers with little
or no formal management training who manage professional and / or support staff.

BUSINESS BENEFITS

e People perform better and are more productive.
e Increased profitability.
e Reduction in business costs.

OUTCOMES

By the end of this course you will be able to:

e Better handle your transition into management.

e More effectively communicate and improve your group’s productivity.
e Set goals and delegate tasks.

e Manage your time more effectively.

e Better deal with difficult employees and situations.
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COURSE CONTENT

Day 1

1. Basic Leadership Skills

To encourage participants to consider planning and preparation as part of
leadership.

To facilitate discussion around playing to the team's strength.

To consider factors that motivate staff to perform well.

To encourage staff to self assess, review and reflect on performance.

To encourage leaders to consider their communication skills.

To encourage leaders to consider the question of keeping people motivated.
To demonstrate leadership skills in a practical task.

2. Qualities of Effective Managers

To challenge participants to rank the qualities of a manager.

To allow participants to develop an understanding of the more important
qualities that a manager can have, and what makes a great manager.

To discuss the differences in perception between what managers think and
what their teams think.

3. Triangle of Responsibility - Three Key Roles of Management

To allow first time managers to become familiar with the important aspects
of being a manager.
To help participants understand the three key roles of a manager.

4. Delegation - Sink or Swim

To introduce participants to the subject of delegation.

To explore what constitutes effective and ineffective delegation.
To consider best practice when delegating.

To identify some pitfalls to avoid when delegating.

5. Effective Delegation

To agree the important principles of effective delegation.

To review and learn from the experience of being delegated to.
To recognise potential barriers to delegation.

To prepare a checklist for effective delegation.

To identify tasks that can’t be delegated.

To plan for delegation.

6. The Two Farmers

To help first time managers to recognise and discuss some of the things that
they need to do to build awareness of the team and monitor its performance.
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e To help first time managers understand the importance of spotting potential
problems quickly and taking appropriate action to help the team overcome
these.

Day 2

1. Disciplinary Procedures - Behaviours and Skills

e To consider how a disciplinary policy/procedure should be used in practice.
e To help participants identify the skills and behaviours they should adopt as
managers when involved in a disciplinary procedure.

2. Disciplinary Procedures - What and Why?

e To help participants understand the benefits of having a disciplinary
procedure.

e To help participants learn about the organisation’s procedure and their
responsibility within it.

3. Firm Management ... or Bullying?
e To explore the differences between bullying behaviour and that of firm
management.
e To understand the impact of organisational culture and norms on managers'
behaviour.

4. Leadership Identikit

e To explore perceived differences and similarities between leadership and
management.
e To explore the relationship between leadership and management.
5. Introduction to Leadership Styles
e To explore different styles of leadership and their practical application.
6. Introduction to Transactional Analysis
e To provide participants with a way of understanding behaviour and improving
communication.
e To provide a very basic introduction to transactional analysis.
Day 3

1. Motivators

e To explore what motivates us.
e To identify ways of maintaining motivation.
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2. Introduction to Giving Feedback

To build an understanding of the characteristics and differences between
constructive feedback, praise and criticism.

To explain the importance of constructive feedback.

To build awareness of "good practice" guidelines for providing constructive
feedback.

3. Re-Scripting Feedback

To encourage participants to consider the art of feedback and to ensure their
feedback is appropriate and objective.

To enable participants to identify useful, helpful, constructive feedback.

To clarify what makes useful, constructive feedback.

To develop participants ability to give constructive feedback.

To consider how it feels to be on the receiving end of destructive or unhelpful
feedback.

4. Preparing for a Performance Review

To encourage participants to think about the things they need to do before
conducting a performance review.

To consider the importance of effective planning before a performance
review.

To identify questions that should be asked in a review, and to recognise the
importance of thinking in advance about open, constructive questions that
can be used in the review.

5. Managing Poor Performance

Day 4

To encourage participants to consider different approaches to improving
poor performance, and the relative merits of those different approaches.

To encourage participants to think about appropriate timescales over which
they might expect to improve performance and standards.

To consider the implications of not taking action to improve poor
performance.

1. Workplace Coaching 1 - The What

To enable participants to understand what workplace coaching is.
To agree a shared definition of workplace coaching.
To explain the key differences between coaching and mentoring.

2. Workplace Coaching 2 - The How

To identify the core skills required by effective coaches.
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e To enable participants to describe the GROW coaching model.
3. Workplace Coaching 3 - The Practice

e To provide an opportunity for participants to practise their coaching skills.

e To provide an opportunity for participants to practise using the GROW model.

e To provide an opportunity for participants to practise questioning, listening
and summarising.

4. Workplace Coaching 4 - The Plan

e To provide an opportunity for participants to think about how they'll use the
GROW model back in the workplace.

e To encourage participants to think about the questions they'll use to facilitate
use of the GROW model.

e To review the GROW model.

e To review key learning points about workplace coaching.

5. Workplace Coaching 5 - The Record

e To explain the importance of keeping a record of coaching sessions that is
both helpful to the coach and the person being coached.

e Tointroduce a simple plan that participants might like to use in their coaching
sessions.

6. Workplace Coaching 6 - The Review Quiz

e To remind participants of some of the key learning points about workplace
coaching.
e To provide a fun but thorough review of learning.

7. Power and Politics 1 - The Games People Play

e To enable participants to consider the value and difficulty caused by
organisational politics and political games.

e To create an understanding that managers cannot avoid politics and so need
to know the games in which they may — deliberately or inadvertently — be
playing.

8. Power and Politics 2 - Sources of Power

e To enable participants to understand what power is and where it comes
from.

9. Power and Politics 3 - Profile of Power

e To allow participants the opportunity to identify their own sources of power,
to know which they need to develop and to have an action plan for doing
this.

Coaching Session

e One, 60-minute follow-up 1:1 virtual coaching session for each participant
with one of our experienced Leadership Coaches to discuss their progress,
share ideas and resolve any issues.
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Counselling Skills for Managers
Course Duration: 1-day

OVERVIEW

In our Counselling Skills for Managers seminar, we will help you build the counselling
skills you need to operate effectively in your job. This is a highly interactive, practice-
driven training class; you will not only learn about rapport building, develop
counselling skills and communicate more effectively but you will participate in role-
plays and small group interactions to help you get comfortable with your new skills
before you take them back to your workplace.

WHO SHOULD ATTEND?

New managers or experienced managers wishing to increase their counselling
capability including people wishing to develop into a managerial career.

BUSINESS BENEFITS

e Higher employee engagement.
e Lower employee turnover.
e Reduced absenteeism.

OUTCOMES

By the end of this course you will be able to:

e Understand coaching and how it is different to mentoring.

e Understand counselling process and outline a typical counselling process.
e Undertake counselling sessions in your workplace.

e (Question an employee more effectively.

e Remain neutral in work counselling sessions.

COURSE CONTENT

1. An Introduction to Coaching

e To enable participants to be able to define coaching and its purpose.
e To explain the key differences between coaching and mentoring.
e To enable participants to describe a basic coaching model.

e To identify the core skills required by effective coaches.
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2. Body Language and Mirroring

e To show participants how we tend to mirror the body language of others
when rapport is established.
e To discuss what happens to body language when rapport is absent.

3. Counselling - What skills do | need?

e To identify the key skills that, collectively, constitute effective counselling
skills for managers.

4. In Support

e To define counselling skills.

e To build an understanding of the difference between counselling skills, the
counsellor and a disciplinary interview.

e To identify situations where the use of counselling skills might be
appropriate.

5. Questions to Probe, Explore and Challenge

e To demonstrate the importance of open questions when exploring problems.
e To encourage participants to identify effective open questions for challenging
blocks and assumptions.

6. Remaining Neutral

e To consider the pitfalls and dangers of giving advice when helping staff solve
their own problems.

e To consider the dangers of making judgements or assumptions about the
nature of someone else's problem.

7. Summary and Clarification

e To demonstrate the importance of summary and clarification in effective
communication.

Elements of this syllabus are subject to change.

evolution orRGANISATIONAL DEVELOPMENT 21



T R AT NI N G S OL UTTONS

Coaching
Course Duration: 2%-days

OVERVIEW

Coaching is the most effective technique a manager can employ to enhance
individual and team performance. In the current economic environment, managers
are challenged to get the best from each and every individual. This course is
specifically designed to train business directors and front-line managers on how to
coach their direct reports and teams to high levels of performance to achieve critical
business objectives. During our practical hands-on workshops, every participant will
be guided through a proven process to develop a customised coaching plan for each
individual on their team. Learn how to a kick it up a notch and accelerate the pace of
performance development through coaching.

