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TESTIMONIALS 
“We worked with the learning 
team to customize a workshop for 
our teams as we were going 
through significant 
transformational change. It was a 
great session which gave our 
employees time out to reflect on 
their personal circumstances and 
how they could look to move 
forwards; identifying what their 
strengths are and planning for 
their futures using helpful tools 
and resources that are available 
through the Employee Assistance 
Program. Attendees were really 
positive afterwards and grateful 
that this workshop was made 
available for them during a 
difficult time.” 
Senior Rewards Manager,  
Multi-National Retailer 

“The learning events available 
provided cover a broad range of 
topics, from mental health and 
mindfulness to effective 
communication and ergonomics – 
there is a training available to 
support most areas of concern.  
The trainers come with a huge 
amount of experience and create 
an environment where people are 
happy to engage and interact on 
what can be quite sensitive topics. 
Having the option to deliver 
sessions in local languages is a 
huge benefit in a global 
organization as this makes the 
session much more impactful for 
those attending. We have found 
that the learning events offer a 
great way to introduce the EAP to 
employees in a relevant way, 
making them more likely to 
contact the service for support 
when they need it.” Health and 
Wellbeing Program Manager – Nokia
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OUR AIM AND COMMITMENT 
TO YOU 

Our aim is to improve the health and 
performance of workforces globally  
through the provision of training content 
that results in positive emotional and 
psychological outcomes. 

The range of topics covered in this catalogue 
include topics designed to address the 
challenges faced by the modern-day workforce. 
Topics are focused on optimising wellbeing, 
personal awareness and professional 
competence.  At the organisational level, the 
learnings are designed to create a positive work 
environment where your people can thrive. 

Our curriculums are developed by industry 
experts with experience in a wide range of  
work environments. They design content that 
assists participants to acquire new skills,  
increase performance, enhance wellbeing  
and embark on a pathway to self-management 
and career growth. 

Our solutions focus on evidence-based 
content presented in a collaborative learning 
environment. Each learning event is delivered by 
experienced professionals who deliver localised 
and culturally appropriate content. The interactive 
environment allows for discussion and sharing of 
ideas, accelerating the transfer of skills and 
knowledge to the participants. Participants can 
apply this information to both their work and 
personal lives. Learning events are available in 
multiple languages, aligned with your workforce. 

Your Account Manager or Business Development 
Representative are available to start the process of 
developing an annual training plan or setting up a 
one-time learning event. Together we look forward 
to creating learning solutions to fit your needs. 

Our curriculums are developed by 
industry experts with experience in a 
wide range of work environments 



Our standard learning events last sixty minutes 
unless otherwise specified. The format allows 
for a presentation on the topic, along with 
group discussion and questions. 

At least four weeks’ notice is required to arrange 
and coordinate standard learning events. This 
vital lead time allows us to confirm logistics, 
confirm the appropriate trainer and complete our 
consultation process. In addition, this timeframe 
allows adequate time to publicise the event 
to ensure healthy attendance. Learning event 
requests with less than four weeks’ notice may 
result in limited availability for the requested 
date and time or availability of the speaker. 
A secondary consequence is that employee 
attendance may be reduced because of limited 
time for the publicity of the event internally 

However, the topics listed may be customised 
to your organisation’s specific needs for delivery 
style, time, location, and language (one-hour, 
half-day, or full-day). In addition, the content can 
be expanded, combined, or modified to reflect 
your organisation’s requirements, and is always 
localised to meet the needs of global employees. 

Collaborative learning engages participants 
through guided facilitation of meaningful content, 
illustrations, exercises, practical examples, 
and group discussions. Facilitators present 
practical information, help manage the session 
with flexibility to meet participants’ needs and 
expectations, and recognise that the character 
and learning style for each learner varies. 

Virtual learning is an excellent platform to 
communicate topics of a wide interest to a 
decentralised audience. Virtual classrooms offer an 
excellent opportunity to connect participants with 
subject matter experts without the geographic 
constraints. Employees register for the sessions 
through a web portal. You can bring instructor-led 
events directly to your employees’ desktops while 
accommodating their busy schedules. Using a 
web browser and their telephone, employees can 
interact with a qualified facilitator who will guide 
their learning and answer their questions in real-
time, self-guided learning. 

Our sessions are delivered by experienced 
professionals who are experts in their respective 
fields. We work in partnership with a carefully 
assembled group of uniquely qualified, 
carefully verified, and rigorously trained 
professionals. This consortium transcends 
cultures, geographies, time zones, and borders 
with unparalleled expertise and local linguistic 
knowledge to help clients support their 
employees, anytime and anywhere. 

THE 
DETAILS 
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OUR TRAINING 
SERIES 
COLLECTION
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Frontline and first responders are characteristically 
very resilient. However, consistent pressures and 
chronic stress can be detrimental over time. It is 
therefore important to understand behavioural 
indicators that signal the need for help. 

This includes becoming aware of signs of “stigma” 
when seeking professional help and how to overcome 
it. Knowing the signs are critically important to 
maintain your self-confidence and that of your team 
to continue operating effectively and safely. The 
continual exposure to trauma requires specialised 
support. For first responders – the firefighters, police 
officers, military personnel, emergency dispatchers, 
EMTs and others who keep us safe – work can mean 

close encounters with danger, chaos, and tragedy, 
sometimes on a daily basis. The continual exposure to 
traumatic situations takes a toll over time. This session 
is focused on helping participants reclaim their 
emotional and psychological awareness of where 
their limit might be, by sharing experiences and 
learning effective strategies to manage their reactions 
to sustained stress. 

How participants will benefit 

At the end of this session participants will be able to: 

• Learn the effects of ignoring symptoms that 
indicate the need for help. 

• Understand available resources and how to 
access them. 

• Learn how to confidentially approach co-workers 
who might need support. 

• Understand the importance of social support and 
how to rely on your support system for recovery.

Have You Reached Your Limit? 
Asking for Help When You Need It Most 
1HR 

This session is focused on helping 
participants reclaim their emotional 
and psychological awareness of where 
their limit might be 

First Responder and 
Frontline Worker Series 
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Following the aftermath of a traumatic, tragic 
event, some people commonly experience  
survivors guilt. 

This session helps understand how it is defined 
and allows participants to identify the typical signs 
and symptoms that might be experienced and 
learn about effect coping mechanisms and skills 
to address it and let go. In particular, following the 
unprecedented events of the global pandemic, 
this session will allow attendees to learn about the 
unique aspect of survivor guilt during the pandemic 
and its additional challenges. 

How participants will benefit 

At the end of this session participants will be able to:

Tackling Trauma and Coping 
with Survivors Guilt 
1HR 

• Understand emotional triggers and how they 
impact individuals. 

• Reach out for support when managing 
strong emotional reactions. 

• Identify peers who are triggered by specific 
events and how to support them.

