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TESTIMONIALS

“We worked with the

learning team to customise

a workshop for our teams

as we were going through
VLIQL“FDQW WUDQVIRU
change. It was a great session
which gave our employees
WLPH RXW WR UHtHFW H
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 EAP. Attendees
were really positive

afterwards and grateful that
this workshop was made
available for them during a
GLI“FXOW WLPH P
Senior Rewards Manager,
Multi-National Retailer

“The learning events
available from Workplace
Options 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
LV D KXJH EHQH“W LQ D
organisation 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
VXSSRUW ZKHQ WKH\ QI
Health and Wellbeing Program
Manager — Nokia
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CASE STUDIES

PRACTISING MINDFULNESS TO REDUCE STRESS

A global client contacted us asking for a training programme to help participants reduce stress. Our

team developed an online series of 30-minute practical mindfulness sessions.  This series was designed
WR KHOS SDUWLFLSDQWY XQGHUVWDQG ZKDW PLQGIXOQHVV LV KHOS WKH
to incorporate mindfulness practices into their daily routine to develop healthy coping skills to reduce
stress levels, decrease chances of burnout, eliminate negative feelings/thoughts and improve sleep.

The feedback received from the sessions and from our satisfaction surveys have been excellent.
Participants shared that these webinars helped them to set boundaries, switch off and relax. They also
felt that the training taught them how to manage their anxiety levels, remain calm in stressful situations,
and improve their sleep habits. This Mindfulness Training Series was so impactful that our client
implemented 45 more sessions globally. @

NAVIGATING COMPANY REORGANISATION

A Human Resources (HR) Manager approached our team requesting a training for managers at his
company to learn to deal with the recent changes that have occurred. 7KH +5 ODQDJHU ZDV “QGLQJ

LW GLI“FXOW WR QDYLJDWH WKLY SHULRG RI WUDQVLWLRQ DQG GLG QRW N
company changes.

The Global Training Team designed a training session to help managers in the company identify their
leadership strategies to lead employees from the front line, including interactive exercises that provided
managers an opportunity to discuss their leadership style with the trainer and other participants in an
open environment.

All participants in the training session received valuable resources to enhance their understanding of
handling change. Participants shared that the training helped them understand how change impacts
employees and how to have an empathetic approach towards their team as well as practical strategies
and effective communication tips. @

HELPING MANAGERS PRIORITISE WELLBEING

Our training support was required to ensure that the managers within our client organisation were
well equipped with the skills and knowledge needed for leading in today’s climate. The contact
wanted to provide training to sensitise managers around issues related to mental health, so that top
management would feel more comfortable intervening when needed and proactively promote a
culture of wellbeing within their teams.

We designed a bespoke learning journey called Mental Wellbeing Matters, consisting of three modules:

1. Creating an awareness around mental wellbeing.
2. Focusing on the managers’ mental wellbeing.
3. Creating a climate that promotes mental wellbeing amongst their team.

3UH ZRUN PDWHULDO ZDV WKRURXJKO\ GLVFXVVHG LQ WKH ZRUNVKRS DQG
PDQDJHUV WR HQJDJH DQG UHtHFW RQ EHIRUH WKH VHVVLRQV EHJDQ [KH
ZKHUH WKH SDUWLFLSDQWYV UHtHFWHG RQ KRZ WKH\MG XVHG WKHLU OHDU (
until that point and discussion on how participants would use their learnings going forward.

The training was arranged over a 3-month period. At the conclusion of the programme, the leadership
team started promoting aspects of wellbeing within their teams in addition to also focusing on their
own mental health. @




DESIGNING UNIQUE

SOLUTIONS

Over the past 2 years, the Global Learning VHVVLRQV ZLWKRXW DQ\ PRGL“FDWLRQ
Solutions (GLS) team have worked with clients the training content. The titles cover a wide range

WR DGGUHVY VSHFL“F WUDLQLQJ & tapics, drekleliGHy ¢ithe) Ligually or on-

customised wellbeing solutions. Managing site (where available), and delivered in multiple

challenges created by the pandemic increased languages. More detailed descriptions are

awareness in concerns related to mental health. included on pages 35 to 50 of the catalogue.

These brought on new challenges in where,
when, and how we work, and presented new
situations related to economic and social
disruptions. In all situations, the GLS team
responded with custom programming. Our work

Delivering the standard titles require a four-

week lead time to schedule. While the content

is not adaptable, the GLS team will “localise” the

content to align with local culture and regions

DV ZHOO DV WKH VSHFL“F WHUPLQROR/

over the past months led us to a new approach
for 2022. The most popular training topics will
continue to be available as standard training

organisation. The presentation includes the brand
identity of your organisation alongside our brand
and intellectual property notice. For all standard

topics. The Bespoke Team has expanded to
accommodate increased interest and need for
designing unique learning solutions.

titles, presentation is localised and branded,
while the session content remains static.