WHO SHOULD ATTEND?

Directors and managers who want to improve the performance of their direct
reports to achieve business objectives. Also high potential employees would benefit
from participating on this course.

BUSINESS BENEFITS

¢ Identify the specific skills and behaviours needed to help your staff reach and
exceed their goals.

e Build trusting partnerships and maximise the growth potential of your team.

e Implement plans immediately for each of your direct reports that will
turnaround your poor performers, strengthen your team and better leverage
your high performers.

OUTCOMES

By the end of this course you will be able to:

e Define coaching and its purpose.

e Use the GROW model.

e Use your coaching skills.

e Effectively coach individuals.

e Understand Transactional Analysis.

e Effectively give feedback to members of your team.
e More effectively recognise individual’s performance.
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COURSE CONTENT

Day 1
1. An Introduction to Coaching

e To enable participants to be able to define coaching and its purpose.
e To explain the key differences between coaching and mentoring.

e To enable participants to describe a basic coaching model.

e To identify the core skills required by effective coaches.

2. Workplace Coaching 1 - The What

e To enable participants to understand what workplace coaching is.
e To agree a shared definition of workplace coaching.
e To explain the key differences between coaching and mentoring.

3. Workplace Coaching 2 - The How

e To identify the core skills required by effective coaches.
e To enable participants to describe the GROW coaching model.

4. Workplace Coaching 3 - The Practice

e To provide an opportunity for participants to practise their coaching skills.

e To provide an opportunity for participants to practise using the GROW model.

e To provide an opportunity for participants to practise questioning, listening
and summarising.

5. Workplace Coaching 4 - The Plan

e To provide an opportunity for participants to think about how they'll use the
GROW model back in the workplace.

e To encourage participants to think about the questions they'll use to facilitate
use of the GROW model.

e To review the GROW model.

e To review key learning points about workplace coaching.

6. Workplace Coaching 5 - The Record
e To explain the importance of keeping a record of coaching sessions that is
both helpful to the coach and the person being coached.
e Tointroduce a simple plan that participants might like to use in their coaching

sessions.

7. Workplace Coaching 6 - The Review
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e To remind participants of some of the key learning points about workplace
coaching.
e To provide a fun but thorough review of learning.

Day 2
1. Coaching Skills Review

e To encourage participants to think about their own coaching skills
development needs.
e To remind participants of the GROW model.

2. Introduction to Giving Feedback

e To build an understanding of the characteristics and differences between
constructive feedback, praise and criticism.

e To explain the importance of constructive feedback.

e To build awareness of "good practice" guidelines for providing constructive
feedback.

3. Re-Scripting Feedback

e To encourage participants to consider the art of feedback and to ensure their
feedback is appropriate and objective.

To enable participants to identify useful, helpful, constructive feedback.

To clarify what makes useful, constructive feedback.

To develop participants ability to give constructive feedback.

To consider how if feels to be on the receiving end of destructive or unhelpful
feedback.

4. Remaining Neutral

e To consider the pitfalls and dangers of giving advice when helping staff solve
their own problems.

e To consider the dangers of making judgements or assumptions about the
nature of someone else's problem.

5. Learning - Push or Pull
e To explore the benefits of different approaches to developing others.
e To help participants choose the most appropriate approach for developing
others in a given situation.
6. Introduction to Transactional Analysis
e To provide participants with a way of understanding behaviour and improving

communication.
e To provide a very basic introduction to transactional analysis.
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7. Acts of Recognition
e To help participants recognise how their behaviour/communication is
experienced by others.
e To encourage participants to increase the positive acts of recognition they
give to others, and to create a working atmosphere in which people feel
accepted and recognised.

Virtual Sessions (fortnightly)

e Two, 90-minute follow-up calls for all participants chaired by the Coach to
discuss their progress, share ideas and resolve any issues.

Day 3 (at least 4-weeks later)
Coach Certification
e Undergo a coaching audit. Each participant presents their coaching logbook
to our coach and then answers a series of questions to determine if they are

competent and/or if they require any additional training and development.

Elements of this syllabus are subject to change.
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Recruitment
Course Duration: 1-day

OVERVIEW

In our Recruitment Training seminars, we will help you build the skills you need to
recruit effectively in your organisation. This is a highly interactive, practice-driven
training class; you will not only learn about recruitment but you will participate in
role-plays and small group interactions to help you get comfortable with recruitment
processes before you take them back to your workplace.

WHO SHOULD ATTEND?

Anyone wishing to increase their competence in recruitment including people new to
recruitment or those without any formal training.

BUSINESS BENEFITS

e Reduction in employee turnover.
e Minimise the cost of recruitment.
e Decrease liability in discrimination lawsuits.

OUTCOMES

By the end of this course you will be able to:

e Understand the key stages of the recruitment process and current best
practice in relation to each stage.

e Operate compliant recruitment and selection.

e Prepare a Person Specification

e Increase your effectiveness at interviewing.

e Effectively short list candidates.

e Undertake behaviour-based interviews.

e Understand the recruitment cycle.

COURSE CONTENT

1. Fair Play

e To identify the key stages of the recruitment and selection process and
current best practice in relation to each stage.

e To identify and describe the purposes and potential uses of recruitment and
selection documentation and the consequences of inappropriate/incomplete
records.

evolution orRGANISATIONAL DEVELOPMENT 26



T R AT NI N G S OL UTTONS

e To identify ways of ensuring fair, equitable and legal decision-making with the
recruitment and selection process.

e To identify inappropriate actions and behaviours on the part of those
involved in recruitment and selection and explore strategies for dealing with
these.

2. Perfect Fit - Preparing a Person Specification

e To identify the purpose of the person specification when recruiting and
selecting.

e To identify key principles for drawing up legal and effective person
specifications.

3. Questions to Probe, Explore & Challenge

e To demonstrate the importance of open questions when exploring problems.
e To encourage participants to identify effective open questions for challenging
blocks and assumptions.

4. Short-listing Candidates

o To identify the purpose of effective short-listing in recruitment and selection.

e To identify key principles for short-listing.

e To identify potential difficulties with short-listing and ways of overcoming
these.

e To provide an opportunity for participants to practise completing short-listing
documentation, ensuring a fair and accurate assessment of evidence.

5. Behaviour-based Interviews - What and Why

e To explain the difference between traditional methods of selection
interviewing and behaviour based selection interviews.

e To highlight the disadvantages of 'traditional' interview techniques.

e To highlight the advantages of structured behaviour based interviews.

6. Recruitment Cycle

e To consider the importance of planning recruitment.
e To prepare a list of actions that may need to be completed as part of the
recruitment process, prior to recruiting a new member of staff.

Elements of this syllabus are subject to change.
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Strategic Development

Course Duration: 1 day

OVERVIEW

Today, Organisations are faced with an increasingly competitive environment.
Leaders face escalating pressure to do more with less: to optimise resources, lower
costs, and meet the needs of diverse stakeholders. In this environment, sound
strategic development is essential to an organisation’s survival and prosperity. This
course is designed to include the latest strategic development techniques and you
will participate in role-plays and small group interactions and learn how to develop
strategy confidently and be successful in achieving your business plans.

WHO SHOULD ATTEND?

Suitable for managers, interested in becoming more proficient in strategic
development.

BUSINESS BENEFITS

e C(learly define organisation purpose with established realistic goals and
objectives consistent with mission in a defined time frame within capacity.

e More effective use of resources by focusing on the key priorities.

e Increase productivity from increased efficiency and effectiveness.

e Solve major problems in organisation.

OUTCOMES

By the end of this course you will be able to:

e Build an understanding of the key steps in strategic planning.
e Analyse financial and other data using a SWOT analysis.

e Determine where your organisation is now.

e Explore various future options and appraise them.

e Develop a Strategic Plan.

e Sell your strategic plan.

COURSE CONTENT

1. Strategic Development (Feelings Cards)

e To enable participants to consider how their organisation is viewed by
customers and staff.

e To identify cultural/image strengths and weaknesses within the organisation.

e To generate discussion about how cultural/image strengths can be
maintained, and how weaknesses might be overcome.
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2. Strategic Planning | (Where are we now?)

e To build an understanding of the key steps in strategic planning.

e To encourage participants to analyse financial and other data using a SWOT
analysis.

e To encourage participants to think about where they are now, before moving
on in the next module to consider where they want to be.

3. Strategic Planning Il (Where do we want to be?)

e To give participants the opportunity to identify and explore options and
appraise these.

e For participants to create a 3-5 year outline strategic plan based on the
fictional case study they’ve been given.