Understanding Personal 
Emotional Triggers 
1HR 

Trauma impacts each person individually. Specific 
events may trigger deep, powerful, and personal 
emotional reactions that tests our built-in resilience. 

Understanding your personal triggers and how to 
prepare and recover when we experience them plays 
an important role in maintaining overall resilience 
and continuing to perform both safely and effectively. 
Understanding emotional triggers is an important 
element of peer support as it creates sensitivity 
among team members to recognise and support 
those experiencing a deep emotional reaction to a 
recent event. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understand survivor guilt and recognise 
its symptoms. 

• Learn about the unique aspect of survivor guilt 
during the pandemic and its additional challenges. 

• Learn coping skills to let go of survivor guilt. 

Learn about the unique aspect of 
survivor guilt during the pandemic 

2022 Training Catalog
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Navigating Through 
a Crisis Series 

cultural reactions to grief and other educational 
materials for distribution to team members. By using 
the resources in the toolkit, managers can meet the 
basic needs of employees, resulting in a swift return 
to productivity. 

How participants will benefit 

At the end of this session participants will be able to: 

• Facilitate the safety and wellbeing of employees. 
• Ensure preparation, in advance, for any potential 

disaster. 
• Coordinate with internal stakeholders to 

deliver timely and accurate communications to 
employees. 

• Assist in meeting employees’ basic needs fairly, 
equitably and consistently, resulting in a quick 
return to productivity.

 

Leading Through Crisis 
3HR 
This specialised curriculum is for front-line managers 
and prepares them to effectively manage during a 
challenging time. 

Participants also receive a Managers’ Toolkit, which 
is a comprehensive resource for managers who 
successfully complete this training. Following up 
on the learning objectives from the course, the 
toolkit provides front-line managers with leadership 
approaches, resilience strategies, and directions 
to employees during, and immediately following, 
a traumatic event. The toolkit contains guidelines 
on assessing the impact of trauma, understanding 

The toolkit contains guidelines on 
assessing the impact of trauma, 
understanding cultural reactions to 
grief and other educational materials 
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Leading Through Crisis is a pre-requisite for 
this session. 

For organisations working in high threat 
environments, their challenge is helping employees 
sustain a resilient perspective.  This session provides 
support approaches that mitigate the impact of long 
term exposure to trauma and reduce the potential for 
post traumatic stress disorder. 

The session involves role-plays, discussion and  
case studies to help participants with strategies 
and guidelines to use in those difficult and  
sensitive situations. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understand how to approach different situations. 
• Learn how to effectively deliver bad news. 
• Understand guidelines for targeted for 

different situations.

How participants will benefit 

At the end of this session participants will be able to: 

• How to recognise the indicators of long-term 
exposure to trauma. 

• How to minimise that impact. 
• How to practise self-care. 
• Options for ongoing support. 

Sustaining Resilience During 
Ongoing Exposure to Trauma 
90 MINUTE 

Delivering Bad News 
90 MINUTE 
Managers frequently are required to deliver  
bad news to their teams. The news can range  
from announcing a death, a restructuring, notice 
of an accident. 

This session is designed to prepare managers to 
deliver bad news and learn effective approaches to 
use in the process. Participants learn communication 
guidelines for delivering a death notification, news 
about suicide, or information around redundancies. 

2022 Training Catalog

The session involves role-plays, 
discussion and case studies 
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Communication during a crisis requires sensitivity 
to cultural inclusion, emotional state of impacted 
employees and the transparency of all interactions 
and communications. 

This workshop defines essential components 
important in planning the communication strategy 
during a crisis event, including the impact of 
cultural perceptions and patterns. Participants 
learn high and low context cultures, cross-cultural 

communication etiquette, and hypersensitive 
cross-cultural nuances. Participants learn effective 
strategies to use in crisis situations. 

How participants will benefit 

At the end of this session participants will be able to: 

• The power of transparency 
• Understanding culture and the impact of 

cultural perceptions. 
• Defining high and low cultural contexts. 
• Learning cross-cultural communication etiquette. 
• Sensitivity to cross-cultural nuances. 
• Relevancy of culture in the handling of crises. 

Cross-Cultural Communication 
During a Disturbing Time 
1HR 

the difficulty. This session provides the basics on 
how to reach out and help. It offers information on 
behavioural signals of distress, listening techniques, 
and supportive messages to deliver. The outcome of 
the session is to reinforce simple steps that help in 
creating a supportive team environment.  

How participants will benefit 

At the end of this session participants will be able to: 

• Common reactions to a variety of traumatic events. 
• Why it is important to talk. 
• Signs of anticipatory grief and distress. 
• The power of words and the importance of 

delivering encouraging messages. 
• Listening tips and how to engage in 

appropriate conversations. 
• The process of recovery following the death 

of a co-worker. 
• How to cope with stress and improve resiliency.

Supporting Colleagues 
Through Difficult Times 
1HR 

When a member of the work community experiences 
episodes of chronic illness, diagnosis of serious illness, 
or loss of a family member, our first instinct is to extend 
an offer of support. 

Yet we often pause as we feel awkward, uncomfortable 
and not sure about what to say. Research tells us that 
working among supportive team members can make 
a huge difference to the colleague who is managing 

Participants learn high and low context 
cultures, cross-cultural communication 
etiquette, and hypersensitive cross-
cultural nuances 

2. OUR TRAINING SERIES COLLECTION



The Business 
Traveler Series 

The global business traveler routinely juggles 
multiple cultures, time zones, work environments 
and living arrangements. 

Studies show business travelers report no impact 
on their overall wellbeing, yet the data suggest 
something different. The stress of travel, sleep 
interruption, disconnection from social support 
group, irregular diet, and loss of exercise routine 

increase risk for chronic emotional and physical 
health dangers. Left unchecked, these factors can 

lead to burnout, chronic stress fatigue and, ultimately, 
performance decline. This session is designed to 
create awareness of the triggers and healthy habits to 
establish while travelling. 

How participants will benefit 

At the end of this session participants will be able to: 

• Identifying travel triggers and how they affect you. 
• Explore work style and how it is impacted by 

travel schedules. 
• Discover your flexibility and adaptability for culture 

and environment. 
• Explore new strategies to ease stress while travelling. 
• Design a sustainable, healthy approach to 

mitigating travel risks.

The Business Traveler:  
Sustaining High Performance 
1HR 

This session is designed to create 
awareness of the triggers and healthy 
habits that occur while travelling 
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Moving to a new country on a long-term basis  
for work can take a toll on employees and their 
families as they adjust to working and living in  
an alien culture. 

This three-part online seminar series prepares 
them for life in another country by understanding 
the cultural differences, exploring the ‘cycle of 
adaptation’, and understanding their own personality 

and behaviour. It encourages participants to view 
things as different, not right or wrong, not good or 
bad. Exploring new places can be exciting, but can 
also be a tremendous challenge. The anticipation and 

anxiety of preparing for an international assignment 
can be overwhelming. This session goes beyond 
providing a framework for the move. Learn how to 
adapt to the new situation by understanding the 
adjustment phases and setting realistic expectations. 