The Bespoke Learning Solutions Team is
available to focus on distinct situations,
designing learning events that require a tailored
solution. The Bespoke Team is comprised of
instructional design professionals and wellbeing
professionals. The Bespoke Team also has

the option to bring in our Organisational
Consultancy Team when their expertise adds
value to the overall solution. The GLS Team has
extensive experience working globally with a
range of industries and work environments.

The Standard Training Topics for 2022 include
twenty-one (21) titles, available as one-hour

7KH “UVW VWHS LQ WKH WHDPMV SURF
with the client (learning and development,
human resource or HSSE teams) to understand
the organisational need. At the initial meeting
the team explores the requirements, desired
result, locations, and timelines involved. After

the initial consultation a proposal is prepared
outlining the project scope, recommended
options, timeline, and fees. The standard timeline
to deliver the end product is six weeks from
proposal approval to delivery. For more complex
projects the timeline is included in the Statement
of Work (SOW).

The Bespoke Team meets regularly with the client
team, to check in on project status and get sign
off at each stage of development. Listed on the
following page are examples of recent projects
designed by the Bespoke Team.




¢ Training Employee Resource Groups (ERG's)
leaders as facilitators to equip them with
skills for leading discussions. Preparing
leaders of ERG’s is of high interest recently
in facilitating discussions on racial injustice
and diversity concerns.

¢ The WPO Flagship AIR Management Training
integrated a new coaching initiative into the
curriculum. The focus on manager training
included the principles of AIR and a new
coach approach to leadership. The end result
included delivering the customised training
content to executive leaders and managers in
multiple regions.

» Executive Leadership Team received
presentations on the impact of concerns on
performance and organisational success.

» Project Managers leading teams in high threat
environments received training to identify
employees who are affected by complex and
ongoing trauma.

 Training on mastering resilience was designed
for First Responders who continued to work,

facing multiple challenges during the height

of the pandemic.
During an organisational restructuring, the team
designed a unique training to help impacted
individuals navigate the change using both
internal and external support resources.
‘Zero Harm Management Workshops for You
and Your Team’ were designed to raise manager
awareness of the psychosocial risk present in the
workplace and respond with available resources.
Industrial camp locations present unique
challenges for presenting informational
sessions to blue collar workers. Toolbox Talks
on Wellbeing were created. The talks include

D “IWHHQ PLQXWH DZDUHQHV
delivered at the worksite on six topics.
World Mental Health Day Programmes that
highlight the strategic initiatives planned by

the organisation.
Alignment of the corporate DE&I strategy

with regional priorities by designing training

for management teams and employees at the
local level. ®
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LEARNING NEEDS

ANALY SIS

In addition to designing unique learning events, Below is an example of a bespoke
the team assists organisations to complete learning solution:
Learning Needs Analysis. We recognise that
the pandemic experience has changed the Ambassador Programme
learning needs for organisations for managers
as well as employees. An important programme addressing mental
health and wellness in the workplace has
The challenge for learning and development emerged recently and is the unique Wellbeing
SURIHVVLRQDOV LV “QGLQJ WKH Wmb&sy¥ddéer IPfogtdmPiQhvibEude4’on mental
learning paradigms, learning styles and technology. health in the workplace. While there are many
Further, aligning the learning needs with the organisations that have trained volunteer, peer
work environment by industry, location and work ambassadors, WPQ'’s programme is unique
requirements makes the “context” in which training in that it not only trains ambassadors, it
is delivered an important component. offers a multi-pronged programme to sustain
their work through ongoing support and
Our GLS Bespoke Team works with each connection to professional clinicians in the
organisation to identify the current status of Employee Support Program . In addition to
wellbeing within the organisation and follows the bespoke training examples provided,
the steps listed below: the WPO consultancy team works with
organisations to implement a robust Wellbeing
« |dentify wellbeing priorities and strategic Ambassador Programme.
direction of the organisation
» Assess the current initiatives/activities/ The ambassador programme includes six
plans for learning events featured components that the training and
* Identify current needs/ challenges and together they make up a unique and robust
future vision Ambassador Programme.
* Review the existing and potential for risks
and challenges that are barriers to wellbeing WELLBEING RISK ASSESSMENTS
» Collect data related to relevant training The WPO consultants can identify
(data elements designed are project and environmental psychological risks within
EXVLQHVYV VSHFL"F the work environment of each location. The
* Analyse results DVVHVVPHQWY DUH WKH “UVW VWHS WF
» Report back with recommendations ongoing elements of the Mental Wellbeing
Awareness and Support Programme at
The outcome of the training needs analysis can each site. The results of the assessment are
tRZ LQWR DQ DQQXDO WUDLQLQJ istegiaed infR the A@thassadar \raling Bav
have purchased a bank of hours (BOH) for training ambassadors are aware of the emotional risks
and consultancy, the results of the learning needs present in the workplace.
analysis assist in the effective use of the BOH. The
results of the learning needs analysis lead to a INTRODUCE MENTAL HEALTH
learning plan that is consistent with the strategic AWARENESS RECOGNISE AND RESPOND
wellbeing initiatives for the organisation. FOR ALL MANAGERS
This workshop sensitises managers to the
potential mental health concerns within their
teams and guide them on how to have those
supportive conversations that promote mental
wellbeing on an ongoing basis, within their
teams. These sessions also highlight the
mental health implications of too much stress