4. Strategic Planning lll (How will we get there?)
e To encourage participants to develop a strategy from the options generated
in previous sessions.

e To encourage participants to prepare and give a persuasive presentation
outlining their strategy and the work they have done.

Elements of this syllabus are subject to change.
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Business Planning & Forecasting

Course Duration: 2 days

OVERVIEW

In today’s increasingly competitive business environment business decisions must
be based on clear targets and sound planning. The ability to develop and implement
business plans is nowadays a core competence. This extremely practical course
enables you to contribute to your organisation’s business planning during the
workshop and so "learn while doing". You will participate in role-plays and small
group interactions and learn how to successfully apply your new planning and
forecasting skills.

WHO SHOULD ATTEND?

Suitable for managers or staff with responsibility for business planning and
forecasting. New employees or those without formal training will benefit most.

BUSINESS BENEFITS

e Business planning more accurate and of superior quality.
e Executable, high impact strategies are developed.
e Improved customer excellence.

OUTCOMES

By the end of this course you will be able to:

e Conduct an environmental (internal and external) analysis of a business.

e Articulate the aims, objectives and key aspects of a strategic business plan,
which takes into account the organisational vision and mission.

e Develop a strategic plan and a business plan based on the strategic plan.

e Implement the strategic and business plans.

e Monitor the success of the strategic and business plans and respond to
performance.

COURSE CONTENT

Day 1
1. Business Planning - An Introduction

e To explore business planning as a process.

e To identify the typical structure and contents of a business plan.

e To identify the potential readership of a business plan.

e Toreflect on the contents of a business plan from a reader's perspective
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2. Boom or Bust - An introduction to profit and loss statements and cash flow
forecasting

e To understand how a forecast profit and loss account is created.

e To give participants the opportunity to practise drafting a simple profit and
loss account, to explain the importance of a projected cash flow statement
and to recognise that forecasts are only as good as the assumptions on
which they are based.

3. Anintroduction to budgeting

e To enable participants to identify key principles of budgetary management.

e To identify key questions that should be asked when agreeing budgets.

e Toidentify the issues that can arise when budget setting and managing
budgets.

4. Strategic Planning | (Where are we now?)

e To build an understanding of the key steps in strategic planning.

e To encourage participants to analyse financial and other data using a SWOT
analysis.

e To encourage participants to think about where they are now, before
moving on in the next module to consider where they want to be. 120-mins

e To identify the questions that need to be asked in advance of implementing
any change.

Day 2
1. Strategic Planning Il (Where do we want to be?)
e To give participants the opportunity to identify and explore options and
appraise these.
e For participants to create a 3-5 year outline strategic plan based on the
fictional case study they’ve been given.
2. Strategic Planning lll (How will we get there?)
e To encourage participants to develop a strategy from the options generated
in previous sessions.
e To encourage participants to prepare and give a persuasive presentation
outlining their strategy and the work they have done.
3. Introducing CRM
e To define and briefly explore the concept of Customer Relationship
Management.
e To consider the types of data that helps organisations manage their
customer relationships and where this can be found.

Elements of this syllabus are subject to change.
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Planning & Preparation
Course Duration: 1 to 2 days

OVERVIEW

Successful business people are strong in planning and preparation skills. They are
capable in setting achievable goals for themselves, individuals and their team. This
course is designed to include the latest techniques involved with good planning and
preparation skills and the ability to utilise and plan resources effectively. It also
optimises on the skills required for Goal setting for effective planning levels and
anticipating the required contingencies involved. You will participate in role-plays
and small group interactions and learn how to plan confidently and be successful in
achieving your goals.

WHO SHOULD ATTEND?

Suitable for managers, planners and any staff interested in becoming more proficient
in planning day-to-day tasks.

BUSINESS BENEFITS

e People perform better and are more productive.

e Operations are more profitable.

e Planning more focused on needs and of superior quality.
e Improved customer excellence.

OUTCOMES

By the end of this course you will be able to:

e Planning and prepare more successfully activities and events of your team’s
operations

e Utilise Techniques and Methods for careful planning at all stages of the
process.

e Set goals as realistic and achievable tasks and objectives for you, other
individuals and team units.

e Consider the Pit Falls and Contingencies should situations and events change

e Develop Techniques to ensure personal planning skills development and
actions for future successful objectives.

COURSE CONTENT

Day1

1. Breaking Goals Down
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e To show the value of breaking goals down into smaller chunks.
e To provide participants the opportunity to practise breaking long-term goals
down into a series of short term objectives.

2. Planning for a Change

e To identify the questions that need to be asked in advance of implementing
any change.

e To create a ‘bench’ of pre-defined questions to use when planning.

e This module is ideally suited to team leaders and junior managers.

e To consider these questions in relation to a forthcoming change.

3. Anintroduction to budgeting

e To enable participants to identify key principles of budgetary management.

e To identify key questions that should be asked when agreeing budgets.

e To identify the issues that can arise when budget setting and managing
budgets.

4. The Wedding Planner

e To highlight the importance of time management.
e Tointroduce some of the key aspects of effective time management.

5. The Art of Prioritising
e To provide an opportunity for participants to practise using the
urgent/important matrix.

e Tointroduce the ABC and matrix systems, as alternative methods for
prioritising work.

6. SMART Objectives
e To practise writing SMART objectives.
7. Planning a Presentation
e To explain one technique for planning a presentation.
e To provide participants with an opportunity to practise planning what to
include in a presentation and how to structure it.
Day 2 (Optional Strategic Planning Day)
1. Strategic Planning | (Where are we now?)
e To build an understanding of the key steps in strategic planning.

e To encourage participants to analyse financial and other data using a SWOT
analysis.

evolution orRGANISATIONAL DEVELOPMENT

33



T R AT NI N G S OL UTTONS

e To encourage participants to think about where they are now, before moving
on in the next module to consider where they want to be.

2. Strategic Planning Il (Where do we want to be?)

e To give participants the opportunity to identify and explore options and
appraise these.

e For participants to create a 3-5 year outline strategic plan based on the
fictional case study they’ve been given.

3. Strategic Planning lll (How will we get there?)

e To encourage participants to develop a strategy from the options generated
in previous sessions.

e To encourage participants to prepare and give a persuasive presentation
outlining their strategy and the work they have done.

Elements of this syllabus are subject to change.
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Decision Making
Course Duration: 1-day

OVERVIEW

Decision making is the process of selecting an option from among a set of
alternatives. It is an integral part of our everyday lives as well as the professional
world. Our Decision Making Seminars provides a comprehensive overview of
decision making. This is a highly interactive, practice-driven training class; you will
not only learn how to make effective decisions but you will participate in role-plays
and small group interactions to help you learn tools and techniques to use back in
your workplace or your world.

WHO SHOULD ATTEND?

Anyone who desires to improve the quality of the decisions they make, particularly
those new to management or project management. This course will benefit those
wishing to build their capability in decision making.

BUSINESS BENEFITS

e Increases the occurrences of ‘right first time’ within organisation.
e Deliver more projects within budget and on time.
e More productive teams.

OUTCOMES

By the end of this course you will be able to:

e Work effectively with others to make decisions.

e Use a range of decision—making tools & techniques.

o Effectively leverage feelings, logic, intuition and sensations in the decision
making process.

e Understand basic risk management strategies.

e Use a structured approach for evaluating ideas and solutions.

COURSE CONTENT

1. Understanding Decisions

e To help participants understand the nature of decisions in relation to
problem solving.

2. Decision Making Approaches
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e To help participants understand how, and the extent to which, they involve
others in the decision making process.

e To help participants identify whether the decision making approaches
currently used are the most effective.

e To consider the pros and cons of using different approaches in different
situations.

3. Decision Matrix

e To demonstrate how a decision matrix can be used, when trying to decide
between various options.

e To demonstrate the importance of weighting different criteria when making
decisions.

4. How We Make Decisions
e To help participants understand the role of feelings, logic, intuition and
sensations in the decision making process.
e To briefly consider participant’s use of each of these elements in their own
decision making.
5. Stepping Stones
e To encourage team development.
e To focus discussion on the team's approach to problem solving,
communication, success and failure and team leadership.
6. Bridge Challenge - Maintaining Momentum
e To consider the importance of momentum when innovating.
e To look at what builds momentum behind a project or idea, and what saps
energy from a project or idea.
7. An Introduction to Risk
e To encourage participants to think about the nature of risk.
e To encourage participants to think about risk in relation to project
management.
e To provide participants with an understanding of basic risk management
strategies.
8. Evaluating Ideas
e To show the importance of properly evaluating ideas and solutions.
e To explain the need for a structured approach to evaluation.
e Tointroduce one method for evaluating ideas and solutions.
e To provide an opportunity for participants to practice evaluating ideas.
e To encourage participants to recognise the need to tweak/adapt ideas and
then re-evaluate them.