How participants will benefit 

At the end of this session participants will be able to: 

• Gain an understanding of life in the specific 
country (customised as per clients’ needs). 

• Understand the impact culture has on the way 
people behave and the way people interpret what 
is happening around them. 

• Learn to accept the nuances of living in a 
different culture. 

• Be better prepared for the move back to their 
home country as well.

Learn how to adapt to the new situation 
by understanding the adjustment phases 
and setting realistic expectations 

Optimise Your International Assignment 
1HR 
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Uprooting from the familiar is difficult for all  
parties. The anticipation and anxiety of  
preparing for an international assignment can 
be overwhelming. 

This session goes beyond providing a framework 
for the move and looks at ways to help all the 
family adjust as culture shock can be overwhelming 
for anyone, particularly children who may be 
leaving their friends, school, and other familiar 
surroundings. The session will explore a variety 
of strategies to help aid adjustment socially and 
emotionally and ultimately help everyone to thrive 
during the assignment. 

Workers see travel as an essential component to 
advance in their careers. At the same time, travel 
appears to be glamorous and exciting. 

Yet there is a downside to frequent travel as “road 
warriors” report feeling lonely, isolated.  They report 
the time away from friends and family and missed 
events take a toll on relationships. Along with the 
delays and unpredictability of life on the road 

create a situation of feeling isolated and lonely. The 
1-hour session offers strategies to use to reduce the 
loneliness and change the experience to realise the 
career-boosting and life enriching benefits that travel 
offers. Using the strategies offered in this session will 
improve and enhance the overall experience. 

How participants will benefit 

At the end of this session participants will be able to: 

• Discuss the initial steps for informing children 
about a new move. 

• Address concerns specific to each age group. 
• Provide tips for helping your children adjust to 

a new life. 
• Set in place your own goals for the assignment. 
• Fully and creatively utilise your resources as an 

accompanying partner. 
• Learn how others have successfully addressed 

challenges. 

How participants will benefit 

At the end of this session participants will be able to: 

• Learn ways to reframe travel arrangements by 
seeing the positive benefits. 

• Explore the opportunities for career enrichment. 
• Discover practical tips to tackle loneliness and 

isolation. 
• Develop a range of strategies to enhance overall 

health and wellbeing. 
• Participants will learn new strategies on how to 

organise their trip to reduce the loneliness and 
boost their enjoyment.

International Assignment:  
Aiding Your Family’s Adjustment 
1HR 

Conquering Isolation 
While on Business Travel 
1HR 

2. OUR TRAINING SERIES COLLECTION

Time away from friends and  
family and missed events 
take a toll on relationships 

13
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Mental Health Series 

We all have a role to play in helping to normalise 
conversations around mental health and contribute 
towards a respectful and supportive work 
environment where colleagues feel able to share 
concerns in an open way. 

As such, it is important that every employee has 
the confidence and competence to recognise if 
a colleague is behaving in a concerning way and 
know how to intervene in an appropriate and 
effective way, taking every opportunity to bring this 
subject out in the open and commit to making a 
difference. This seminar will help equip attendees 

Every manager has a legal, business, and moral 
responsibility to be proactive in helping support 
their employees during times of need. 

Our working lives can have a powerful influence on 
our mental state and, as leaders in a demanding and 
high-pressured world, it is essential that we develop 
the confidence and competence to identify individuals 
at risk and intervene in an appropriate and effective 
way. The aim of this session is to help you to recognise 
signs of concern and respond appropriately. 

with the knowledge to be a supportive colleague 
able to recognise signs of concern and respond 
appropriately. 

How participants will benefit 

At the end of this session participants will be able to: 

• Know why mental health awareness is important. 
• Understand mental health and different conditions. 
• Recognise signs of concern. 
• Learn how to support a colleague. 
• Discover steps to take in a crisis. 

How participants will benefit 

At the end of this session participants will be able to: 

• Emphasise why mental health awareness 
is important. 

• Understand mental health and different conditions. 
• Recognise signs of concern. 
• Establish strategies for having a conversation with 

an employee in need of support. 
• Learn how to manage in a crisis.

Mental Health: Recognise and Respond 
– A Session to Help Employees Become 
An Agent of Change 
1HR 

Mental Health: Recognise and Respond 
– A Session for Managers 
1HR 
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1 in 5 adults say they have had suicidal thoughts at 
some point in their lives. Yet it still remains a topic 
that many struggle to talk about openly and stigma 
is commonly thought as the reason help is not 
accessed when emotional support is needed. 

across the world reporting increasing levels of 
burnout, it is more important than ever to recognise 
the early warning signs and risk factors and learn how 
to implement anti-burnout strategies. 

How participants will benefit 

At the end of this session participants will be able to: 

• What is burnout? 
• What are the signs of burnout? 
• Who is at risk? 
• How to protect yourself. 
• Why the importance of the five ‘R’s. 

In addition, many people feel uncomfortable when 
having difficult or raw conversations in the fear that 
they may say or do the wrong thing. This session aims 
to demystify challenging topics such as suicide and 
self-harm and help participants to understand ways to 
tackle taboos, aid someone in distress and together 
make a difference. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understand the key terminology around suicide 
and self-harm. 

• Discussing the role we all play in tackling stigma. 
• Demystifying challenging topics and taboos. 
• Understanding ways to feel more comfortable 

being uncomfortable. 
• Developing practical skills in helping someone 

in crisis. 

Battling Burnout 
1HR 

Burnout is an occupational phenomenon which 
can lead people to experience emotional  
exhaustion, depersonalisation, and reduced  
personal accomplishment. 

Yet, as it occurs over a gradual period of time, it is not 
always easy to notice the signs of excessive pressure 
building up. With an alarming number of workers 

Talking About the “S” Word 
1HR 

2. OUR TRAINING SERIES COLLECTION

It is more important than ever to 
recognise the early warning signs 
and risk factors and learn how to 
implement anti-burnout strategies 

This session aims to demystify 
challenging topics such as suicide and 
self-harm and help participants to 
understand ways to tackle taboos
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Mindfulness Series 

Emotional Strength 
30 MINUTE 
Emotional strength consists of being able to answer in an open way about our emotions, without avoiding 
those that are more difficult to manage; being able to identify them, as well as managing them adequately, 
and accepting our own vulnerability. 

Sometimes we don’t allow ourselves to feel our emotions, sensations or experiences as they are. We avoid 
seeing ourselves and allowing other to see us in a fragile and unprotected state. But experiencing what 
displeases us is necessary given that it represents our personal growth. In this Webinar we will discuss how 
we can improve our emotional strength and how accepting our vulnerability makes us stronger. 

Practice of Gratitude 
30 MINUTE 

Being grateful is a habit that allows us to change our emotional state and to feel more positive in our day-to-day. 

