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Appraisals 
The importance of how to conduct appraisals. 

According to a Tower Watson Global study, a third of managers allegedly do not coach 
employees in their roles, and a quarter neglect to accurately evaluate performance 
in appraisals. Many managers reported that they were not given the right 
support and information to manage teams effectively. 

This course looks at why it is important to appraise employees and 
prepares managers to undertake appraisals, ensuring that they 
are ready for what can sometimes be a tricky discussion. 

Understanding the appraisal process and how to 
conduct a successful appraisal is what this course 
is all about. 

This course covers: 
Purposes and benefits of appraisals,
problem areas, preparing 
for appraisals including 
structure, performance 
assessment, 
SMART objectives.

  

Conflict
Management

What causes conflict 
and how to tackle it. 

Employees will not always work in harmony 
and with a  variety of personalities in the 

workplace it is inevitable that conflict will arise.
 

For managers to identify and resolve conflict in 
the correct manner they need to understand the causes 

 of conflict and how to act when they arise. Conflict that is 
not managed correctly increases the risk of escalation. 

Gaining an understanding of what causes conflict and how to identify and resolve 
conflict quickly is what this course is all about. 

This course covers:
Definition, facts and figures, causes of conflict, what is conflict management, looking for the signs, prior 

symptoms, individual responses to consider, managers role, the different stages, mediation meetings.

CPD accredited training

It is widely recognised that training and development 

plays an essential role in the success of a business, 

helping to retain skills and meet personal development 

needs. 

AHR Training is comprehensive and enjoyable, 

cost-effective and measurable. 

Our courses focus on giving employees the skills they 

need to manage effectively, professionally and within 

the confines of employment law. 

To find out more about our courses or to book a 

course, please contact us on 0345 076 2288 or 

email marketing@ahrconsultants.co.uk
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Courses 

Appraisals

Conflict Management 

Difficult Conversations 

Disciplinary: Capability 

Disciplinary: Conduct 

 Equality and Discrimination 

Grievances 

Induction and Probation 

Investigations

Management Essentials 

Outplacement Support 

Protected Conversations 

Recruitment and Selection 

Short Term Dismissals 

Sickness Absence Management 

  



Disciplinary:
Conduct  
Understanding the importance of 
tackling poor conduct effectively. 

Covering both informal and formal processes, 
these are also potential ‘quick fixes’ where the 
employee does not have the relevant qualifying service. 

Delegates receive a good solid grounding to ensure that your 
company does not fall foul of any claims on the basis that you 
have not followed straightforward procedures. 

Establishing the difference between capability and conduct is what this 
course is all about. 

This course covers: 
Conduct management, roles and responsibilities of managers, legal implications, the hearing 
officer, the process, gross misconduct, penalties, standard of proof, appeals, case law.
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Equality and Discrimination
All that ‘HR legal stuff’ in a simple and straightforward way. 

Workplaces are diverse places, this calls for increasing requirements for political 
correctness. An employee can raise a claim of discrimination from the earliest 

moment of contact with your business.

This course deals with all areas of possible discrimination including 
age, sex, disability, sexual orientation, pregnancy and maternity etc.

 and provides real life examples that have resulted in  
businesses facing discrimination claims. 

Prevention is better than cure. Ensuring problems do not 
escalate is what this course is all about.  

This course covers:
Nine protected characteristics, 
case studies, employment law, 

protecting the business, 
understanding the risks.

Difficult Conversations 
What needs to be said and how to say it. 

Under performance, personality clashes, personal problems, turning down a 
request for holiday, and flexible working are all scenarios where a difficult 
conversation will be needed and on occasion can be uncomfortable. 

This course provides scripts and scenarios. 

Ensuring managers have the knowledge to 
handle difficult conversations with practical 
guidelines is what this course is all about.

This course covers: 
Who is responsible, process, preparation, 
meeting, outcome, communication skills, 
four-step process. 

  

Disciplinary: 
Capability

Managing situations where an 
employee is not performing.

There are a number of reasons an employee is not 
performing including being unable to undertake the 

tasks assigned or something is prohibiting them.
 

Learning how to manage a situation where an employee is not 
performing through informal and formal processes is key to 

dealing with employee performances. Relevant qualifying service is also 
explored as a ‘quick fix’ to these situations. 

Providing delegates with an understanding of the process, key stages, performance manager skills, 
and techniques is what this course is all about.    

This course covers:
Capability, roles and responsibilities, objectives, monitoring performance, giving feedback, performance, 

legal implications, formal performance management process. 
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Investigations  
Carrying out investigations.     
                                                                                                                                                                                                               
Throughout any disciplinary or grievance 
process the key piece of information is that records
of meetings, conversations and reasons behind 
decision-making are all carefully documented. A good 
investigation is key and the most detailed part of any potential 
dismissal. Carrying out an investigation will make it possible to 
see what should be done next. It also shows that issues raised are 
dealt with fairly and thoroughly giving them confidence in their 
management team and processes.

The knowledge and tools to enable effective, fair and compliant management of 
suspensions and to complete thorough investigations is what this course is all about.

This course covers: 
Suspensions, when to use investigations, investigation officer, evidence, timescales, witnesses, anonymity, 
scripting, third party statements, investigating an employee, next steps.

Management Essentials  
Management vs Leadership and the qualities of a good leader.

Touching on different management styles and their uses in the workplace including 
the skills required to manage people. This course takes a look at teams and their

 styles followed by exploring what motivates employees to work for your business. 
Setting SMART objectives and working through goal setting for your 

employees will also be part of the agenda along with following an eight 
step coaching model. Following a decision making exercise, delegates 

will be aware of the key steps in the decision making process.