Elements of this syllabus are subject to change.
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Information Gathering
Course Duration: 1-day

OVERVIEW

In our Information Gathering Training seminars, we will help you build the skills you
need to gather information yourself constructively and effectively in any situation.
This is a highly interactive, practice-driven training class; you will not only learn the
principles of information gathering but you will participate in role-plays and small
group interactions to help you get comfortable with the information gathering
process before you take it back to your workplace or your world.

WHO SHOULD ATTEND?

Anyone who desires to improve how they gather information.

BUSINESS BENEFITS

e Improved organisational information gathering capability.
e Improved quality of organisational decisions.
e Organisational problems solved quicker and more effectively.

OUTCOMES

By the end of this course you will be able to:

e Develop information gathering skills.

e Gather better information faster by listening more effectively.

e Effectively use questioning to explore problems.

e Summarise and clarify gathered information.

e Be able to find common ground with others in order to gather information.
e Manage meetings more effectively.

COURSE CONTENT

1. Introductions

e To encourage participants to share information about themselves.
e To build rapport among participants.

e To start to identify core communication skills.

e To explore the use of the communication loop.

2. A Listening Exercise

e To test listening skills.
e Toillustrate the dangers of making assumptions.
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e To encourage participants to think about how they can check their
understanding of information they receive.

3. Questions to Probe, Explore and Challenge

e To demonstrate the importance of open questions when exploring problems.
e To encourage participants to identify effective open questions for challenging
blocks and assumptions.

4. Special Offer

e To demonstrate the importance of summary and clarification in effective
communication.

e To test participants' ability to listen effectively, check understanding and
summarise key points back to the person delivering information to them.

e To briefly consider some of the barriers to effective listening and techniques
for minimising these.

5. Summary and Clarification

e To demonstrate the importance of summary and clarification in effective
communication.

6. Dinner Party Mayhem

e To create a situation where participants have to manage change driven by
one department, affecting the work of another.

e To identify some key learning points about managing change.

e To test information gathering and sharing skills.

e To demonstrate the importance of effective questioning, summary and
clarification and active listening.

e To consider the pros and cons of different leadership styles.

7. Something in Common

e To encourage participants to find things they have in common.
e To consider the impact on relationships of finding common ground.

8. Happy Holidays

e To demonstrate the importance of exploring customers' needs through
questioning, listening and checking understanding.

9. Sales Call Analysis

e To analyse a typical sales call and identify areas for improvement.
e To assess who does most of the talking in a typical sales call.
e To consider the importance of open questions in sales calls.
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10. Making Meetings Effective

e To encourage participants to think about what causes meetings to be
ineffective.

e To identify what can be done to make meetings effective.

e To introduce the acronym APPLE and explain how focusing on five simple
themes will help participants ensure meetings are effective.

11. An Exercise in Communication
e To encourage participants to communicate effectively in order to gather all
the information available.

e To encourage participants to think about how they communicate.
e To encourage participants to work co-operatively to solve a shared problem.

Elements of this syllabus are subject to change.
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Human Resources
Course Duration: 1-day

OVERVIEW

In our Human Resources (HR) Training seminars, we will help you build the HR skills
you need to operate effectively in your organisation. This is a highly interactive,
practice-driven training class; you will not only learn about HR legislation but you will
participate in role-plays and small group interactions to help you get comfortable
with HR processes before you take them back to your workplace.

WHO SHOULD ATTEND?

Anyone wishing to increase their awareness of Human Resources including people
new to Human Resources or those without any formal HR training, managers and
supervisors.

BUSINESS BENEFITS

e Minimise inappropriate and non aligned employee behaviour.
e Decrease liability in lawsuits.
e Reduction in the cost of recruitment.

OUTCOMES

By the end of this course you will be able to:

e Understand differences, work together and benefit from these differences.

e Recognise what is appropriate and inappropriate behaviours.

o |dentify ways that equal opportunities and diversity can be used to improve
effectiveness at work.

e Breaking down the barriers to effective communication.

e Operate compliant recruitment and selection.

e More effectively manage poor conduct and capability.

e Increase your effectiveness at recruitment.

e Understand the UK Age Discrimination Regulations.

COURSE CONTENT

1. Age Discrimination Briefing

e To provide an outline of the main issues raised by the new UK Age
Regulations.
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e To provide a framework for discussion about the impact of the Regulations
and changes that line managers need to be aware of.

2. Age Discrimination Quick Quiz

e To test participants understanding of the new Age Regulations introduced in
2006 in the UK.

3. Experiences of Minority Groups

e To help participants to consider how it feels to be different from the majority.
e To encourage understanding of the sources of prejudicial feelings and ways of
behaving that can make others feel uncomfortable.

4. Disciplinary Procedures - Behaviours and Skills

e To consider how a disciplinary policy/procedure should be used in practice.
e To help participants identify the skills and behaviours they should adopt as
managers when involved in a disciplinary procedure.

5. Disciplinary Procedures - What and Why?

e To help participants understand the benefits of having a disciplinary
procedure.

e To help participants learn about the organisation’s procedure and their
responsibility within it.

6. Signs of Distress

e Under the Management of Health and Safety at Work Regulations 1999, to
assess the risk of distress-related ill health arising from work activity.

e Under the Health and Safety at Work etc Act 1974, to take measures to
control that risk.

7. Attitude or Skills? What to Look for When Recruiting

e To explain the link between skills, attitudes and behaviours.

e To show the importance of considering attitude as well as skills when
recruiting staff.

e To consider how attitudes and skills can be examined in behaviour based
interviews.

8. Perfect Fit - Preparing a Person Specification
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e To identify the purpose of the person specification when recruiting and
selecting.

e To identify key principles for drawing up legal and effective person
specifications.

9. Short-listing Candidates

e To identify the purpose of effective short-listing in recruitment and selection.

e To identify key principles for short-listing.

e To identify potential difficulties with short-listing and ways of overcoming
these.

e To provide an opportunity for participants to practise completing short-listing
documentation, ensuring a fair and accurate assessment of evidence.

Elements of this syllabus are subject to change.
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Introduction to Project Management
Course Duration: 1-day

OVERVIEW

Project Management is at the core of much that we do. Whether managing a project
at work or managing a DIY project at home the core essentials of Project
Management remain the same: Plan, Implement and Review.

This introduction to Project Management is designed to be useful across a broad
audience, from the Project Management team itself all the way through to the end
users. It also encourages the creation and application of a structured approach to
project management that will simplify, add transparency and is intended to shorten
the project management lifecycle.

WHO SHOULD ATTEND?

This course is relevant to everyone that is involved in, or will hope to benefit from a
project.

BUSINESS BENEFITS

e Increase the rate that projects are swiftly initiated and delivered
e Allow project budgets and scope to be better kept under control
e Better motivate project teams

e Ensure the quality of the project deliverables

OUTCOMES

By the end of this course you will be able to:

e Avoid the major pitfalls of project management
e Initiate and plan a project

e Implement and monitor a projects lifecycle

e Review and close a project

e Develop a project management structure

e £800 for groups of up to 12 people.

COURSE CONTENT

1. Develop and manage a Case Study - Participants are encouraged to question the
project at its outset and to define and then discuss a group case study.

2. ldentify and avoid negative project experiences - Participants are told to focus
upon their own negative experiences in order to avoid them occurring within
their own projects.
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3. How to apply (and why you need) Project Structure - Understanding how Project
structure can avoid a multitude of issues as well as protect the project and it's
sponsors.

4. Establish project deliverables - Definition and prioritisation of Project
Deliverables. Agreeing the definition of project success and avoiding project
failure.

5. Set up communication lines within the Project - Both formal and informal
communication requirements. Highlighting issues and blockages whilst keeping
the project on track.

6. Set up and manage a real project - manage timelines, budgets and multiple work-
streams.

7. Close a project - close, review and report on a completed project. Identify the
positives and negatives. Incorporate the lessons learned into a broader project
management ethos.

Elements of this syllabus are subject to change.
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Project Management
Course Duration: 2-days

OVERVIEW

Many organisations are realising that the traditional project management principles
are no longer applicable in today’s extremely dynamic and demanding environment.
A fixed approach of planning is no longer a good method since it is very difficult to
anticipate everything in advance and respond to it in the plan. Instead, more agile
planning methods are required to accommodate for changing markets, technology
and resources over the course of a typical project. As a result, new project managers
must be systematically thought on best practices and established management
techniques. In this course, you will understand the role of project manager as a
broker of information. You will learn how to manage time, resources, cost, risk and
quality using a variety of practical hands-on exercises.