Being grateful makes us happier because we are able to say thanks despite the fact that nothing extraordinary 
has happened. How can we develop this habit and express gratitude? In this Webinar we will learn how to 
identify what is good, how to celebrate the little things (which aren’t less valuable), and other ways to be grateful 
to increase our happiness and well-being. 

Mindfulness for Compassion 
30 MINUTE 
The practice of mindfulness helps us to learn to be present in life, as it is during every moment. What happens 
when these moments are painful, for us or our loved ones? 

It is something that everyone has to face, sooner or later. The key is to learn how to live life not only with 
Mindfulness or Full Awareness, but compassion and kindness as well. Compassion is the capacity of feeling 
suffering in ourselves or in others, and feeling an intense desire to help make it go away. In this Webinar we will 
develop compassion and self-compassion, which is a good way to cultivate well-being for ourselves and others. 

16
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Helping Children Learn Mindfulness 
30 MINUTE 
The practice of mindfulness or full attention has been proven to be as beneficial for children than for adults. 
Childhood is the ideal stage to practice attention, so it can not only become a habit, but an attitude with which 
to face life as well. 

In this Webinar, we help families teach the necessary tools to children and teenagers so they can be conscious 
of their internal and external experiences. This will allow them to learn to identify their thoughts and emotions, 
and the impact they have on their bodies, allowing them to control their impulses, improve their emotional 
intelligence and well-being. 

Mindfulness to Concentrate and Pay Attention 
30 MINUTE 
Mindfulness is the practice of consciously paying attention to a certain experience in the present 
moment, observing it curiously and accepting it at the same time. 

Numerous studies have shown how mindfulness activates certain parts of the brain that are in charge of 
planning, memory, concentration and executing tasks. Through this training we are able to improve our 
concentration, along with not getting distracted and being able to focus on the task at hand. 

Mindfulness for Healthy Eating 
30 MINUTE 
How you ever started snacking just because you were bored or stressed? Are you used to the feeling of 
not being aware that you’ve just eaten?Sometimes we manage our emotions with food. We stress eat and 
we aren’t aware of what we’re doing. Mindfulness allows us to enjoy our food, to savor every bit and listen to 
our body to know what we need. 

17
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Being There – The Art of Taking a Walk 
30 MINUTE 
You don’t need to be seated in a quiet room with your eyes closed to meditate. You can benefit for this 
practice while you’re on a walk, for example. 

In this Webinar we will discuss how we can live with all our senses and connect with our body and the present 
moment in our daily activities. 

Be Conscious of Time 
30 MINUTE 
The view we have of time changes when our personal circumstances change. Our perception of time has 
changed throughout history, reaching the present moment where people are unable to not have anything to 
do or are anxious because of the amount of things they have to do but don’t have the time to do it. 

In this Webinar you will receive some suggestions and recommendations so you can consciously learn how to 
manage your time. Being conscious of how you spend your time and how you would like to spend it will allow 
you to react and change your habits. 

Mindfulness to Sleep Better 
30 MINUTE 
We all know the importance of sleeping well and resting. Lack of sleep can create unpleasant and irritating 
symptoms such as tiredness, anxiety, irritability, difficulty concentrating and poor performance. 

The truth is that sometimes we may have trouble sleeping. Our thoughts and our worries about our family, our 
financial situation, or other problems occupy our mind making it impossible to sleep. Through Mindfulness we 
can solve this problem with a series of exercises that help us liberate our mind and impact our sleep. 
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Clearing Your Mind 
30 MINUTE 
Buddha once said “We are what we think. All that we are arises with our thoughts. With our thoughts, we 
make the world.” 

The truth is that our thoughts shape our reality. Do you know how to clear your mind of unwanted thoughts? In 
this Webinar we will learn how to relax and clear our mind with exercises that calm our thoughts and allow us to 
create new positive and constructive thoughts. 

Exploring Moments to Practice Mindfulness 
30 MINUTE 
The less time you feel that you have, the more necessary mindfulness is for you. We all know that to 
incorporate an activity into our routine we need to make it a habit. 

Although this isn’t exactly easy, the practice of mindfulness can become a habit that we can incorporate into our 
lives as long as we know how to do it. In this Webinar we will explore some easy ways in which we can introduce 
the practice of full attention into our daily lives. 

Beyond the Body Scan 
30 MINUTE 
We can’t live without the capacity to be in the present moment. It allows us to observe and recognise our 
experiences. Even though we think that we control our attention, most of the time we are thinking about the 
past or the future missing out on what is happening in the present. 

In this Webinar we will take a deep dive into how mindfulness allows us to recognise what is happening as it is 
happening, accepting the experience as it is, without changing it. This is something we can do at any time and 
in any place. 
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Diversity, Equity 
and Inclusion Series 

gender, race, religion, age, ethnicity, sexual 
orientation, neurodivergent, and educational groups. 

How participants will benefit 

At the end of this session participants will be able to: 

• Explore the inherent complexity of bringing a 
diverse group together to function as a cohesive, 
functioning group. 

• Explore how to use Employee Resource Groups 
(ERG’s) to provide participation and input to the 
inclusion focus. 

• Explore the barriers to inclusivity; bias, internal 
resistance, communication styles, and group 
prominence/representation. 

• Explore the message of inclusion and effective 
implementation within the organisation.

Why Inclusion Matters 
3HR 
An essential first step in any DE&I program is focusing 
on “inclusion” as a mindset. Creating an attitude and 
belief that embraces everyone is at the heart of 
organisational performance. 

Inclusion ensures that there is room at the table 
for all groups within the organisation, participation in 
the conversation assumes that all feel welcome and 
accepted to share and the level of contribution is tied 
to their sense of belonging. Assess group 
representation to ensure full participation from 

Assess group representation to 
ensure full participation from 
gender, race, religion, age, ethnicity, 
sexual orientation, neurodivergent, 
and educational groups 
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Understanding the psychological impact of 
workplace bullying and harassment and the role 
of the bystander. 

Participants will learn how to recognise bullying 
and harassment in a working environment and 
develop effective strategies to address such 
behaviours and situations. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understanding what is considered 
inappropriate behaviour. 

• Learning about the psychological impact of 
workplace harassment and bullying on the victim, 
and what it means about the psychological 
landscape of the perpetrator. 

• Recognising the role of a bystander in the cycle 
of harassment and bullying. 

• Specific organisational processes to address 
such situations. 

The need for affiliation and belonging is an essential  
human emotional need. This includes belonging to a 
team, an organisation, a community, or a religious or 
ethnic group. 