The key skills required to manage employees and being 
aware of the mix of styles needed is what this 

course is all about.

This course covers: 
Communication, motivation, management 

styles, teams, prioritising, planning 
and time management, goal 

setting and coaching,
decision making,

delegation.

Grievances  
Identifying and managing informal and formal grievances.  

Grievances can crop up in all sorts of different guises and managers need to be able to 
identify grievances and confidently handle them. Failing to identify and deal with 
a grievance can lead to an unnecessary constructive dismissal claim, save for 
a simple process to address the issue. 

Providing an understanding of how to handle a grievance through 
to a resolution is what this course is all about. 

This course covers: 
What is a grievance, informal or formal, grievances in 
resignations, hearing officer skills, invitation 
and preparation, aims, tips for a successful
meeting, further investigation, possible 
outcomes, responding formally, 
appeals.  

  

Induction 
and Probation  

Running effective induction and 
probation review programmes.                                                                                                                                

Recruitment costs time and money, however 
less time and money is spent on new employees 

induction. It therefore makes sense to ensure that we 
nurture them, train them, review them, and follow a robust 

programme of welcoming them into the business. 

The importance of new employee induction and managing probation is 
what this course is all about.

This course covers: 
Induction, additional costs, the learning curve, social attachment, first impressions, 

the aim of an induction, the essentials, three stage process.

Probation, objectives and requirements, reviews and feedback, final review.  
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Recruitment 
and Selection   
How to recruit great people.  

There are many legal complications and costs 
associated with recruiting staff. Providing managers 
with the practical know-how in putting together a good 
recruitment and selection programme which saves your business 
money but it also covers the areas where your business might be 
exposed. This course provides delegates with an overview of best practice 
in recruitment and selection techniques, enabling you to select the right 
people based on evidence and sound judgement.

Practical exercises and open discussions is what this course is all about. 

This course covers: 
Defining requirements, attracting candidates, advertising, sifting applications, selection methods,
avoiding discrimination, interviews, questioning techniques, common blunders, job offers and obtaining 
references, genuine occupational requirement.

Short  Term Dismissals   
Implementing short service dismissals.   

This course provides you with the information needed to be able to implement short service 
dismissals and save your business significant management time and further issues. 

An employee with less than two years of service (one in NI), a short service dismissal
 process can be used to quickly exit an employee who is under performing or 

misbehaving. Caveats do apply to this process including commercial and 
legal risks, managers need to be aware of these risks as well as 

knowing how to carry out short term dismissals fairly.

How to implement short service dismissals is what this 
course is all about. 

This course covers: 
What has already happened?, the legal 

implications, the process, gross 
misconduct, representation,

 contractual payments,
dismissals: short service,

appeals.
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Outplacement Support   
Enabling employees to secure their next opportunity.                                                                                                               

When undergoing a difficult restructure or redundancy exercise, contractually, exiting 
employees could be entitled to outplacement support. 

Outplacement support helps exiting employees, who may not have attended 
an interview for many years, put their CV together, start to apply for roles, 
and prepare for interviews, providing very practical tips and 
suggestions for preparation. This can be a very positive thing to 
do, reflecting well on the business.

Providing assistance on how to be best placed to find another
position is what this course is all about.

This course covers: 
General overview, your CV, covering 
letter, interview questions, 
competency questions,
preparation, difficult 
questions, body 
language.

Protected 
Conversations  

Including settlement agreements. 

Employers have the opportunity to have protected conversations 
with their employees, offering them the opportunity to part amicably

 without the need to go through protracted performance management or  
continued disputes. This course provides delegates with an understanding 

of how and when to use protected conversations and where appropriate, to 
consider and negotiate settlement agreements.

What is a settlement agreement, and protected conversations is what this course is all about.

This course covers: 
When to use one, how to use one, the law, negotiations, understanding the legal implications, best practice.



In House 
Training 
    
In house training is proven to be cost 
effective and time efficient.

In house training can be delivered to meet your 
specifications. 

Our consultants will complete a review of your 
training needs and develop a course that meets 
your specific requirements and expectations. 

All training materials are provided by AHR 
Consultants. 

If you lack space or resources to hold in house 
training, AHR Consultants can host training. Book Training  

For more information or to book a course, 
please call us on 0345 076 2288 or 

email marketing@ahrconsultants.co.uk

www.ahrconsultants.co.uk
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Sickness Absence Management    
Give managers the confidence to firmly manage absence; short and long term.   

Having an employee call in sick is frustrating but inevitable as employees will have sickness
at some time and be unable to attend the work place, on average sickness absence 
accounts for three to four days per year. 

Stress as a reason for sickness is difficult to manage and it is on the increase, 
sick notes being extended and long term sickness situations can be 
frustrating to manage. Frustration can come from feeling there is 
nothing that you can do, but there is.

Best practice for sickness absence management and providing 
tools to do the job is what this course is all about. 

This course covers: 
Frustrations, notification processes, short term 
sickness, long term sickness, certification,
return to work interviews, excessive 
short term absence, absence reviews,
formal action, disabilities, 
fit for work schemes.

CPD    
Continual Professional Development. 

CPD is used to ensure that qualifications do not become out of date 
or obsolete. This allows professionals to ensure they are always highly 

skilled in their field of work regardless of occupation, age or educational level. 

Our leadership development training is CPD accredited meaning you will receive a 
certificate of attendance to attach to CPD logs as evidence of development once the training is complete. 
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