CUSTOMISING COURSES FOR CLIENTS
All training programmes are planned in order to meet the specific objectives of the client and,  in order to do this effectively,  a customising process can be used to ensure the closest fit beween the needs of the organisation and the content and delivery style of the training.

The process adopted will usually follow this sequence:

· Initial meeting to discuss objectives and content of the training

· Written proposal will be prepared with course agenda and learning outcomes clearly stated.  Any constraints and particular administrative issues will be included.
· Further meeting or written agreement to continue.  Dates finalised.

· Preparation and administration period prior to course delivery
· Course delivery and review

A full briefing for the consultant is essential before preparation begins.   Customising is only completed when the client is fully satisfied that the trainer has all the necessary knowledge and understanding of the issues involved.

Examples of courses that have recently been successfully customised from the standard course list are shown here:
- ------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------


Two day programme for presenters who need to improve their influencing skills for maximum impact at presentations and who will be undertaking jobs where presentation skills are a key to success.  The programme is designed to develop those who are likely to make presentations to senior level audiences.  

Objectives

· To review the skills of presentation techniques

· To build on current performance using group feedback and 1:1 coaching

· To enhance and build effective group influencing techniques
· To analyse listeners' needs, organise materials and deliver ideas powerfully to meet audience needs

Contents

· Personal action plan to enable participants to assess their individual needs and communication strengths and weaknesses
· Influencing strategies for different outcomes
· Organisation and preparation of contents


· Developing style of delivery


· Impression - how to build image and credibility


· Visual aids


· Handling questions


Practical presentations with feedback using CCTV/video
Course participants can expect to be more confident and influential in oral communications from formal group presentations to 1:1 interviews.  They will be able to plan, evaluate audience needs, set objectives and organise presentation materials.  Most importantly, participants' ability to influence individuals both inside and outside the organisation should be markedly improved.

Maximum number of participants – 8

Venue:  Hotel or training centre with full AV equipment spec

Follow up Action Plan  (Actions to be completed within 3 months)

-
Give at least one presentation to own department

-

Make at least one high profile presentation to visitors or to a group of senior managers   outside delegates own department


Two day programme designed for existing managers who wish to develop their skills relating to setting objectives and appraising staff work performance and who have a responsibility for delivering performance management training .
Objectives
At the end of the two day programme, participants will be capable of:  

· understanding the process of goal setting as an effective management method

· goal writing

· competency assessment

· carrying out an effective appraisal of work performance and writing a performance appraisal.

· using goal setting and appraisal to motivate the team, and understand how they relate to company culture

· write a development plan for a team member


Contents

The course can be customised to include a selection of modules from:

· Performance leadership strategies

· The process 
· Competencies

· Criteria for goal setting

· Evaluating and writing goal statements

· Goal review

· Performance review process with role-play exercise

· Situational leadership and management style

· Communication skills for delivering feedback

· Motivation

· Integrated development and succession planning

· Working with competencies

Participation:  Maximum number of participants – 12.  All should be managers or supervisors who have goal and appraisal responsibilities
Duration: 2 days

Follow up Action Plan  (Actions to be completed within 3 months)
· Set goals for a subordinate

· Conduct a goal review with a subordinate

· Conduct a performance appraisal with written form and appraisal interview

· Prepare a development plan for each direct report


For any group who have a clear intention to become a function or cross-functional team.

This programme will be custom designed around the specific objectives of the group.

Typical reasons for arranging a teambuilding workshop may be one of the following:

· Post merger/acquisition integration

· Preparation for an important project

· Solving internal work process and relationship issues

· Adopting new working practices

· Change of roles and responsibilities

· Arrival of a new leader or new team members

· Forming a virtual team with remote working arrangements

· As part of a wider change process within the business

Purpose: To help participants to:

· Develop a common team purpose and success criteria

· Establish effective agreed common methods of working

· Understand the potential contribution and competencies of each team member 

· Establishing processes for problem solving and decision making

· Manage projects by organizing resources, accountabilities and roles

· Planning skills

· Developing group synergy

Content: The programme will include:

· Individual and team diagnosis using various diagnostic instruments

· Examining team development theories and case studies

· Practical team tasks, both indoor and outdoor

· Detailed evaluation of leadership, interaction, achievements and planning after task completion

· Group problem solving techniques

· Preparing team development strategies for use after the course

Venue:  Hotel with outdoor facilities 

Note:  This two or three day programme will usually have an outdoor 'practical' dimension and participants need to be aware and prepared for this prior to the training.