By belonging to a group, we feel a part of something 
larger and more important than ourselves. Satisfying 
the need for belonging is centered on acceptance, 
attention, and support from members of the group. 
The need to belong to a group also can lead to 
changes in behaviours, beliefs, and attitudes as 
people strive to conform to the standards and norms 
of the group. This need for belonging is a reason 
why membership in Employee Resource Groups 
(ERG’s) has grown rapidly.  When people have a 
sense of belonging, they feel included, leading 
to more meaning in life. Therefore, belonging 
and attachment to co-workers is an important 
factor in considering leaving or staying in their 

current position. Employees who have a sense of 
belonging and inclusion in the workplace are 3.5 
times more likely to contribute their full potential. 
High belonging has been shown to increase job 
performance by 56%, reduce turnover risk by 
50% and decrease sick days by 75%, according to 
Harvard Business Review. When scaled across the 
organisation, belonging is good for business. 

How participants will benefit 

At the end of this session participants will be able to: 

• Learn about what belonging means and why it is 
so important. 

• Gain strategies to cultivate a sense of belonging 
for oneself. 

• Understand what organisations can do to foster a 
culture of belonging.

Bullying and Harassment: Zero Tolerance 
1HR 

Fostering a Sense of Belonging 
1HR 

2. OUR TRAINING SERIES COLLECTION
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We all come to work with the expectation that we 
are going to be treated appropriately – be shown 
respect, have our ideas and opinions listened to, be 
provided with the information we need to do our 
jobs and feel safe. 

This training session will empower attendees with 
the awareness and knowledge to cooperate and 
communicate with respect, embrace differences, 

address concerns in a constructive way, and help 
contribute towards a collective vision built on a 
collaborative, respectful and harmonious work culture. 

How participants will benefit 

At the end of this session participants will be able to: 

• Define healthy acceptable work behaviours and 
what may be considered inappropriate. 

• Outline ways to promote a positive and inclusive 
work environment. 

• Tackle inappropriate behaviour in an assertive way. 
• Understand the support available.

Sustaining a Respectful Work Environment 
1HR 

Empower attendees with the awareness 
and knowledge to cooperate and 
communicate with respect 
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Unconscious bias, is also known as implicit bias  
or hidden bias, and it poses a serious roadblock 
to DE&I. 

Either favourable or unfavourable, unconscious bias 
occurs when people – usually without realising it – 
make judgments and take mental shortcuts based 
on stereotypes about someone’s race, gender, 

Microaggressions are common verbal, nonverbal 
and environmental slights, snubs, or insults whether 
intentional or unintentional that communicate 
hostile, derogatory or negative messages to 
individuals of marginalised groups. 

This training empowers the audience with awareness 
and knowledge to effectively address situations 
where microaggressions are present. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understand the impact of microaggressions on 
positive work environment. 

• Learn how to respond to whether they are on the 
receiving end, a witness or have been called out 
for a microaggression. 

• Build a more positive work environment 
by respectfully and effectively addressing 
microaggressions in communication. 

• Build a more positive work environment 
by respectfully and effectively addressing 
microaggressions in communication.

ethnicity, age, disability, or other factors. The aim of 
this session is to raise awareness of different types 
of unconscious bias and minimise its influence on 
workplace practices, policies and processes. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understanding how unconscious bias 
is revealed. 

• Exploring the impact that unconscious bias 
has on everyday interactions. 

• Identifying one’s own unconscious biases. 

Discovering Unconscious Bias 
1HR 

Understanding Microaggressions 
1HR 

2. OUR TRAINING SERIES COLLECTION

The aim of this session is to raise 
awareness of different types of 
unconscious bias and minimise its 
influence on workplace 
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LEADERSHIP   
ST ANDARD  
TRAINING  



Leadership 
Standard Training 

With the ever-evolving ‘hybrid’ working 
environment, virtual teams will be here for the long-
term. They offer employers the chance to capitalise 
on talent and diversity without any restrictions of 
geographical location. 

For employees, virtual teams offer freedom  
and flexibility to work where they live, optimise  
their contribution, and attain a healthy work- 
life balance. Nonetheless, while virtual teams  
have been shown to increase productivity and 
lower attrition, they also present unique challenges 
for managers. Communication, trust, monitoring 

workload and wellbeing status are some of  
the challenges that managers face on a daily  
basis that will be addressed in this session to 
better equip managers with an effective  
leadership strategy. 

How participants will benefit 

At the end of this session participants will be able to: 

• Discover ways to contribute to a compassionate 
hybrid work culture. 

• Learn practical ways for managers to communicate 
and reconnect with their virtual teams. 

• Learning ways to embrace the opportunity to 
reunite with others. 

• Help managers understand the importance of 
monitoring employee wellbeing status for all 
virtual team members.

How to Lead Hybrid High-Performing Teams 
1HR 

While virtual teams have been 
shown to increase productivity and 
lower attrition, they also present 
unique challenges for managers 
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The objective of this session is to emphasise the 
importance of being an advocate for your team 
and make you aware of what you need to do 
differently for your workforce to feel truly heard 
and represented, contributing to higher levels of 
operational efficiency, meaningful engagement and 
work performance. 

This session explores the role leadership plays in 
optimising performance and motivating others. 
Participants will learn methods to achieve success in 
guiding and motivating others, while leading with a 
sense of focus, purpose and direction. 

Additionally, they will learn strategies for optimising 
performance and bringing out the best in their people. 
Leaders must draw upon multiple skills to be successful. 
Many recognise the value of connecting with others 

using communication tools that professional coaches 
use to facilitate powerful conversations. Today’s 
workforce desires a coach approach to leadership. 
Participants will recognise the value of integrating the 

In turn, this will help to cultivate working  
relationships where people are enabled in their 
growth and development for both professional  
and organisational gain. 

How participants will benefit 

At the end of this session participants will be able to: 

• What does it mean to advocate for your team? 
• Why is being an advocate important? 
• How to be an effective advocate? 
• Explore what would get in the way of being an 

effective advocate. 

coach approach communication principles into their 
leadership style and organisational culture to develop 
employees that thrive. 

How participants will benefit 

At the end of this session participants will be able to: 

• Examine their current leadership style. 
• Recall the four different types of listening and 

focus on developing their listening ability. 
• Construct powerful questions that could be used 

in conversation with direct reports. 
• Demonstrate appropriate ways to provide 

information and give advice to direct reports to 
empower growth. 

• Practice ways to increase staff self-efficacy, 
to build morale and productivity by utilising 
acknowledgement.

Advocating for Your Employees 
1HR 

The Coach Approach to Leadership – 
Leadership Skills for Thriving Teams 
1HR 

3. STANDARD LEADERSHIP TRAINING

Cultivate working relationships where 
people are enabled in their growth 
and development for both 
professional  and organisational gain 

Today’s workforce desires a 
coach approach to leadership 
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Non-physical factors in the workplace can become 
detrimental to employee health and well-being. 
When poorly managed, factors such as workload, 
change, how employees are treated and managed, 
become psychosocial hazards. 

These hazards can threaten our mental and physical 
well-being, and may lead to a number of outcomes 
such as loss of concentration, poor decision-making, 
at-risk behaviours, increased error rate, reduced 
effectiveness and productivity, depression, or anxiety. 