WHO SHOULD ATTEND?

The Project Management will prepare supervisors, team leaders, managers and
specialists in all sectors, for involvement in operational and strategic projects.

BUSINESS BENEFITS

e Increase the rate that projects are swiftly initiated and delivered
e Allow project budgets and scope to be better kept under control
e Better motivate project teams

e Ensure the quality of the project deliverables

OUTCOMES

By the end of this course you will be able to:

e Manage resources of your project

e Monitor the progress of your project against targets

e Use Work Break Down Structures (WBS) to plan a project efficiently
e Handle team members and motivate your team

e Boost creativity systematically

¢ Manage efficient meetings to increase efficiency

e Maintain rapport

¢ Manage change to project requirements

COURSE CONTENT

1. Mission
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o Differences between a project and your daily tasks?
e Project Management versus Team Leading

e Setting up project objectives and constraints

e |dentifying scope and ultimate goals

e Stakeholders and clients roles in project objectives

2. Project Planning

e Project life cycles & planning models
e Introduction to planning tools

e Work breakdown structures

e Deliverables

e Estimating time and cost

e Resource allocation and management
e Setting up Gantt charts

e Precedence networks

e Risk management

e Creating contingency plans

e Effective documentation system

3. Project Progress Monitoring

e How to monitor performance and measure progress against objectives

e How to keep track of new issues as they are discovered and eliminating them
e Effective decision making

e Quality control procedures

4. Handling Clients and Stakeholders

e Effective communications

¢ Influencing key people

e Keep your clients updated

e Manage requests for change

5. Handling Team Members

o How to give effective feedback

e How to have a productive meeting

¢ How to maintain rapport with team members

e How to motivate the team and keep them committed to the project’s mission
e How to boost creativity

6. Meaningful Meetings
¢ How to manage a meeting to get everyone’s input

e How to capture what is discussed
e Effective brainstorming
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o Meeting frequency
7. Project Close

e Stakeholder Acceptance
e Final documentation before closing down
e Marketing

Elements of this syllabus are subject to change.
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Advanced Project Management
Course Duration: 1-day

OVERVIEW

It’s easy to forget the “manager” part of the “project manager” title amongst all the
activity during a project. However, it is crucial that participants hone their
management skills as they are an important part of their success as a project
manager. There are also some advanced project management techniques that they
can master to help bring their projects to the next level. These are the two areas that
we will focus on in this one-day workshop. This workshop presumes that you have a
thorough understanding of project management, including topics such as preparing a
statement of work, setting project goals, scheduling, budgeting, managing project
risks, and executing a project.

WHO SHOULD ATTEND?

This course is ideal for experienced managers who have already managed projects,
know a thing or two about Gantt charts, budgets, work packages and so on but may
not be familiar with more elaborate topics such as critical path analysis and risk
management. Managers who have learned on the job and have not had any formal
project management training will also benefit.

BUSINESS BENEFITS

e Increase the rate that projects are swiftly initiated and delivered
e Allow project budgets and scope to be better kept under control
e Better motivate project teams

e Ensure the quality of the project deliverables

OUTCOMES

By the end of this course you will be able to:

e Think critically when choosing a project team

o Make the best of an assigned project team

e Help teams move through various stages to become a high-functioning
machine

e Maximise productivity at team meetings

e Reward and motivate your team

e Develop and execute a communication plan

e Communicate with sponsors and executives more effectively

e |dentify problem team members and strategies for working with

COURSE CONTENT
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1. Introduction and Course Overview

e You will spend the first part of the day discussing what will take place during
the workshop and also identify your personal learning objectives.

2. Choosing the Project Team

e This session covers some things to consider when choosing a project team
and how to make the best of an assigned team.

e Other topics covered include the pre-assighment review, assigning the
project work, negotiating for the people you want, and preparing for team
problems.

3. Building a Winning Team

e In this session, you will explore why teamwork is so important.
e You will also study Tuckman and Jensen's four stage team development
model: Forming, Storming, Norming, and Performing.

4. Team Meetings

e Most projects should have a defined timeline for team meetings. First,
project managers meet with the individual members of the team. Then, the
project manager meets with the team as a whole. Next, the first status
meeting occurs.

e This session will discuss all of these meetings in detail, plus some general
meeting management tips.

5. Nine Easy Ways to Reward Your Team

e One challenge many project managers face is how to keep the team
motivated during the project.

e You critically evaluate nine ways project managers can keep the team moving
and performing at their best.

6. Developing a Communication Plan

e To ensure your project's success, you must include a communications plan as
part of your initial project planning.

e This plan will cover the who, when, why, what, and how of your
communications with various project members throughout the whole
project.

7. Communicating with Sponsors and Executives
e Your project sponsor and executives are key members of your team.

e Typically, they provide the authority and the resources to execute your
project.
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e During this session, we will discuss some ways to effectively communicate
with your sponsor and executives.

8. Dealing with Problem Team Members
e You'll look at a number of problem team members and identify how to turn
their problem characteristics into team strengths. Have you ever had a team
member that kept running to the sponsor with every little problem? Or a
member who never had anything positive to say?

9. Workshop Wrap-Up

e At the end of the day, students will have an opportunity to ask questions and
fill out an action plan.

Elements of this syllabus are subject to change.
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Project Leader Programme
Course Duration: 3-days + Follow-up

OVERVIEW

Many organisations have the ability to design exceptional project plans, however,
leadership-oriented project issues often prevent project managers from executing
their plans successfully. Barriers such as poor team interaction or a lack of
stakeholder communication frequently decrease the likelihood of project success.
This development programme enables project managers to understand the
interpersonal, team and organisational dynamics of project management. This four-
day programme introduces a behavioural focus into the five phases of project
management. It is highly interactive, practice-driven workshops incorporating role-
plays and small group interactions, it employs a unique problem solving approach to
support you learn and adopt the behaviours that will enable you to lead projects
more successfully.

WHO SHOULD ATTEND?

This development programme is designed for Programme Directors, Programme
Managers and Project Managers. In addition, individuals, who find themselves,
leading strategic initiatives, change projects and other temporary interventions will
also value from undertaking this programme.

BUSINESS BENEFITS

e Increased profitability and reduction in business costs.

e Employees perform better and are more productive.

e Reduction in business costs.

e Reduce Employee turnover.

e Provide better vision, boost morale and foster new ideas.

OUTCOMES

By the end of this course you will be able to:

e Understand your project leadership profile, assess it and plan to enhance
your strengths while developing your weaknesses.

e Lead a project team and optimise the team’s potential for productivity and
effectiveness.

e Promote project success by nurturing organisational support and influencing
stakeholders.

e Facilitate an effective team working environment.

e Apply principles of change management.

e Influence the project team to work on and support the project.
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e Understand how to get the right people involved in the right way on projects.

e Better understand the mechanics of building rules around a team charter.

e Build a process enabling team members to work through difficult challenges
on projects.

e Nurture high performance from project teams.

e (Create a plan to actively use your enhance project leadership capability back
in the workplace.

COURSE CONTENT

Day 1
1. Personality Type (MBTI) Workshop

e Undertake an exploration of the Group dynamics— this is a logical level
approach to communication and the behaviour creation processes.

e Exploration of the output from the Myers Briggs Type Indicator
questionnaires — The MBTI questionnaire outputs are discussed to provide
understanding of the group current and projected dynamics.

e Team discussion to disclose, explore and provide insight into the different
personality types.

e Understanding the effects of type in a group situation and provide insight into
how the team can achieve high performance.

2. The Group Lens — Team Profile & Dominance

e Type and change exercise.

e Understanding how different quadrant groupings on the team lens prefer to
respond to change.

3. Group Reflection

e MBTI standard team exercise, reflecting upon which areas the individuals /
group does well and which areas they may not do so well.

4. Individual Exercise

e An exercise in which participants look at their own individual areas of
strengths and share these with the group.

5. Values Exercise
e Values elicitation process and exercises.
Day 2

1. Advanced Project Solutions Creation
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e Training and development in the following techniques followed by case
studies and discussions on how they can be applied in the workplace

0 The Tapes we Play.

The Should Process.

Positive / Negative Thinking.

Fundamental Choice.

Solving the Solution 1/2/3.

Problem Focus.

Solution Focus.
0 Process Solution Frame.

e Personal Development Actions.