OVERVIEW .

and pressure and the importance for managers or serious situations which need clinical advice
to proactively pick up the signs when it becomes and support.
too much.
CLINICALLY FACILITATED MONTHLY
SCREENING AND SELECTION OF PEER SESSIONS
WELLBEING AMBASSADORS $IWHU WKH “UVW $PEDVVDGRU 7UDLQLC
WPO can screen and select of Wellbeing completed, these sessions can be held monthly.
Ambassadors. Our consultants work with the The objective of these sessions is to allow
client to understand how the Ambassadors will ZHOOEHLQJ DPEDVVDGRUV WR FRQ[GHC
“W LQWR WKH FXOWXUH 7KH GLY HidoM theineperferiz€y @GndsRek Bdvice from the
representation is crucial so that WPO can ensure group and/or facilitator.

the Wellbeing Ambassadors meet a sound and
ZHOO JURXQGHG FOLQLFDO SUR*“dnthly session topics are coordinated with
the training, reinforcing concepts, and focus on

Wellbeing Ambassador Training — application of theory to practice. Expert clinical
(see page 13 for description) facilitators create psychologically safe learning
spaces that promote sharing and learning. Peer
MANAGER ASSIST SERVICE (INCLUDED AS A learning groups evolve to share best practices
PART OF THE EXISTING EAP PROGRAMME) and theory application.
Manager Assist provides Managers with an
opportunity to consult with a Manager Assist A UNIQUE AMBASSADOR CENTER HOUSED
6SHFLDOLVW IURP WKH ($3 LQ D OBTHEERR) OZEHEGUPPDRIT WEBSITE
manner, to discuss any concerns they may The Ambassador Center on the website houses
have around a team member’s mental health, the digital content library that ambassadors are
to be able to plan the most helpful intervention. free to distribute to individuals and/or groups as
Manager Assist offers each ambassador indicated. They can access the site for a multitude

VXSSRUW ZKHQ WKH\ HQFRXQW H UofdRjiabresblirce§ tolgudé¢ @gh in their work. @




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 AIM AND COMMITMENT

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

FUHDWLQJ OHDUQLQJ VROX®WLRQV WR “



THE

DETAILS

Our standard learning events last sixty minutes Our sessions are delivered by experienced

XQOHVVY RWKHUZLVH VSHFL*“HG 7gfafescRhaR W aiz @XPartE M their respective

for a presentation on the topic, along with “HOGV ‘H ZRUN LQ SDUWQHUVKLS |ZLW

group discussion and questions. DVVHPEOHG JURXS RI XQLTXHO\ TXDOL
FDUHIXOO\ YHUL“HG DQG ULJRURXVO\

At least four weeks’ notice is required to arrange professionals. This consortium transcends

and coordinate standard learning events. This cultures, geographies, time zones, and borders

YLWDO OHDG WLPH DOORZV XV W Rith ihRetall®le®ar@eltiga\ahd-Ivcal linguistic
FRQ“UP WKH DSSURSULDWH WU D LiKt¢WedBeQdndipRRe6tOdupgdit tReit U
consultation process. In addition, this timeframe employees, anytime and anywhere. ®
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

WR \RXU RUJDQLVDWLRQMY VSHFL“F QHHGV IRU GHOLYHU\
style, time, location, and language (one-hour,

half-day, or full-day). In addition, the content can

EH H[SDQGHG FRPELQHG RU PRGL“HG WR UHtHFW

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

ZLWK tH[LELOLW\ WR PHHW SDUWLFLSDQWVM QHHGYV DQG
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
LOWHUDFW ZLWK D TXDOL“HG IDFLOLWDWRU ZKR ZLOO JXLGH
their learning and answer their questions in real-
time, self-guided learning.




INTEGRATED
TRAINING
PROGRAMMES

These trainings are FFS only




A SERIES OF ADVANCED EVIDENCE-BASED TRAINING SOLUTIONS that are tailored to your

QHHGY DQG VSHFL“FDOO\ DOLJQHG WR \RXU SHRSOH DQG EXVLQH
are data-driven and designed to be integrated with your existing strategy to drive forward best-

practice. All trainings within this series include a Pre-Training Consultation with HR. We engage

your HR or management team with a consultation to learn more about your company and tailor the
content to your company'’s business environment. We use this time to work with you to develop
FDVH VWXGLHVY WKDW UHtHFW OUHDOP VFHQDULRYVY DQG FDVH VWX{

The AIR Programme for Managers

HALF DAY

When managers encounter employees in distress
because of work responsibilities, work overload,
or personal issues, they are in a unique position
to help.

With proper skills, managers can often reverse
declining performance by re-focusing tasks,
implementing accommodations, or providing
additional support. Managers navigate performance
issues while managing employees facing constant
pressure of high work volumes, tight timelines,
limited resources, changing business requirements,
and operating in multiple time zones.

