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H R SHARED SERVICE

EMPLOYEE RELATIONS
EMPLOYEE RELATIONS TRAINING COURSES FOR HEADTEACHERS ON
Managing absence
AND
Capability 
(Addressing poor performance)
on
Monday 17th March 2014

at Hethel Engineering Centre, Hethel
Members of the Employee Relations team will be providing two half day training sessions appropriate to Headteachers and other senior managers in schools on dealing with the poor performance of employees and managing employee absence.  The day will be split into two distinct sessions so delegates are able to attend for the full day and receive training on both topics or opt to attend just the morning or afternoon session.  

The courses will cover the following:






This training is free of charge to delegates from schools that purchase HR services from the Local Authority but there will be a charge of £35 per delegate to cover the cost of venue and refreshments (including coffee on arrival and mid-morning, buffet lunch and afternoon tea). Delegates from schools that do not purchase HR services from the Local Authority may attend, space allowing, for a total cost of £400.
Outline programme for Capability Training (Afternoon Session)


Introduction and objectives


Reasons for dealing with poor performance


The legal context and importance of procedures and records


Evidence to support a lack of capability case


Absence due to ill health related to the capability process


Tools for supporting managers and staff


The trade union view





The date available is:-


Monday 17th March 2014 at Hethel Engineering Centre, Hethel�


Managing Absence Session - Arrival will be from 08:45 for 09:00 start and the session will end at 12.00


Capability Session – Arrival will be from 13:15 for 13:30 start and the session will end at 16:30











Maximum of 20 delegates per day (one delegate per school) and places will be filled on a first come, first served basis.





To book a place, e-mail:


hrers@norfolk.gov.uk





…. Informing us of any special dietary or access requirements.





Outline programme for Managing Absence Training (Morning Session)


Introduction and objectives


Reasons for managing absence


The legal context and importance of procedures and records


The Equality Act 2010


Short-term or intermittent sickness absence


Long-term absence


Tools for supporting managers and staff


The trade union view