O O0OO0OO0OO0Oo

Day 3
8. Representational Systems - Coding our Reality

e Representational systems are our internal senses. We re-present what we
experience on the outside on our internal mental screen.

9. NLP Rapport - creating trust and understanding

e NLP Rapport is about being on the same wavelength. It is a vital element in
any kind of communication.

10. The Meta Model Problem Solving Strategies

e The Meta model is a model for changing our maps of the world and provides
a number of problem solving strategies.

11. Guiding behaviour with Meta programmes
e Meta programmes determine how we motivate ourselves, make decisions,
buy things, what we are interested in, how we manage time, how long we
stay in a job or relationship, our effectiveness with tasks and how we solve
problems.

12. The MBTI Meta Programmes

e The MBTI (Myers Briggs Type Indicator) explains differences in behaviour
resulting from different ways people use their minds.

13. NLP Reframing, Finding the Right Spin

e NLP Reframing is one of the most useful and simple techniques. Our
meanings depend on our frames.

14. Project Leadership Skills
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e To consider how to effectively influence groups and individuals.

e To explore the factors on how to gain commitment to achieving a vision
rather than just compliance.

e To explore how to motivate people to do tasks and take initiative even when
you are not there.

e To facilitate a discussion on how to develop people to become even more
capable.

e To discuss the behaviours will get desired results on a day-to-day basis and
over the long term.

e To study how to make the most of team members energy and abilities?

e To practise techniques on keeping the team energy and commitment high,
but avoid stress and burnout.

Coaching Session
e Two, 60-minute follow-up 1:1 virtual coaching session for each participant or
2, ¥-day Team Sessions with one of our experienced Project Coaches to
discuss their progress, share ideas and resolve any issues.

Elements of this syllabus are subject to change.
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Neuro-Linguistic Programming
Course Duration: 7-days

OVERVIEW

Neuro Linguistic Programming (NLP) is one of the most advanced technologies today
for creating human change both in individuals and groups for Business, Education,
Coaching, and Therapy. NLP is the most practical, results oriented technology of
detecting, understanding and getting in control of our conscious and unconscious
thinking. NLP is a model from cognitive and behavioural psychology which was
created in 1975 by Richard Bandler and John Grinder, who began modelling and
duplicating the "magical results" of a few top communicators and therapists. Among
the first successful communicators to be studied included hypnotherapist Milton
Erickson, gestalt therapist Fritz Perls, family therapist Virginia Satir, and
anthropologist Gregory Bateson. Our NLP Training explores the relationship between
how we think (neuro), how we communicate both verbally and non-verbally
(linguistic) and our patterns of behaviour and emotion (programmes). NLP Training is
widely used in  business to improve management, sales and
achievement/performance, inter-personal skills; in education to better understand
learning styles, develop rapport with students and parents and to aid in motivation;
and of course, NLP is a profound set of tools for personal development. In our NLP
Training we will show you how to use this technology with yourself and others.

WHO SHOULD ATTEND?

Suitable for anyone who wishes to learn about NLP and has a desire to produce even
better results in work and life than they achieve at present. This course is particularly
beneficial to leaders, managers, project managers and change agents who wish to
improve their success through others.

BUSINESS BENEFITS

e Improved employee effectiveness, productivity and thereby profitability.
e Improved new customer relationship-building and sales performance.

e Gain greater employee satisfaction and contribution through coaching.
e Reduced stress and conflict within organisation.

e Set clearer goals and define realistic profound strategies.

e Enhanced customer care capability and reduce customer loss.

OUTCOMES

By the end of this course you will be able to:

e Build rapport quickly and effectively.
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e Develop incredible sensory acuity.

e Use presuppositions of NLP and the communication model.

e Structure your thinking - using modalities and sub modalities.

e Use the 'Swish' pattern - for quickly changing unwanted habits.

e Changing beliefs.

e Use powerful language patterns - the 'meta model' and the 'Milton model'.

e Use anchoring - how to transform negative emotions and have resourceful
states whenever you want them.

e Use Time Line Techniques - dealing with negative emotions quickly and easily.

e Use Parts Integration - dealing with internal conflict.

e Deal with phobias in minutes.

e Elicit and utilise strategies - making decisions, spelling strategies etc.

DELIVERY MODE

e Workshop delivery either in-company or external. Before starting the training
you will receive a pre-study pack with CD's approximately 50 hours of study
before the training. When you leave the training you will have a deep
understanding of NLP.

COURSE CONTENT

1. The Basis of NLP

e Study of the fundamental beliefs that allows you to begin to choose the
empowering "Cause" model and leave behind the disempowering "Effect"
model

e Identify and take control of the intricate connections between your mind,
your emotions and your behaviour.

e The clearest and easiest model of how people learn, communicate, change,
and evolve themselves.

e The 11 principles of achieving your goals used by all successful goal setters.

e The difference between goals you achieve and goals you don’t achieve.

e Learn to set goals and always achieve them.

e Discover how to ask questions so that your (and somebody else’s) goals
become free from confusion or ambiguity.

2. Rapport — how to create instant liking and agreement.

e Instantly be able to switch onto mutual understanding with anyone you
choose.

e Increase your sensitivity to body-language and its true meaning.

e How to use unconscious body postures so that people unconsciously
associate positively with you.

e |dentify how to use your voice tonality to build rapport (even on the phone).

e How to create instant liking when communicating with friends, relatives, even
people you don’t know.

evolution orRGANISATIONAL DEVELOPMENT 56



T R AT NI N G S OL UTTONS

3. Representational Systems — we use our 5 senses to represent internally the
information from the world.

e Become aware of how our 5 senses are represented internally in the nervous
system.

e Discover how what we see, hear, feel, smell and taste have an influence on
our physical response (whether we are conscious of the process or not).

e People have different preferences in how they use the 5 senses to process
information internally. Learn how to match this to create instant rapport and
mutual agreement.

e |dentify and learn how eye movement reflects a person's real thoughts.

e Find out how to increase creativity, flexibility and learning by using the eye
patterns.

4. Submodalities — the secret programming software of your mind.

e Find out the inner encoding mechanism of your brain and take control of it.

e Get rid of unwanted behaviours (like eating the wrong foods) using
Submodalities.

e Learn to create a sequence of instructions to modify your disempowering
beliefs.

e Un-useful emotional responses? Discover how to change them with the Swish
Pattern.

5. Language Patterns — The words you use show off your intellectual attributes and
your personal characteristics.

e The words we use are chosen unconsciously but they have a special meaning
for each individual.

e Learn how to recognize what type of personality is hiding behind different
types of words.

e Find out how to customize your speech for each individual to achieve instant
acceptance and wavelength communication.

e Learn how to use abstract language to achieve instant agreement and induce
trance easily.

e Discover how 3 questions can help you to reveal specific information about
any concealed subject (like a presenting problem).

e Challenge and overcome objections elegantly.

e How to assist someone in changing their mind.

6. Anchoring —how to control your feelings and your state of mind.

e How to be in charge of your internal emotional state rather than being
controlled by it.

e Learn how to set up a personal trigger or stimulus which can move you in a
specific direction.

e Discover how to free yourself from an unwanted internal response to some
(past or present) external trigger, like someone’s voice.
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e Find out how to link your strong personal resources with your ability to
access them whenever you want.
e Get rid of procrastination forever.

7. Strategies - how to control your mental sequence of internal processes to create
specific results.

e Discover the technique of sequencing of various internal processes to create
a certain result and how to make the result successful each time.

e Achieve concrete and long lasting results with the help of specific strategies.

e Discover and learn how to use how people buy things (the decision making
strategy) from just watching their eye movements.

e Learn how to sell based on your client’s strategy (rather than yours) for a
more fulfilling outcome.

e Find out how to discover deep love and attraction strategies.

8. Parts —stop inner conflicts.
e How to move beyond “I want this BUT I’'m not sure”, “I can’t decide between
these two things."

e Have all your inner “parts” agree with each other.

Elements of this syllabus are subject to change.
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Lean Sigma - White Belt Programme
Course Duration: 4-hours

OVERVIEW

Lean Sigma is the innovatory fusion of today's most effective organisational
improvement tools. Using Lean Sigma, you can leverage the power of ‘Lean’ and ‘6
Sigma’ in a single, synchronised intervention and deliver rapid, high-impact
organisational improvement. The ‘White Belt’ Programme is a highly interactive,
practice-driven training class; you will not only learn the Lean Sigma theory and
methodologies but you will participate in discussions and small group exercises to
help you get comfortable with the Lean Sigma tools and techniques before you take
it back to your workplace. The course is included in the first day of the ‘Yellow Belt’
and provides an evolutionary Lean Sigma capability progression through Yellow to
Green to Black Belt. To achieve ‘White Belt’ Certification candidates must undertake
a quiz and suggest one area of improvement in their workplace.