The AIR Programme for Managers features a 3-hour
on-site training session that teaches managers to use
the proprietary Stress and Pressure Impact Scale to
assess the level of employee distress and determine

The AIR Programme offers managers
a way to gauge the emotional health
of employees by understanding basic
concepts of emotional health

the appropriate intervention. The AIR Programme
offers managers a way to gauge the emotional health
of employees by understanding basic concepts

of emotional health, observing key performance
indicators, and reinforcing resilience skills of both
individuals and teams.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
At the end of this session participants will be able to:

e Understand the signs and symptoms of emotional
distress related to performance.

e Understand basic concepts of emotional health
and how they align with emotional wellbeing.

e Use the Stress and Pressure Impact Tool to manage
performance of individual team members.

* Recognise employees who are experiencing
declines in performance and proactively respond.

e Use existing resources to develop intervention plans.

« Rely on practical strategies to build resilience skills
with team members.

< Build more collaboration and communication with

individuals and team. @




1. INTEGRATED TRAINING PROGRAMMES

AIR 2.0 — Leading in a V.U.C.A. World

HALF DAY

The 2020 pandemic has ignited a public health threat across the globe. After months
of commercial, personal and social interference, the infection rates have stabilised,
SURPSWLQJ JRYHUQPHQWY DQG SXEOLF KHDOWK RI“FLDOV WR VORZO\ JUHHQ

With this we are entering a new phase — returning and priorities, that support worker wellbeing while
WR D ZRUN HQYLURQPHQW WKDW K @&lso Eé¢eth@ indikidu@llehipDy@&atd team needs
altered by the pandemic. In addition to the chaos and reinforcing resilience principles AIR 2.0 Leading
caused by COVID-19, a series of events in the in a VUCA World informs managers how emotional
United States occurred which highlighted social issues are manifested in the workplace and how to
injustices globally. Reaction to the events were intervene in the most appropriate way. Awareness,
followed by weeks of civil unrest and protests combined with intervention strategies and options to
in many countries. Against this backdrop, enhance resilience skills, equips managers with the
organisations are slowly and carefully entering knowledge and competency to lead during these

a new phase — returning to a work environment exceptional times.

VLIQL*FDQWO\ DOWHUHG E\ WKH SDQGHPLF 7KLV QHZ

VUCA aptly describes the current *RZ SDUWLFLSDQWYV 2LOO EHQH"W

climate. In this new environment, the At the end of this session participants will be able to:

manager’s role is more complex, as it
is hyperfocused on the human factor. * Understand the role of anxiety caused by
uncertainty and ambiguous conditions.

e Understand the signs and symptoms of trauma

environment can best be described using the caused by a VUCA environment.
acronym VUCA (Volatility, Uncertainty, Complexity, » Understand the impact of changes made by the
Ambiguity). Originally coined in 1987, VUCA is a organisation and how to best navigate changes
term that describes the challenging context that within their teams.
many organisations are facing related to the rapid X BHFRJQLVH WKH LQtXHQFH DQG LPSDF
changes and disruptions in the business world. events (media) on team members.
VUCA aptly describes the current climate. In this e Implement risk-mitigation procedures and
new environment, the manager’s role is more remote work priorities equitably.
complex, as it is hyperfocused on the human factor. « Utilise the Anxiety Scale to gauge wellbeing
of team members.
Managers need to create positive environments, e Utilise the Manager Energy Audit to
including the adoption of new business practices ensure positive energy reserves to manage

challenging situations.

» Practice effective communication strategies
to build trust.

« Effectively manage sensitive situations by
staying in the ‘Zone of Helpfulness’

« Apply resilience principles to build
collaborative teams.

At the completion of the course, each participant

UHFHLYHY D FHUWL“FDWH RI FRPSOHWLRQ
Leading in a VUCA World, A Playbook, which includes

content covered in the session including the Anxiety

Scale tool and the Manager Energy Audit. @




1. INTEGRATED TRAINING PROGRAMMES

Leveraging Change for a New Chapter

90 MINUTES

Workplaces globally are changing rapidly due
to advances in technology, economic pressures,
pandemic fallout and more.

These changes impact each one of us as individuals. .
The aim of this 90-minute workshop is to provide .
participants with the awareness, insight, and

strategies needed to navigate change successfully. .

During this session they will learn how to focus on
life after the change, rather than remaining stuck in
grieving the change. In the words of Socrates, “The .
secret of change is to focus all your energy, not on

+RZ SDUWLFLSDQWY ZLOO EHQH*W

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

Understand their current reactions to change
Explore personal strengths and aspirations that
hold a key to looking forward.

Learn practical strategies to expand and

open their mind to exploring possibilities for
future direction.

Be positive — seeing problems as a potential
learning process rather than another hill to climb.

“JKWLQJ WKH ROG EXW RQ EXLOG L Q JKa¥KderspddtieP

During the workshop participants will work towards
creating a path forward for themselves as they .
prepare for life after the change.