This training is designed to help organisations identify 
psychosocial risks and hazards and how they can be 
managed to promote employee wellbeing. 

How participants will benefit 

At the end of this session participants will be able to: 

• Learn how to recognise psychosocial risk factors 
and their impact on employees. 

• Discover the legal, commercial and moral case 
for risk management. 

• Define employer duty of care and relevant 
responsibilities. 

• Understand effective intervention techniques 
to manage psychosocial risks. 

• Find their own coping strategies to deal with 
the risks.

Managing Psychosocial 
Risks in the Workplace 
1HR 

This training is designed to help 
organisations identify 
psychosocial risks and hazards 
and how they can be managed to 
promote employee wellbeing 
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Almost every workplace has a diverse blend of 
personalities and preferences therefore it is expected 
that there will be some dispute and conflict. 

Not all employees are the same; some personalities 
are easier to interact with than others. Human beings 
are often fearful of conflict and not having a happy 
and amicable team can make work very difficult. 
However, not all conflict is bad. Conflict can lead to 
positive growth and change. Thus, it is important 
that managers need to learn how to communicate 
and facilitate a positive working relationship with any 
personality type to explore how to reach resolutions 
that are agreeable to all parties involved and get the 
team focused on moving forward. This session will 
teach leaders how to apply conflict management 
strategies that will boost performance and increase 

Leaders who follow a people-centric approach know 
what it means to be successful: to put their people at 
the forefront of everything they do. 

Great leaders not only understand themselves but 
they know the people they manage and know the 
importance of developing compassionate and 
empathetic relationships. This relies on emotional 
intelligence (EQ), the ability to recognise their own 
feelings and those of others, and self-motivation to 
understand the needs and motivations of others. 
Leaders who demonstrate a greater EQ help create 

collaboration among their team, whilst examining 
the role of attitudes and perceptions, along with how 
to make the most of their diverse relationships with 
diverse kinds of people. 

How participants will benefit 

At the end of this session participants will be able to: 

• Explore the origin of conflict and tension. 
• Identify conflict management styles. 
• Develop an understanding of the intent behind 

the message. 
• Connect conflict management styles with a variety 

of personality types. 
• Consider ways to create a collaborative 

environment. 

a healthy and productive workplace. This interactive 
and insightful session focuses on emotional 
intelligence, self-awareness and relating to others. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understanding ways to communicate 
compassionately, empathetically, and 
professionally. 

• Learning and applying techniques to develop 
emotional intelligence. 

• Understanding how to work in a collaborative 
manner to optimise motivation and morale. 

• Learning ways to develop self-awareness and adopt 
a greater understanding of how others work. 

Getting Comfortable with Conflict – 
A Leadership Guide 
1HR 

People Centric Leadership 
1HR 

3. STANDARD LEADERSHIP TRAINING

This interactive and insightful session 
focuses on emotional intelligence, self-
awareness and relating to others 
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Standard 
Employee Training 

Managing your own health and energy is an 
essential part of living a happy and healthy life. 
Many people become more concerned about 
meeting other people’s needs and expectations 
and end up neglecting their own. 

People also believe that their mental wellbeing should 
only be addressed when they are struggling, however, 
constantly checking in with our mental wellbeing 
helps us to manage difficult times in the future and 

can reduce our risk of prolonged physical health 
problems. This empowering training will help you to 
understand how to optimise levels of mental health 
as well as gain coping strategies for dealing with 
adversity in a constructive way, developing structured 
mechanisms for building better mental health. 

How participants will benefit 

At the end of this session participants will be able to: 

• Learning how to optimise levels of mental health. 
• Identifying ways to manage adversity and change. 
• Learning practical stress management strategies. 
• Develop structured mechanisms for building 

better mental health.

Healthy Mind Toolkit – 
Boosting Your Mental Health 
1HR 

This empowering training will help you 
to understand how to optimise levels of 
mental health as well as gain coping 
strategies for dealing with adversity 
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4. STANDARD EMPLOYEE TRAINING

Creating a Resilient Mindset 
1HR 

Specifically, this session will explore 
the foundation of resilience, 
understanding yourself and your 
personal operating system and 
identifying the mental obstacles 

Our resilience is tested in several aspects of our 
lives, particularly when we are under pressure or 
find ourselves in a challenging environment. 

In an ever-evolving and transitioning landscape that 
often brings fear and uncertainty, it is important for us 
to know how to adjust effectively and remain resilient. 
This training will explore our relationship with failure 
and how by transforming our perception we can 
discover the vital secrets for developing an adaptable 
and confident mindset by embracing vulnerability 
and fear. Specifically, this session will explore the 
foundation of resilience, understanding yourself and 

your personal operating system and identifying the 
mental obstacles (thoughts, feelings and attitudes) that 
get in your way. Participants will focus on five muscles: 
accepting personal accountability, developing a 
belief system that encourages and supports success, 
accurately and objectively assess your moods and 
blind spots, perfect your deep breathing technique and 
curate curiosity to view situations from different angles. 

How participants will benefit 

At the end of this session participants will be able to: 

• Discover the power of vulnerability when 
dealing with failure. 

• Learn how to perceive adversity as a 
learning opportunity. 

• Tackle limiting beliefs associated with 
challenge and change. 

• Understand how to embrace fear and take risks. 
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Switching Off – Life Beyond Digital Devices 
1HR 
The modern working world is plugged in now, more 
than ever and we are driven by rapid advancement 
in technological growth. The way we communicate in 
this digital world has transformed working behaviours, 
compelling workers to be plugged in 24/7. 

The overuse of digital devices has been linked 
to stress, burnout, insomnia, anxiety and other 
mental health disorders. This thought-provoking 
and innovative seminar will provide attendees with 

Participants will discover practical ways 
to reclaim a sense of work-life balance 
and address existing habits to be able to 
unplug digitally and mentally for a 
healthier and happier life 

a powerful insight into the true impact of living 
and working in a reactive, fully connected world. 
Participants will discover practical ways to reclaim 
a sense of work-life balance and address existing 
habits to be able to unplug digitally and mentally for 
a healthier and happier life. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understand the psychological impact of being 
switched on 24/7. 

• Learn simple strategies to unplug digitally and 
mentally for a healthier and happier life. 

• Discover practical ways to reclaim a sense of work-
life balance and address existing habits.

4. STANDARD EMPLOYEE TRAINING
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Working under excessive pressure for a prolonged 
period of time can result in chronic stress which 
can have a significant adverse impact on our 
mental and physical health, in particular long-term 
cardiovascular problems due to the consistent and 
ongoing increase in heart rate, and elevated levels 
of stress hormones and of blood pressure. 

Without understanding the physical stress 
response, it can be difficult to develop healthy 
coping strategies to help us tackle stress in 
an effective way, causing a build-up of stress 

hormones in our minds and bodies which leads to 
more significant health issues such as burnout and/ 
or depression. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understand the science of the stress response. 
• Recognise your own stress triggers. 
• Learn how to respond rather than react. 
• Discover powerful stress busting strategies.