WHO SHOULD ATTEND?

This course is designed for any individuals or organisations interested in obtaining an
overview of Lean Sigma improvement methodology. It is ideal for individuals wishing
to participate in ‘Yellow Belt’ deployment projects.

BUSINESS BENEFITS

e Increased profitability.

e C(Create a diverse, continuous improvement-orientated culture.
e Enhanced customer relationships.

e Reduction in product/service lead-times.

e Reduced operational expenses.

e Reduction in Inventory levels.

e Improved product / service quality.

OUTCOMES

By the end of this course you will be able to:

e Understand what is meant by Lean Sigma.

e Articulate Lean Sigma, in a meaningful way, to your peers, direct reports and
customers.

¢ Inform management about key improvement opportunities that could benefit
your organisation, beyond your role or team.

e Work with others to understand customer requirements and improve your
work processes.

e Support projects and work towards Yellow Belt certification.
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COURSE CONTENT

1. Introduction to Lean Sigma

e Lean & Six Sigma and how they have evolved.
¢ Why organisation use Lean Sigma.

2. The Lean Sigma Process

e To build an understanding of process.
e To provide insight into the impact of value within organisations present.

3. General Discussion on quality and continuous improvement within organisations.

e Exploration of the impact of not meeting customer requirements.
e Understanding the Importance of reducing variation.

e Linking Customer, Process, and Strategy.

e What does Lean Sigma strategy drive?

4. What's Different?
e Investigate the focus on the Customer.
e General discussion on the current use of metrics within organisations
present.
e Focus on Process Variation.

5. Changing to the Lean Sigma Process

e Dealing with change as a process.
e Relating Change to Lean Sigma Strategy.
e What we mean by culture.

6. Evolution of Lean Sigma

e How the Change Is Implemented: Lean Sigma Projects.
e Lean Sigma Project Teams.
e How Does Lean Sigma Fit?

7. Lean Sigma Tools

e |dentifying major tools used to support Lean Sigma projects.
e General Explanation of the major tools.

8. Improvement Approaches
e Overview of an improvement approach.

e Discussion on how an Improvement Approach could be used to solve
business problems within the organisations present.
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9. Lean Sigma Improvement Approach

e Exploration of a seven step Improvement Approach and their sequence in the
methodology.

e Look at each of the seven steps with their outputs.

e Recognise tools and concepts that are useful in each step.

e Discussion about the advantages of the Lean Sigma Improvement Approach
versus other methodologies.

10. Certification
e Undertake a short quiz to check understanding of training material.
e Complete a short paper suggesting possible opportunities within your

organisation for specific improvements.

Elements of this syllabus are subject to change.
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Lean Sigma - Yellow Belt Programme
Course Duration: 3-days

OVERVIEW

Lean Sigma is the innovatory fusion of today's most effective organisational
improvement tools. Using Lean Sigma, you can leverage the power of ‘Lean’ and ‘6
Sigma’ in a single, synchronised intervention and deliver rapid, high-impact
organisational improvement. The ‘Yellow Belt’” Programme is a highly interactive,
practice-driven training class; you will not only learn the Lean Sigma theory and
methodologies but you will participate in discussions and small group exercises to
help you develop broad familiarity with the overall lean sigma processes and basic
tools and techniques before you take them back to your workplace. The course is
builds upon the ‘White Belt’ course and provides an evolutionary Lean Sigma
capability progression through Green to Black Belt. To achieve ‘Yellow Belt’
Certification candidates must undertake a quiz suggest at least three areas of
improvement and deploy a project in their workplace.

WHO SHOULD ATTEND?

This course is designed for any individuals or organisations interested in obtaining a
deeper of Lean Sigma improvement methodology. It is ideal for individuals wishing
to participate in ‘Green Belt’ Lean Sigma projects and deploying their own
improvement project.

BUSINESS BENEFITS

e Increased profitability.

e C(Create a diverse, continuous improvement-orientated culture.
e Enhanced customer relationships.

e Reduction in product/service lead-times.

e Reduced operational expenses.

e Reduction in Inventory levels.

e Improved product / service quality.

OUTCOMES

By the end of this course you will be able to:

e Understand and articulate what is meant by Lean Sigma.

e Inform management about, and deploy, improvement opportunities that
benefit your organisation, beyond your role or team.

e Support Green Belts who are working on Lean Sigma projects.

e Be able to resolve issues and solve problems affecting day-to-day processes.

e Create understanding of the elementary tools of Lean Sigma
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e Be able to function as a knowledgeable team member on Green and Black
Belt projects.

e Gain practical knowledge of problem definition and solution, and
understanding of the project management process.

e Achieve Yellow Belt certification.

e Save or make more money than the programme cost.

e Work towards Green Belt certification.

COURSE CONTENT

Day 1
1. White Belt Programme

e See white belt programme course description.
2. Recognise Opportunities

e How to use a SIPOC form.

e How to distinguish between value added and non-value added activities.
e How to use the 7 Wastes tool to identify improvement opportunities.

e How to create a process flowchart.

3. Define the Problem

o \Write a problem statement that meets the criteria.
e Identify an improperly formulated problem statement and re-write a
statement so that it is properly formulated.

Day 2
4. Measure: Baseline the problem and list potential causes

e |dentify causes related to a problem.

e Plan and execute data collection.

e Analyse data with a histogram.

e Compute the mean and the range of a data set.
e Define and quantify defects.

Day 3
5. Analyse: Identify root causes

e Generate a run chart.
e Generate a scatter plot and identify the relationship between variables.
e Generate a Pareto chart and identify the key contributing factors.

6. Improve: Select solution and quantify impact
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e Prioritise improvement opportunities.
e Develop a Poka Yoke.
o |dentify the basic principles of 5S.

7. Control: Share and sustain solution

o Identify potential problems related to resistance to change.
¢ Identify the critical characteristics of a process.
e Create a control plan for at least one selected characteristic.

Yellow Belt Certification

e Undertake a series of short quizzes and exercises to check understanding of
training material.

e Complete a short paper suggesting possible opportunities within your
organisation for specific improvements.

e Undertake the successful deployment of an improvement project.

Elements of this syllabus are subject to change.
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Lean Sigma - Green Belt Programme
Course Duration: 5-days

OVERVIEW

Lean Sigma is the innovatory fusion of today's most effective organisational
improvement tools. Using Lean Sigma, you can leverage the power of ‘Lean’ and ‘6
Sigma’ in a single, synchronised intervention and deliver rapid, high-impact
organisational improvement. The ‘Green Belt’ Programme is a highly interactive,
practice-driven training class; you will not only learn the Lean Sigma theory and
methodologies but you will participate in discussions and small group exercises to
help you develop competence with the overall lean sigma processes and tools and
techniques before you take them back to your workplace. The course is builds upon
the ‘Yellow & White Belt’ courses and provides an evolutionary Lean Sigma capability
progression through Black Belt. To achieve ‘Green Belt’ Certification candidates must
undertake a series of quizzes and exercises. In addition they must lead an
improvement project that generates a real income or saving of more than £5,000 in
their organisation.

WHO SHOULD ATTEND?

This course is designed for any individuals or organisations interested in developing
capability in the Lean Sigma improvement methodology. It is ideal for individuals
wishing to lead Lean Sigma projects and deploying their own improvement projects.

BUSINESS BENEFITS

e Increase margin.

e Reduce the time it takes to get products & services to customers.
e Transition stock value from stability to growth.

e Improve competitive position.

e Support the business imperatives.

e C(reate a diverse, continuous improvement-orientated culture.

e Enhance customer relationships.

e Improve product and / or service quality.

OUTCOMES

By the end of this course you will be able to:

e Understand the concepts of Lean Sigma and be able to effectively apply to
achieve a real business result.

e Lead a team of Yellow & White Belts to improve an organisational area.

e Coach Yellow Belts in the deployment of an improvement project.

e Be able to resolve issues and solve problems affecting day-to-day processes.
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Be able to resolve issues affecting various functions within your function /
division / department.

Be comfortable with an extensive range of lean sigma tools as well as the
overall problem-solving methodology.

Be able to function as a competent team member on a Black Belt projects.
Gain practical knowledge of problem definition and solution, and
understanding of the project management process.

Achieve Green Belt certification.

Save or make more money than the programme cost.

Work towards Green Black certification.

COURSE CONTENT

Note

It is advisable for individuals to complete the White & Yellow Belt programme prior

to attending this programme.