Nurture a positive self-perception — emphasising
one’s strengths and being self-compassionate.
Develop an action plan to move past the change
successfully. ®

Wellbeing Ambassador Training Programme

2 DAYS

Wellbeing Ambassadors are often part of an
organisation’s strategic direction to create a safe,
psychologically healthy workplace.

The Ambassador program serves as a compliment X

to the Employee Support Program by identifying

employees who will act as a peer support person on .
the ground at the worksite. Ambassadors receive .
extensive training that prepares them to recognise .
signs of psychological distress and to engage with .
employees to encourage and signpost resources

for emotional support. A Tool Kit is provided for .
Wellbeing Ambassadors to help them in this role. .

The Wellbeing Ambassador training is a two-day .
(12 hour) program offered virtually (or onsite

where/when available). The sessions are highly

interactive using group discussion and case studies

to prepare ambassadors for engaging with peers in

the workplace.

+RZ SDUWLFLSDQWY ZLOO EHQH*W

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

8QGHUVWDQG WKH LPSRUWDQFH RI PH
aid and the role of an ambassador.

Understand mental health and different conditions.
Explore stigmas and discrimination.

Start a conversation with an employee in need.
Understand professional boundaries and zone

of helpfulness.

Respond to an emergency in line with protocol.
Understand the employee supports available and
various access points to reach help.

Establish the importance of self-care and support. @

Ambassadors receive extensive training
that prepares them to recognise signs of

psychological distress




Communicating a Strategic Wellbeing
Vision: A Programme for Executive Leaders

4 X 30-60 MIN SESSIONS INCLUDING PEER-PEER
AND PRE/POST TRAINING ACTIVITIES

“A vision without a strategy remains an illusion.” +RZ SDUWLFLSDQWY ZLOO EHQH"*W
Lee Bolman. A clear wellbeing strategy helps to
create a vision and direction for prioritising healthier At the end of this session participants will be able to:

working practices and lifestyle choices.
e Learn practical tips to help bring a purpose driven

This program is designed to support executive leaders wellbeing vision to life.

in creating and implementing a comprehensive » Understand the importance of implementing

and strategic wellbeing vision that is designed to a strategy that has direction towards the
encourage a psychologically safe environment for all organisations’ goals and values.

employees. There can be barriers in creating awareness e Understand how to embed the wellbeing vision
and successful implementation of wellbeing initiatives into the organisations culture and ethos.

but this program will help leaders to develop ways to e Learn about the importance of psychological
encourage buy-in from their employees and educate safety within a wellbeing vision and what

leaders in overcoming the challenges that might occur it represents.

along the way. This program will help champion key e Learn how to overcome any particular challenges

LQtXHQFHUV ZLWKLQ WHDPV WR KHOS WReR Piylerhdhiing/the DpG @
drive a successful and strategic wellbeing vision.




OUR TRAINING
SERIES
COLLECTION

These trainings are FFS OR BOH
but will incur a minimum 1-hour
customisation charge at FFS




First Responder and

Frontline Worker Series

Have You Reached Your Limit?
Asking For Help When You Need It Most

JURQWOLQH DQG “UVW UHVSRQGH U VeIt éhceustBra/iith wahyerLchiabs, & Gagedy,

very resilient. However, consistent pressures and sometimes on a daily basis. The continual exposure to

chronic stress can be detrimental over time. It is traumatic situations takes a toll over time. This session

therefore important to understand behavioural is focused on helping participants reclaim their

indicators that signal the need for help. emotional and psychological awareness of where
their limit might be, by sharing experiences and

This includes becoming aware of signs of “stigma” learning effective strategies to manage their reactions

when seeking professional help and how to overcome to sustained stress.

it. Knowing the signs are critically important to
PDLQWDLQ \RXU VHOI FRQ“GHQFH DQBRWKBW RWARKIUSDHDW Y ZLOO EHQH*W
to continue operating effectively and safely. The
continual exposure to trauma requires specialised At the end of this session participants will be able to:
VXSSRUW )RU “UVW UHVSRQGHUV J WKH “UH“JKWHUV SROLFH
RI“FHUV PLOLWDU\ SHUVRQQHO HP M WdahQHe\effedtd/ds iDnarind $ytdptoms that
EMTs and others who keep us safe — work can mean indicate the need for help.
* Understand available resources and how to
access them.
X /HDUQ KRZ WR FRQ“GHQWLDOO\ DSSUR
who might need support.
e Understand the importance of social support and
how to rely on your support system for recovery. @
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Tackling Trauma and Coping
with Survivors Guilt

Following the aftermath of a traumatic, tragic +RZ SDUWLFLSDQWY ZLOO EHQH*“W
event, some people commonly experience
survivors guilt. At the end of this session participants will be able to:

7KLV VHVVLRQ KHOSV XQGHUVWDQG WrRé&stamd sunvivas gliltakdGecognise

and allows participants to identify the typical signs its symptoms.

and symptoms that might be experienced and e Learn about the unique aspect of survivor guilt
learn about effect coping mechanisms and skills during the pandemic and its additional challenges.
to address it and let go. In particular, following the e Learn coping skills to let go of survivor guilt. @

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.