This is a three day practical course, which forms the basis on which new managers can build their skills and understanding of their role.  The course concentrates on the people side of the manager’s responsibilities and provides the necessary learning to enable participants to achieve results through their staff.  

On completion of this course the new manager should have a clear action plan, which will be linked to ongoing coaching support.  This will ensure that change is taking place and all the key lessons are being fully employed on the job.

Objective.  The purpose of this course is to provide managers with the necessary people skills to enable them to achieve excellent results whilst enhancing the involvement and enthusiasm of their staff

Content.  The programme will include a selection from the following topics:

· The supervisory role of a manger
· The management process for dealing with routine work and projects (plan-do-review)
· Problem solving and decision making
· Goals and objectives
· Assessing, evaluating and giving feedback on individual performance
· Handling performance problems
· Employee development

· Leadership theory (Situational and Three Circles) and alignment with culture

· Delegation
· Team and individual motivation
· Team building for results
· Interviewing for recruitment
· Aspects of coaching
Participation:  maximum 15 who are currently supervisors or will shortly be appointed

Duration: 3 days
Follow Up to the Course:  Two follow up coaching sessions will be arranged at the 5 and 10 week points.  They will focus on implementation of the processes and the leadership of the team since completion of the course
Note:  The Effective Manager course is a customized version designed around the needs of a group of managers who are already in management positions but have not received any or sufficient training. 

HIGH POTENTIAL DEVELOPMENT PROGRAMME

General Outline
The programme is directed at younger employees at the outset of their careers who are currently assessed as high potential.  Besides the training value of the activities and projects, this 6 month programme is designed to motivate and raise the level of commitment participants have to developing a career in the Company.
There are four phases to the programme

1. Training Phase   





 
  3.5days

2. Project Phase Part 1 (Community /Charity Project)  
 
  3 months

3. Presentation Skills course 




 
  2 days

4. Project Phase Part 2 

 
(Business Project and Final Presentation to Senior Team)  
 
  2 months

Objectives
The course objectives are

1. To increase understanding of the culture, values and career opportunities offered by the organisation
2. To develop personal effectiveness  with a view to becoming a candidate for a career in management

3. To learn the basis of good leadership as a foundation for future training and development

4. To present to a group of senior level mangers including MD/GM and Directors,

and with a professional level of competence, the outcomes of a high value and topical business project 

Programme Content
This programme and content has been refined over 15 years experience of successful results but can be altered to fit the needs of specific groups.
Part 1

Day 1

· Company Culture and Values

· Performance Management impact

· Strategy – both local and Corporate

· Problem Solving and Decision Making

· Giving and Receiving Feedback

· Introduction to Learning Styles

· Various short simulations and exercises

Day 2

· Team development including team working, team roles and team building

· Team Exercise including conflict strategies

· Leadership theories and practice

· Motivation in theory and practice

· Simulations and exercises throughout the day
Day 3

· Team and Leadership Exercises thoughout the whole day.

· Outdoor management and problem solving projects

· Detailed feedback and learning analysis at each stage

Day 4 (Half Day)

· Managing your career

· Project briefings for both business and community projects

N.B.  Business projects are sponsored and suggested by senior level mangers from within the business

Part 2

Completion of a Community Project

·   Project designed to support a valuable cause in the community

· Benefits to company (good PR), the individual (project management and influencing skills) and the community

Presentation Skills Training

2 day programme to train and develop presentation skills prior to the business project presentation

Part 3

Project Research and Preparation

This period is devoted to research and preparation of the selected business project under the guidance of a sponsor.  The subjects are selected from a list of choices suggested by the senior management group who also provide the sponsors

Part 4

Presentation to Senior Management and Display of Community Projects

On the selected day each participants delivers a 15 minute summary presentation to a senior audience including guests and the MD.  At the same time a showcase display of the work and results of the Community Project takes place either before or during the lunch period

Venue
 Hotel (part 1 only) with an outdoor area suitable for the management activity projects.  For Part 2 the training can be also be at a local hotel.

Numbers of Participants
8-10 selected for their potential and current performance
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INFLUENCING GROUPS AT  PRESENTATIONS
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