Healthy Boundaries and Work-Life Balance 
1HR 

Effective Stress Management 
1HR 

them to be more effective and more satisfied with  
both their home and work lives. 

How participants will benefit 

At the end of this session participants will be able to: 

• Identify the sources that keep them out of balance. 
• Determine the meaning of work-life balance. 
• Learn time management strategies for effectively 

managing multiple demands. 
• Discuss the benefits of prioritising. 
• Explore the role of delegation and communication 

with others. 
• Develop an action plan to balance their own work 

and life demands. 

People often feel torn between work and time  
with the family. They feel they don’t have enough 
‘me’ time. 

This session will help participants identify various 
ways to achieve balance with personal, family and 
work responsibilities. The conflicting demands of 
work and home can create stress and zap the time 
and energy needed to get everything done. In this 
session, participants will find answers that will allow 

Participants will find answers that will 
allow them to be more effective and 
more satisfied with both their home and 
work lives 
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the problem. This session allows participants to learn 
how to gain control over negative thoughts and 
turn them into neutral or positive ones, helping to 
conquer unhealthy and unhelpful habits. 

How participants will benefit 

At the end of this session participants will be able to: 

• Identify the symptoms and causes of 
negative thoughts. 

• Apply strategies to disrupt negative thoughts. 
• Understand when additional help is needed. 
• Discuss the types of help available.

Staying Optimistic –  
Conquering Negative Thoughts 
1HR 

An average person has between 12,000-60,000 
thoughts per day, 80% of which are negative. 

These thoughts are part of the survival mechanism in 
the mind which focuses on more negative details as a 
form of self protection. However, it is not the negative 
thoughts themselves that are the issue, but rather the 
importance that we give these thoughts that cause 

It is not the negative thoughts themselves 
that are the issue, but rather the 
importance that we give these thoughts 
that cause the problem 

34



45

4. STANDARD EMPLOYEE TRAINING

Being able to recognise feelings in oneself and 
others, managing emotions, and balancing thoughts  
are invaluable traits that are associated with 
emotional intelligence (EQ). 

Emotional intelligence requires skills such as self-
awareness, self-regulation, motivation, empathy, and 
social skills. Embracing the nuances of human emotion 
have demonstrated several benefits, particularly at 
work, such as better collaboration, compassionate 
leadership, boosted morale and overall a happier 
and healthier workplace. Participants will learn that 

When we are busy with the demands of life, it can 
sometimes be easy for our healthy habits to slip.  
Yet neglecting our nutrition, poor sleep and physical 
inactivity can all result in reduced health and 
increase our risk of illness. 

This practical session will explore three of the most 
important components for living a healthy lifestyle; 
nutrition, movement and sleep. It will explore the 
ways you can introduce new techniques for healthy 
practices and learn simple but effective ways to eat 
well, move more and sleep better. 

How participants will benefit 

At the end of this session participants will be able to: 

• Discovering the basics of eating for energy. 
• Overcoming barriers to healthy eating. 
• Learning ways to move more and combat a 

sedentary lifestyle. 
• Identifying good sleep hygiene practices B64:C70. 

Discover the World of Emotional Intelligence 
1HR 

Eat Well. Move More. Sleep Better. 
1HR 

by recognising the feelings of family members and 
co-workers, and responding in a balanced, rational 
way, they can improve relationships and collaborate 
more effectively. The session also examines new brain 
research on emotions and the battle between the 
emotional and the thinking brain. 

How participants will benefit 

At the end of this session participants will be able to: 

• The ability to cope with daily situations and get 
along in the world includes both cognitive and 
emotional intelligence. 

• The emotional brain impacts behaviour. 
• An ‘amygdala attack’ of panic reactions results 

when cognitive thinking stops. 
• Calm breathing and focused listening add to EQ. 

The session also examines new brain 
research on emotions and the battle 
between the emotional and the  thinking 
brain. 
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Tackle Unhealthy Habits 
and Transform Your Life 
1HR 

bad habits such as alcohol consumption, smoking, 
social media and unhealthy eating. The session will 
explore triggers and how to plan ahead for success. 

How participants will benefit 

At the end of this session participants will be able to: 

• Identifying triggers. 
• Understanding the science of habit formation. 
• Establishing ways to boost motivation for change. 
• Creating a strategy for breaking bad habits.

Breaking bad habits can be tough. Even if we know 
something is not good for us, finding the motivation 
to tackle the unhealthy cycles of behaviour and 
know how to make better choices is not always easy. 

The good news is that change is absolutely possible. 
This session will explore the science of behaviour 
change and apply these teachings to tackle common 

The session will explore triggers and how 
to plan ahead for success. 

4. STANDARD EMPLOYEE TRAINING
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Many serious health problems seem to develop 
unexpectedly, upsetting your life out of the blue. 
You may feel overwhelmed by waves of difficult 
emotions – from fear and worry to profound sadness, 
despair, and grief – or just numb, frozen by shock or 
the feeling that you’ll never be able to cope. 

The emotional upheaval can make it difficult to 
function or think straight, and even lead to mood 
disorders such as anxiety and depression. 
One’s emotions can feel like a roller-coaster. However, 
participants can learn to manage these feelings, 
adjust to a new way of living and live a fulfilling life. 

But whatever your diagnosis or emotional response, 
it’s important to know that you’re not powerless. 
There are steps you can take to better cope with your 

new situation, ease the stress and mental anguish that 
often accompany serious illness, and find a way to 
navigate this challenging new journey. 

How participants will benefit 

At the end of this session participants will be able to: 

• Learn about the emotional impact of a critical 
illness diagnosis. 

• Gain some skills to manage the diagnosis and 
its aftermath in as helpful a way as possible. 

• Understand the importance of taking care of 
one’s mental health during a critical illness. 

• Understand the impact on caregivers and 
emphasis the need for their emotional support 
as well.

Coping with Critical Illness 
1HR 
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others. It will explore key communication strategies 
that help empower young children and help them 
overcome stress in a healthy way. 

How participants will benefit 

At the end of this session participants will be able to: 

• Define what is resilience. 
• Determine how resilience can be built. 
• Define strategies to help children build their 

resilience muscles. 
• Learn what this means for you as a parent. 
• Understand the barriers that get in the way 

of making children more resilient.

Raising Resilient Children 
1HR 

Many parents face multiple changing roles and 
responsibilities and it can be difficult to navigate 
the new demands faced, whilst also supporting the 
psychological needs of their children. 

The session will highlight the importance of raising 
resilient children and explores the road blocks that 
get in the way of letting parents focus on this, such 
as parental guilt, perfectionism and comparison with 

Explore key communication strategies 
that help empower young children  and 
help them overcome stress in a healthy 
way. 
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Managing your finances may seem like a large 
and daunting task however it allows you to have 
a better perspective of where and how you’re 
spending your money. 