Understanding Personal,
Emotional Triggers

7UDXPD LPSDFWV HDFK SHUVRQ LQGLYLGXDOO\ 6SHFL"“F
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.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
At the end of this session participants will be able to:

» Understand emotional triggers and how they
impact individuals.

» Reach out for support when managing
strong emotional reactions.

X ,GHQWLI\ SHHUV ZKR DUH WULJJHUHG E\ VSHFL"“F
events and how to support them. @




Navigating Through

a Crisis Series

Leading Through Crisis

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

18

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.

+RZ SDUWLFLSDQWY ZLOO EHQH*“W
At the end of this session participants will be able to:

» Facilitate the safety and wellbeing of employees.

e Ensure preparation, in advance, for any potential
disaster.

» Coordinate with internal stakeholders to
deliver timely and accurate communications to
employees.

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



2. OUR TRAINING SERIES COLLECTION

Sustaining Resilience During
Ongoing Exposure to Trauma

Leading Through Crisis is a pre-requisite for +RZ SDUWLFLSDQWY ZLOO EHQH*W
this session.

At the end of this session participants will be able to:
For organisations working in high threat

environments, their challenge is helping employees * How to recognise the indicators of long-term
sustain a resilient perspective. This session provides exposure to trauma.

support approaches that mitigate the impact of long ¢ How to minimise that impact.

term exposure to trauma and reduce the potential for * How to practise self-care.

post traumatic stress disorder. e Options for ongoing support. ®

Delivering Bad News

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

JXLGHOLQHV IRU GHOLYHULQJ D GHDWK QRWL“FDWLRQ QHZV
about suicide, or information around redundancies.

The session involves role-plays, discussion and

case studies to help participants with strategies

DQG JXLGHOLQHVY WR XVH LQ WKRVH GLI*FXOW DQG
sensitive situations.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
At the end of this session participants will be able to:

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

different situations. @
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Cross-cultural Communication
During a Disturbing Time

Communication during a crisis requires sensitivity communication etiquette, and hypersensitive
to cultural inclusion, emotional state of impacted cross-cultural nuances. Participants learn effective
employees and the transparency of all interactions strategies to use in crisis situations.

and communications.

7KLV ZRUNVKRS GH“QHYV HVVHQWLDOG REPSROQMOMWAVL SDQWY ZLOO EHQH*W
important in planning the communication strategy

during a crisis event, including the impact of At the end of this session participants will be able to:
cultural perceptions and patterns. Participants
learn high and low context cultures, cross-cultural e The power of transparency

e Understanding culture and the impact of
cultural perceptions.
X '"H*QLQJ KLIJK DQG ORZ FXOWXUDO FRQ\
e Learning cross-cultural communication etiquette.
e Sensitivity to cross-cultural nuances.
» Relevancy of culture in the handling of crises. @

Supporting Colleagues
TKURXJK '"LI*FXOW 7LPHYV

When a member of the work community experiences WKH GLI*“FXOW\ 7KLV VHVVLRQ SURYLGHYV
episodes of chronic illness, diagnosis of serious how to reach out and help. It offers information on
LOOQHVYVY RU ORVV RI D IDPLO\ PHP BdHavior& Xighalsloiadltrdsg NsiahinQ feshinigués,
to extend an offer of support. and supportive messages to deliver. The outcome of
the session is to reinforce simple steps that help in
Yet we often pause as we feel awkward, uncomfortable creating a supportive team environment.
and not sure about what to say. Research tells us that
working among supportive team members can make +RZ SDUWLFLSDQWY ZLOO EHQH"W

a huge difference to the colleague who is managing
At the end of this session participants will be able to:

e Common reactions to a variety of traumatic events.
e Why it is important to talk.
» Signs of anticipatory grief and distress.
e The power of words and the importance of
delivering encouraging messages.
 Listening tips and how to engage in
appropriate conversations.
e The process of recovery following the death
of a co-worker.
* How to cope with stress and improve resiliency. @




The Business

Traveler Series

The Business Traveler:

Sustaining High Performance

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.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
At the end of this session participants will be able to:

* ldentifying travel triggers and how they affect you.

« Explore work style and how it is impacted by
travel schedules.

X 'LVFRYHU \RXU tH[LELOLW\ DQG DGDSW
and environment.

« Explore new strategies to ease stress while travelling.

< Design a sustainable, healthy approach to
mitigating travel risks. @




Optimise Your International Assignment

1HR

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

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

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.