Day 1

1. Baselining the Problem & Listing Potential Causes

Day 2

How to define the projects purpose and scope and identify the process and
customer requirements.

How to produce a clear statement of an intended improvement and how is to
measure it.

How to produce a high level map of a process.

How to translate the ‘Voice of the Customer’ into key quality characteristics.

2. Defining the Problem

Day 3

How to focus the improvement effort by gathering information on the
current situation.

How to establish baseline performance.

How to produce data that isolates problem location or occurrence.

How to produce baseline data on how well the process meets customer
needs and how to determine Process Sigma.

How to produce process maps which demonstrate how a process operates.
How to produce a more focused problem statement.

3. Analysing the Causes

How to identify root causes and confirm them with data.
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How to identify, test and confirm a problem.

How to construct a model encompassing the key drivers of a problem.
How to analyse process data to isolate where and when problems occur
How to identify what contributes the most to variation and defects.

4. Improving — Selecting the Solution

How to develop, pilot, then implement solutions that address root causes.
How to plan and test actions to eliminate / reduce the impact of the
identified root causes.

How to plan a project for solution deployment.

How to build support and monitor progress.

How to produce a cost —benefit analysis.

5. Improving — Quantifying the Impact

Day 5

How to use data to evaluate both the solutions and teh plans used to carry
them out.

How to measure initial results.

How to use the before and after data to show how much of the initial gap has
been closed.

6. Sharing and Sustaining the Solution

How to maintain the improvements by standardising work methods or
processes.

How to document the new method.

How to train people on the new method.

How to develop a system for monitoring the improvement and checking the
result.

How to anticipate future improvements and preserve the lessons from an
effort.

How to document and communicate results, learnings and
recommendations.

Green Belt Certification

Undertake a series of short quizzes and exercises to validate their
underpinning knowledge and understanding of the Lean Sigma material.

Lead a successful improvement project that generates a real income or saving
of more than £5,000 for their organisation.

Elements of this syllabus are subject to change.
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Lean Sigma - Black Belt Programme
Course Duration: 10-days

OVERVIEW

Lean Sigma is the innovatory fusion of today's most effective organisational
improvement tools. Using Lean Sigma, you can leverage the power of ‘Lean’ and ‘6
Sigma’ in a single, synchronised intervention and deliver rapid, high-impact
organisational improvement. The ‘Black Belt’ Programme is a highly interactive,
practice-driven training class; you will not only learn the Lean Sigma theory and
methodologies but you will participate in discussions and small group exercises to
help you develop expertise in the lean sigma processes, tools and techniques before
you take them back to your workplace. The course is builds upon the ‘Green Belt’
course. To achieve ‘Black Belt’ Certification candidates must successfully undertake a
series of assessments and exercises. In addition, they must lead an improvement
project that generates a real income or saving of more than £20,000 in their
organisation.

WHO SHOULD ATTEND?

This course is designed for any individuals or organisations interested in developing
expertise in the Lean Sigma improvement methodology. It is ideal for individuals
wishing to lead major Lean Sigma projects & programmes and deploying their own
improvement projects.

BUSINESS BENEFITS

e Increase margin.

e Reduce the time it takes to get products & services to customers.
e Transition stock value from stability to growth.

e Improve competitive position.

e Support the business imperatives.

e C(reate a diverse, continuous improvement-orientated culture.

e Enhance customer relationships.

e Improve product and / or service quality.

OUTCOMES

By the end of this course you will be able to:

e Understand the concepts of Lean Sigma and be able to effectively apply to
achieve a real business result.

e Lead a team of Green Yellow & White Belts to realise major improvements to
within an organisation.

e Coach others in the deployment of an improvement project.
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e Be able to operate in a cross-functional capacity, working across departments
to resolve issues affecting various areas of the business.

e Have a clear understanding of the concepts of Lean Sigma and be able to
effectively apply those concepts in order to get a business result for the
organisation.

e Be expert with all of the tools and the overall methodology of the DMAIC
problem-solving technology.

e Be expert with an extensive range of lean sigma tools as well as the overall
problem-solving methodology.

e Be able to lead an improvement project.

e Achieve Black Belt certification.

e Work towards Master Black certification.

e Save or make the money more than the programme has cost.

COURSE CONTENT

Note

It is advisable for individuals to complete the Green Belt programme prior to
attending this programme.

Day1
1. Baselining the Problem & Listing Potential Causes

e Problem Statement

0 How to define a process to be improved.
How to define a projects objectives.
How to identify project stakeholders.
How to identify the customers.
How to create a problem statement.
How to create a project’s scope.

O How to create a project’s goals.
e (Critical to Quality (CTQ) Characteristics

0 How to use Critical to Trees (CT Trees).

0 How to identify customer needs.
e Performance Standards Definition

0 How to identify performance measures.
How to use financial analysis to define performance standards.
How to use high level process mapping.
How to create a gap analysis.
How to determine business impact (project savings).
How to create a Project Definition.
How to create a project charter.
How to create project plan / timeline
How to create a high-level process map.
How to define the performance measures.

O O0OO0OO0Oo

O O0OO0O0OO0OO0OO0OO0ODOo
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2. Defining the Problem

e Understanding the Process & Validating the Measurement System.

(0]

O O O0OO0OO0OO0OO0Oo

(0]

How to use a process-map to create the ‘as-is’.

How to identify the process inputs and outputs.

How to collect data.

How to evaluate measurement systems.

How to create a detailed process map.

How to create process output variables and their measurements.
How to create process input variables and their measurements.
How to validate the performance data.

How to define a measurement system capability.

How to create a collection sampling plan.

e Determining Process Capability

(0]

O O 00O

(0]

How to use control charts.

How to use capability analysis.

How to use various Graphical techniques.
How to create baseline control charts.
How to create Baseline capability.

How to calculate DPMO.

How to determine the z-value.

e Finalising the Performance Objectives

(o]
o]
(6]

Day 3

How to use cause and effect analysis.
How to create FMEA.
How to review project goals and plan.

3. Analysing the Causes

e |dentifying Sources of Variation

o
o

(o]
o]
(6]

How to create a detailed process map.

How to effectively brain storming, Fishbone diagrams, Matrix, SPOC
and MSA.

How to identify sources of variation.

How to identify potential leverage variables.

How to update the process map and FMEA with the out from the
Analyse Phase

e Screening for Potential Causes.

(0]

O O O0OO0O0Oo

How to use graphical analysis to screen for potential causes.
How to use Hypothesis testing.

How to multi vari analysis.

How to use correlation and regression analysis.

How to identify improvement opportunities.

How to obtain data on KPIV’s.

How to produce meaningful statistical analysis of data.
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4. Improving — Selecting the Solution

Day 5

Determining Variable Relationships.
0 How to design experiments.
How to undergo regression analysis.
How to use ANOVA.
How to use simulation.
How to determine data relationships.
How to determine the KPIV settings for optimum process outputs and
minimum output variation.
Establishing Operating Tolerances
0 How to determine a new process capability.
0 How to undertake a Cost / benefit analyse during the improvement
phase.
Confirming Results & Validating Improvements.
0 How to undertake confirmation experiments.
O How to use process maps, MSA, control charts process and corrective
actions during the improvement phase.
0 How to undertake a pilot run.
O How to produce a validate measurement system after improvements.
0 How to calculate the improved capability.

O O O0OO0Oo

5. Sharing and Sustaining the Solution

Day 6

How to redefine the process capabilities using Control plan SPC and capability
analysis to output a control plan, control charts, DPMO and Z.

How to implement process control by use mistake proofing, standard
procedures, accountability audits, responsibility audits FMEA, preventative
maintenance and gauge control plans to validate the control process, ensure
sustained performance, , monitor plan, recalculate FMEA, RPN and ensure
the improvement is institutionalised.

How to complete the project document including financial validation, team
meeting with customers and stakeholders, complete project tracking and
identify any replication of project. This would result in documented lessons
learned, the results being communicated, a documented project executive
summary, financial deliverables report and customer feedback brief being
circulated.

6. Personality Type (MBTI) Workshop

Undertake an exploration of the Group dynamics— this is a logical level
approach to communication and the behaviour creation processes.
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o Exploration of the output from the Myers Briggs Type Indicator
guestionnaires — The MBTI questionnaire outputs are discussed to provide
understanding of the group current and projected dynamics.

e Team discussion to disclose, explore and provide insight into the different
personality types.

e Understanding the effects of type in a group situation and provide insight into
how the team can achieve high performance.

7. The Group Lens — Team Profile & Dominance

e Type and change exercise.
e Understanding how different quadrant groupings on the team lens prefer to
respond to