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All businesses that employ people are governed by legislative requirements that they are to
implement and follow. Rather than seeing these as prescriptive dictates that do not enhance the
business objectives they can introduce a fairness and consistency of approach in their
application. This practical session will provide an overview of the important elements of
employment law and provide guidance on how to tackle issues within the workplace.

- Understanding & sources of Employment Law

- The 3 P’s of HR — Policies — Procedures — Processes

- Introduction into:
Disciplinary, Grievance, Capability & Appeals
0 Recruitment, select ion & interview
o Absence Management
o Contracts of Employment
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The business requirements of the Company, together with the personal development
requirements of the individual, must be closely related. Performance Development, and/or
Appraisal must therefore be conducted with the specific aims of:
- Making staff regularly aware of the Company’s interest in them and in
developing their potential
- Giving employees an opportunity, on a regular basis, to discuss their
progress with their Manager
- Making employees aware of the opportunities available to them within the
company
- Assisting in formulating a training plan and identifying training needs
- Ensuring that employees are aware of their Manager’s view of their
performance
This workshop covers the following areas:

Introduction Designing the system
- Objective of performance development - Self Assessment forms
- Benefits of performance development - Job Description
- When and who catrries it out? - Link to training needs
- Legal considerations of appraisal - Skill Matrix
Considerations Interview meeting
- Fairness & consistency in assessment - Preparing for meeting
- Variations in reporting - Structure of the meeting
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- Training the assessor & assessed - What happens next
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Effective recruitment strategies forge the foundations of employing any individual. Get this right
and you save cost, employ the right people, gain motivated staff and encourage initiative driven
staff who take responsibility for the product or service that your organisation produces.
Get this wrong and not only is the reverse of the above true, but you can find our company on
the wrong end of a litigation claim.
This course covers:

- Overview of the recruitment process - Methods of selection

- ldentifying a need - Short listing

- Job Descriptions and Person Specifications - Interview techniques

- Secret of successful recruitment - Personal profiles

- Attracting candidates - Assessment Centre

- Advertisements - Importance of Induction
- Application process

- Documentation needed - Welcome pack
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The highly interactive course covers the following areas:

Why manage absence? - Explore Return to Work Interview
Patterns of absence - What to be mindful of
Influences on Absence - Considering adjustments

How to control?
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This workshop assists and enables participants to identify a range of techniques in order to plan
and undertake effe3ctive interviews. Learning to conduct and evaluate the interview process
and analyse data, gaining an understanding of their own personal style by opportunities to
practice in a non-threatening environment.
You will learn:

- Effective interviewing techniques - Interview documentation

- How to kick start an interview - Interview assessment forms

- The skill of listening - Note taking & evaluation

- Preparing for an interview - Effective feedback & follow up
- Effective questioning techniques - Use of Assessment Interviews
- Selecting & identifying the right questions and Assessment Centres

- What not to ask!
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The majority of businesses are faced with the prospect of an employment tribunal at some
stage, leaving themselves liable to potential unlimited compensation claims as well as much
non-productive time in preparing for and attending the hearing. In relation to disciplinary &
grievance matters does your business .............
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- Deal with problem situation in a timely and effective manner?

- Understand the need to follow fair and consistent practices in all disciplinary and
grievance matters?

- Know the difference between conduct and capability and how to deal with each?

- Have all the correct policies, documentation the trained managers to meet
legislative requirements?

If not, LYNC HR have the solution in offering a one day training course which covers the
following:

- What the law requires for disciplinary and grievance

- Understanding and applying procedures

- Introducing the LYNC HR ‘3 Step’ procedure

- Conducting investigations

- Procedure for disciplinary hearings

- Imposing sanctions

- Difference between a grievance & a grumble!

- Organising meetings, note taking & record keeping

- Exploring the difference between ‘conduct’ and ‘capability’ issues

- Witness statements

- Introduction to the use of the ‘Improvement Note’

- Learning about the Appeal procedure

- When the ‘informal’ changes to the ‘formal’

TetraMap provides a perfect solution to help increase communication effectiveness, and
develop a greater understanding of how and why others behave as they do.

It offers a simple but effective tool that can be used at all levels within an organisation. Best of
all it is easy to understand, intuitive and fun, full of visual impact, and provides learning which is
applicable within 90 minutes.

LYNC HR use TetraMap as a training and development tool to;

provide better customer service and increased sales by responding more appropriately to
individual needs and styles

create a better understanding of behavioural styles and different communication needs
improve coaching and performance management

respect and value the contribution different styles make in building well balanced teams
learn the value of diversity and how to create holistic and inclusive goals

reduce conflict and communication barrier
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