+RZ SDUWLFLSDQWY ZLOO EHQH*“W
At the end of this session participants will be able to:

X *DLQ DQ XQGHUVWDQGLQJ RI OLIH LQ V
country (customised as per clients’ needs).
e Understand the impact culture has on the way
people behave and the way people interpret what
is happening around them.
e Learn to accept the nuances of living in a
different culture.
« Be better prepared for the move back to their
home country as well. ®
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International Assignment:
Aiding your Family’s Adjustment

8SURRWLQJ IURP WKH IDPLOLDU LV GIRZX6XDWMWURPIOCSDQWY ZLOO EHQH*W
parties. The anticipation and anxiety of
preparing for an international assignment can At the end of this session participants will be able to:
be overwhelming.
« Discuss the initial steps for informing children

This session goes beyond providing a framework about a new move.

for the move and looks at ways to help all the X $GGUHVV FRQFHUQV VSHFL“F WR HDFK
family adjust as culture shock can be overwhelming  Provide tips for helping your children adjust to

for anyone, particularly children who may be a new life.

leaving their friends, school, and other familiar e Setin place your own goals for the assignment.

surroundings. The session will explore a variety « Fully and creatively utilise your resources as an

of strategies to help aid adjustment socially and accompanying partner.

emotionally and ultimately help everyone to thrive » Learn how others have successfully addressed

during the assignment. challenges. ®

Conqguering Isolation
While on Business Travel

Workers see travel as an essential component to +RZ SDUWLFLSDQWY ZLOO EHQH*W
advance in their careers. At the same time, travel

appears to be glamorous and exciting. At the end of this session participants will be able to:

Yet there is a downside to frequent travel as “road e Learn ways to reframe travel arrangements by

warriors” report feeling lonely, isolated. They report VHHLQJ WKH SRVLWLYH EHQH"“WYV

the time away from friends and family and missed » Explore the opportunities for career enrichment.

events take a toll on relationships. Along with the  Discover practical tips to tackle loneliness and

delays and unpredictability of life on the road isolation.

e 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. @

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

FDUHHU ERRVWLQJ DQG OLIH HQULFKLQJ EHQH*WYV WKDW WUDYHO
offers. Using the strategies offered in this session will

improve and enhance the overall experience.

I




Mental Health Series

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

We all have a role to play in helping to normalise with the knowledge to be a supportive colleague
conversations around mental health and contribute able to recognise signs of concern and respond
towards a respectful and supportive work appropriately.

environment where colleagues feel able to share

concerns in an open way. +RZ SDUWLFLSDQWY ZLOO EHQH*W
As such, it is important that every employee has At the end of this session participants will be able to:
WKH FRQ“GHQFH DQG FRPSHWHQFH WR UHFRJQLVH LI

a colleague is behaving in a concerning way and « Know why mental health awareness is important.
know how to intervene in an appropriate and e Understand mental health and different conditions.
effective way, taking every opportunity to bring this * Recognise signs of concern.

subject out in the open and commit to making a e Learn how to support a colleague.

difference. This seminar will help equip attendees » Discover steps to take in a crisis. ®

Mental Health: Recognise and Respond
— A Session for Managers

Every manager has a legal, business, and moral +RZ SDUWLFLSDQWY ZLOO EHQH*W
responsibility to be proactive in helping support
their employees during times of need. At the end of this session participants will be able to:

2XU ZRUNLQJ OLYHV FDQ KDYH D SR 2 HthpKa3isk @hyrie@tal He&ttiQawareness

our mental state and, as leaders in a demanding and is important.

high-pressured world, it is essential that we develop ¢ Understand mental health and different conditions.
WKH FRQ“GHQFH DQG FRPSHWHQFH W ReLdghis® ¥ighs \oflcaneknY LG XD OV

at risk and intervene in an appropriate and effective « Establish strategies for having a conversation with
way. The aim of this session is to help you to recognise an employee in need of support.

signs of concern and respond appropriately. e Learn how to manage in a crisis. @
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Battling Burnout

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

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.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
At the end of this session participants will be able to:

e What is burnout?

e What are the signs of burnout?

e Who is at risk?

« How to protect yourself.

X K\ WKH LPSRUWDQFHORI WKH “YH L5MV

Talking about the “S” Word

1in 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.

In addition, many people feel uncomfortable when

KDYLQJ GLI*FXOW RU UDZ FRQYHUVDWLRC
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.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
At the end of this session participants will be able to:

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

e 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. @




Mindfulness Series

Emotional Strength

Emotional strength consists of being able to answer in an open way about our emotions, without avoiding
WKRVH WKDW DUH PRUH GLI"FXOW WR PDQDJH EHLQJ DEOH WR LGHQWLI\ WKH]I
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. @

Mindfulness for Compassion

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. @

Practice of Gratitude

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. @

26
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Helping Children Learn Mindfulness

7KH SUDFWLFH RI PLQGIXOQHVVY RU IXOO DWWHQWLRQ KDV EHHQ SURYHQ WR
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

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

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. @




Being There — The Art of Taking a Walk

<RX GRQMW QHHG WR EH VHDWHG LQ D TXLHW URRP ZLWK \RXU H\HV FORVHG
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. @

Mindfulness to Sleep Better

We all know the importance of sleeping well and resting. Lack of sleep can create unpleasant and irritating
VIPSWRPV VXFK DV WLUHGQHVV DQ[LHW\ LUULWDELOLW\ GLI“FXOW\ FRQFHQ

