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"The course has given me the opportunity to
take on more responsibilities. The materials are
excellent and the antics of the characters within

Liability Limited are hugely entertaining whilst
providing a great way of learning."

Julie Martin, Hastings Borough Council

ONLINE HR COURSES

Essential courses on hot topics to help HR and Line Managers prepare
for the challenges ahead

HRD & PAYROLL SOLUTIONS

visit www.learnhr.co.uk call 01295 225500 email info@Ilearnhr.co.uk



Online Course Benefits

* Real life scenarios drawn from ‘the workplace’

= By using characters from Liability Limited, learning is
engaging and fun

= Practical, down-to-earth tuition and activities

* Flexible access to learning - 24 hours a day,
7 days a week

e Learn from home, office or both - no classroom work

Eliminate travel and subsistence costs

* Create a ‘company handbook' as you progress

Qualified tutors are all CIPD Fellows or Members

» Collaborative learning successfully benefits everyone

« All students start a new course on set dates to create a
virtual classroom

e Online forum enables contact with tutor and
fellow students

= Full written backup material is provided
= Emergency learning breaks can be accommodated

= All resources, assignment marking and registrations
included in price

= No hidden charges

= Maximum time investment of just 7 hours a week,
depending on the courses chosen

Professional HR Qualifications

Successful completion of Weeks 1-14 of this course (HR in Practice) leads to an Edexcel/BTEC qualification ‘Intermediate

Award in HR Administration’, equivalent to GCSE.

Weeks 15-26 (HR Management) lead to an Edexcel/BTEC qualification *Advanced Certificate in HR Supervisory

Management', equivalent to 'A’ level.

HR 1IN Practice

14 week online course - £1397 + VAT

Programme Overview

Week 1

= Introducing the eLearning experience, induction, testing
hardware and software

Weeks 2, 3

= Introduction to HR

= The role of Personnel and Human Resources

= The role of Personnel and Payroll

= Managing information

Weeks 4, 5

= Introduction to Employment Law

= The Framework for employment legislation

= Age discrimination, Changes to contracts of employment

= The practical application of Employment Law

Weeks 6, 7

= Recruitment & Selection

= Defining the role and planning the interview

= Interviews and offers of employment

Weeks 8, 9

= Operational Human Resources dealing with references
and induction

= Working with family friendly policies

Weeks 10, 11

= Terminating Employment

= Dealing with grievance and disciplinary matters

= Dealing with dismissal

Weeks 12-14

Tutor Marked Assignments - all TMAs to be reviewed,

completed and sent to assessors

HR Management

12 week online course - £1197 + VAT

Programme Overview

Weeks 15-17

= Managing Poor Performance

= Absence and long term illness

= Harassment and bullying

= Misconduct and poor performance including holding
disciplinary and structured interviews

Weeks 18-20

* Learning and Development e Learning principles

= Skills audit and training budgets

= Planning for personal development < Action plans

= Monitoring and reviewing = Coaching and mentoring

= Performance management, reviews and appraisals

Weeks 21-23

= Supervisory and Leadership Skills

= Management skills and resources < Leadership styles.

= Change management

= Negotiation and conflict management

Weeks 24-26

Tutor Marked Assignments - all TMAs to be reviewed,

completed and sent to assessors

Combine both courses for just
£2197 + vAT, saving £397 + VAT

Combined discounts apply if enrolment at each level is
within 6 months of completing previous level



Essential Courses for HR

These two online courses have been designed to give HR
format that they can work through at their own pace.

and Line Managers

and Line Managers an essential overview of corporate legal requirements in a

Although there is no formal qualification attached to them, the courses deal with topical issues that are practical and relevant, using

video to highlight key elements in a memorable way.

These courses give you the knowledge to help minimise the risk of legal action arising out of employment issues such as discrimination
or wrongful dismissal and health & safety violations which could lead to a charge of corporate manslaughter or homicide.

Online course - £997 + VAT

Individual modules may be booked at a cost
of £377 + VAT

MODULE 1: THE RE CRUITMENT PROCESS
Introduction Week

Week One

e The Legal Framework to Recruitment

Week Two

¢ Defining the Role - Know WHAT you are looking for
Week Three

¢ Interviews - Know WHERE
and HOW to find WHAT you
are looking for

Film: “Wanted, Fit Bird”

Week Four

¢ Know WHEN to make an

Offer of Employment “Let's cut to the chase shall we?”

MODULE 2: HANDLING EMPLOYMEN T
Introduction Week

Week One

« Data Protection
Week Two

« Parental Rights
Week Three

« Handling Absence

Week Four
« Performance Management
Film: “A Form of Many Talents”

“Look, are you going to appraise

MODULE 3: DEALING WITH DIFFICULT ISSUES

me or not?”

Introduction Week

Week One

« Handling 'Difficult' People

Week Two

« Dealing With Alcohol and
Drug Abuse

Week Three

Hopefully, none of these
characters work in your
organisation...or do they?

« Dealing With Harassment
and Bullying
Week Four
* Handling Redundancies and Restructuring
Week Five
« Handling Issues of Conduct, Capability and Grievances
Week Six
¢ Handling Disciplinary Issues and Dismissals
Film: “One Bag Or Two?”

Health & Safety for
Managers

Online course - £694 + VAT

INTRODUCTION WEEK
* Getting started * Ice-breaker and introductions
« Introduction to Liability Limited

WEEK ONE: MODULE ONE

THE LEGAL FRAMEWORK TO HEALTH AND SAFETY

* Range of criminal and civil law governing health and
safety in the workplace » Key legislation

» Enforcement - HSE and Local Authorities

WEEK TWO: MODULE TWO
HEALTH AND SAFETY POLICIES AND PROCEDURES
* Responsibility for Health and Safety
 Issues to consider when drawing up policies
and procedures + Employer's responsibilities
* Employee's responsibilities
e Training and informing employees

WEEK THREE: MODULE THREE
HAZARD AND RISK ASSESSMENT

* Assessments, audits and inspections
» Specific hazards

* Work stations/ergonomics

» Post accident/incident

e Fire Safety e« Young persons

FILMS: “Welcome to the Asylum”
“Sorry”

WEEK FOUR: MODULE FOUR

GENERAL HEALTH AND SAFETY

« Display Screen Equipment

* Use of mobile phones

¢ COSHH ¢ Manual Handling

* Working remotely/away from home

WEEK FIVE: MODULE FIVE

ACCIDENTS AT WORK

* First Aid - legal requirements and provisions within
the workplace

“Careful Anne!”

» Accidents - what needs to
be reported and to whom
and how

* Investigations

* Record keeping

« Data Protection Issues

« Corporate Manslaughter
and Corporate Homicide

Act 2008

WEEK SIX: MODULE SIX

HEALTH AND WELLBEING AT WORK

e Working hours  « Dealing with workplace stress
» Dealing with drugs and alcohol

¢ Introducing wellbeing initiatives at work

“First Aid!

Anyone?”




