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Course Content & Outline

Section 1: An Introduction to HR

¢ The principles of human resources management.

e Familiarise yourself with procedures.

e The importance of company values.

e Recruitment and its effects on the rest of the business.
e Proper HR planning.

e Employment law and legislation considerations.

e Considering employment tribunals.

Section 2: Discrimination in the Workplace

e Fostering teamwork and healthy relationships.

e Wellbeing and its place in the workplace.

¢ Discrimination and identifying where people may have a case.
e Managing performance fairly.

e How to differentiate bullying from workplace disagreements.

e Managing sickness and absence.

e Mental health awareness and how to manage this.

Section 3: Handling Complaints & Grievances

e Conducting a fair investigation.

e Understanding both sides of an argument.

e Documentation and how to store records securely.
e Decision-making and coming to the best resolution.
e How to handle disputes and appeals.



¢ Following your procedures.

Section 4: Recruitment & Talent Management

e Identifying department requirements.

e How to secure the best candidates.

¢ Obtaining references and ID. What to ask for.

e Accurate and secure record keeping.

e Contracts of employment.

¢ Health and safety and family-friendly policies.

e Handling issues surrounding pregnancy and maternity.

Section 5: Succession Planning & Compensation

» Selecting candidates for progression.

e Appraisals and monthly performance meetings.

e PDPs and PIPs - when to manage performance.

e Positive performance management with scorecards.
e SMART targets in line with your organisation.

* Job analysis and benefits packages.

e Compensation and health care plans in line with salaries.

Section 6: Making Redundancies & Ending Contracts

e How trade unions can support employees and employers.
e Making redundancy decisions.

 Pensions and retirement costs and moves.

e Data protection considerations.

e Strategic HR development for the future.
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?What Is Sustainable Human Resources Management with example

Delve into Sustainable Human Resources Management (SHRM), the strategic fusion of social,
environmental, and economic aspects into HR practices. Discover why it matters, steps to
implement it, and how Al complements SHRM, fostering lasting organisational growth and

.societal impact
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