Good personal finance management allows you to 
learn how to control your money so you can achieve 
your financial goals . The initial step is defining 
your money beliefs and your financial goals, both 
short term and long-term. This training will guide 
you through the process of tracking your spending 
so that you understand how you currently spend 
money. You’ll examine your obstacles to reaching 
your financial goals as you learn how to manage 
your debt and develop a personal strategy for taking 
control of your finances. 

How participants will benefit 

At the end of this session participants will be able to: 

• Understand your money beliefs and how 
these affect your personal finances. 

• Establish ways to track your spending. 
• Explore proven ways to reduce debt 

and spending. 
• Develop a personal strategy for taking 

control of your finances.

Unlock the Secret to Financial Wellbeing 
1HR 

While grief touches everyone, and grieving 
is normal, the pain of loss is unique to  
each individual. 

Major losses trigger conflicting emotions, from 
anger and denial to maybe even relief. This session 
will help participants to explore their own reactions 
to loss, from a death to divorce. They will learn why 
some people are stuck in a ‘grief rut’ as they discuss 
more healthy ways to grieve. 

The Many Faces of Grief – Coping with Loss 
1HR 

How participants will benefit 

At the end of this session participants will be able to: 

• Learn the different and individual ways each person 
handles grief and loss. 

• Understand the ways both adults and children can 
learn to grieve in a healthy manner. 

• Discover how the helping hand of support to those in 
grief makes the process more tolerable for them. 

4. STANDARD EMPLOYEE TRAINING
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present in all human interactions and affect each of 
us in different ways. Everyone manages emotions, 
communication and conflict from habit – i.e. patterns 
and styles developed early in life and over time. This 
session will help develop important communication 
skills both verbally and non-verbally to create a 
more cohesive, collaborative and successful working 
environment. 

How participants will benefit 

At the end of this session participants will be able to: 

• Effectively listen to be better communicators. 
• Develop an awareness of personality and 

communication tendencies. 
• Discuss ways to overcome barriers to 

effective communication.

Work Smarter, Not Harder –  
Become a Time Management Master 
1HR 

Powerful Communication – Harnessing 
Effective Techniques To Enhance Your Style 
1HR 

This session will provide a basic explanation of the 
time management process and the characteristics of 
effective time managers. It will discuss the importance 
of prioritising important events, and explore the 
role of delegation and communicating delegation 
requests with others. 

How participants will benefit 

At the end of this session participants will be able to: 

• Explain the time management process. 
• Provide characteristics of effective time managers. 
• Discuss the importance of prioritising 

important events. 
• Explore the role of delegation and boundaries. 

How often do we hear the phrase, there aren’t 
enough hours in the day? Many people find 
themselves constantly adding to the to-do list with 
the day passing by with the feeling that they haven’t 
accomplished anything. 

Effective management is critical to ensure you feel 
better accomplished and less overwhelmed at the 
end of a busy day. Time management is a learned 
skill. It requires self-discipline and a desire to become 
conscious of how one manages one’s daily activities. 

Effective management is critical to ensure 
you feel better accomplished and less 
overwhelmed at the end of a busy day. 

Effective Communication is conceptualised as 
the ability to convey information to another both 
effectively and efficiently. Good verbal, nonverbal 
and written communication skills are crucial for 
successful relationships. It is also important that 
people exercise active listening skills. 

The ability to effectively communicate with others 
through listening and speaking is one of the most 
powerful tools for personal and professional 
success. Emotions, communication and conflict are 

The ability to effectively communicate 
with others through listening and 
speaking is one of the most powerful 
tools for personal and professional 
success. 

4. STANDARD EMPLOYEE TRAINING
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Terms and Conditions 
We thank you for allowing Deer Oaks and our 
subcontractor, Workplace Options to journey alongside 
you to facilitate the optimal performance of  
your employees. 

Please find below the terms and conditions of service for 
global learning events and our respective areas of 
responsibility. These terms have been designed to ensure 
that we and our facilitators are able to offer you quality 
services. 

DEER OAKS/WORKPLACE OPTIONS WILL 
FACILITATE  ON-SITE OR VIRTUAL LEARNING 
EVENTS: 

• Three (3) weeks prior to the session, provide a 
learning event announcement flyer. 

• Five (5) business days prior to the session, provide 
final confirmation of the facilitator (with contact 
details and profile). 

• Three (3) business days prior to the session our 
facilitator will contact the local point of contact to 
introduce themselves and discuss logistics for the day. 

• Five (5) days after the session an attendee report and 
satisfaction survey will be provided. 

CUSTOMER WILL: 

• Provide a minimum of four (4) weeks' notice for 
standard learning event requests. 

• Provide a training room and equipment (i.e. Laptop, 
LCD projector, flip chart, etc.) for an on-site learning 
event.  Please notify us if this requirement cannot be 
met. 

• Ensure the event announcement gets circulated to 
potential participants well in advance to allow for 
participation. 

• Print and provide handouts to all expected participants 
for on-site events. 

• Agree not to record, broadcast, webcast or otherwise 
transmit the session to any additional audience 
without prior written consent. 

• Provide notification to Deer Oaks/Workplace Options 
upon requesting a session(s) of security clearance 
requirements or other documentation required for 
providers to be given access to the customer’s 
workplace. 

SERVICE DELIVERY GUIDELINES 

TRAVEL AND AFTER HOUR SESSIONS 

• An additional 25% ($75.00) of the session fee will be 
charged for sessions delivered outside standard business 
hours - Monday to Friday before 8:00 am and after 6:00 
pm, as well as weekends. 

CANCELLATION AND  RESCHEDULING POLICY 

• Once the learning event is confirmed- Deer Oaks will 
allow one date change within five (5) business days of 
receiving the request. Thereafter, an additional 50 
percent ($150.00) of the value of the service(s) scheduled 
will be charged for each date change. 

• Cancellation more than seven (7) business days before 
the learning event date(s) is at no charge. 

• Cancellation within two (2) to seven (7) business days of 
the learning event date(s) is subject to 50 percent 
($150.00) of the value of the service(s) scheduled. 

• Cancellation within one (1) business day of the learning 
event date(s) is subject to 100 percent ($300.00) of the 
value of the service(s) scheduled. 

Please note the cancellation and re-scheduling charges 
notated above are based on Deer Oaks' standard learning 
event rate of $300.00 per hour. 

CONDITIONS OF USE OF MATERIALS 

All content and materials provided are the property of 
Workplace Options. They may not be copied, reproduced, 
republished, uploaded to a server, posted, transmitted, 
archived, modified, sold, or distributed in any way, except that 
the customer may download one copy of the participant 
documentation provided Workplace Options on any single 
computer and print it for distribution solely to the attendees 
of the learning event session(s) mentioned above, and 
provided that the customer keeps intact all copyright and 
other proprietary notices. 
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