The truth is that sometimes we may have trouble sleeping. Our thoughts and our worries about our family, our
“QDQFLDO VLWXDWLRQ RU RWKHU SUREOHPV RFFXS\ RXU PLQG PDNLQJ LW LF
can solve this problem with a series of exercises that help us liberate our mind and impact our sleep. ®

Be Conscious of Time

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. ®
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Clearing Your Mind

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. ®

Beyond The Body Scan

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. ®

Exploring Moments to Practice Mindfulness

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. @




Diversity, Equity

and Inclusion Series

Why Inclusion Matters

$Q HVVHQWLDO “UVW VWHS LQ DQ\ '¢endsrlt&sd,delgionl.age, ethnicity, sexual

focusing on “inclusion” as a mindset. Creating an orientation, neurodivergent, and educational groups.

attitude and belief that embraces everyone is at the

heart of organisational performance. +RZ SDUWLFLSDQWY ZLOO EHQH*W
Inclusion ensures that there is room at the table At the end of this session participants will be able to:

for all groups within the organisation, participation

in the conversation assumes that all feel welcome « Explore the inherent complexity of bringing a

and accepted to share and the level of contribution diverse group together to function as a cohesive,

is tied to their sense of belonging. Assess group functioning group.

representation to ensure full participation from * 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.

e Explore the message of inclusion and effective
implementation within the organisation. @
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Bullying and Harassment: Zero Tolerance

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.

+RZ SDUWLFLSDQWY ZLOO EHQH"*W
At the end of this session participants will be able to:

e Understanding what is considered
inappropriate behavior.
» 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.
X 6SHFL“F RUJDQLVDWLRQDO SURFHVVHVY WR DGGUHVV
such situations. @

Fostering a Sense of Belonging

7KH QHHG IRU DI“OLDWLRQ DQG E HOmR@hhkerkdnse @ Qelonyingtg\Welusion in the

human emotional need. This includes belonging to a workplace are 3.5 times more likely to contribute

team, an organisation, a community, or a religious or their full potential. High belonging has been shown

ethnic group. to increase job performance by 56 percent, reduce
turnover risk by 50 percent and decrease sick days

By belonging to a group, we feel a part of something by 75 percent, according to Harvard Business Review.

larger and more important than ourselves. Satisfying When scaled across the organisation, belonging is

the need for belonging is centered on acceptance, good for business.

attention, and support from members of the group.

The need to belong to a group also can lead to +RZ SDUWLFLSDQWY ZLOO EHQH*W

changes in behaviors, beliefs, and attitudes as people

strive to conform to the standards and norms of At the end of this session participants will be able to:

the group. This need for belonging is a reason why

membership in Employee Resource Groups (ERG’s) e Learn about what belonging means and why it is

has grown rapidly. When people have a sense of SO important.

belonging, they feel included, leading to more e Gain strategies to cultivate a sense of belonging

meaning in life. Therefore, belonging and attachment for oneself.

to co-workers is an important factor in considering e Understand what organisations can do to foster a

leaving or staying in their current position. Employees culture of belonging. @




Sustaining a Respectful Work Environment

1HR

We all come to work with the expectation that we address concerns in a constructive way, and help

are going to be treated appropriately — be shown contribute towards a collective vision built on a

respect, have our ideas and opinions listened to, be collaborative, respectful and harmonious work culture.

provided with the information we need to do our

jobs and feel safe. +RZ SDUWLFLSDQWY ZLOO EHQH*W
This training session will empower attendees with At the end of this session participants will be able to:

the awareness and knowledge to cooperate and

communicate with respect, embrace differences, X '"H*QH KHDOWK\ DFFHSWDEOH ZRUN EHK

what may be considered inappropriate.

E - attend ith th ) » Outline ways to promote a positive and inclusive
mpower attenaees wi e awareness work environment.

and knowledge to cooperate and « Tackle inappropriate behaviour in an assertive way.
communicate with respect » Understand the support available. ®
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Discovering Unconscious Bias

Unconscious bias, is also known as implicit bias
or hidden bias, and it poses a serious roadblock
WR '(,

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

ethnicity, age, disability, or other factors. The aim of

this session is to raise awareness of different types

RI XQFRQVFLRXV ELDV DQG PLQLPLVH LW
workplace practices, policies and processes.

+RZ SDUWLFLSDQWYVY ZLOO EHQH*W
At the end of this session participants will be able to:

e Understanding how unconscious bias
is revealed.

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

« ldentifying one’s own unconscious biases. @

Understanding Microaggressions

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.

+RZ SDUWLFLSDQWY ZLOO EHQH*W

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. @




LEADERSHIP
STANDARD
TRAINING

These trainings are BOH and
FES. Any customisations to
content will incur a charge




Leadership

Standard Training

How to Lead Hybrid High-Performing Teams

1HR

With the ever-evolving ‘hybrid’ working workload and wellbeing status are some of
environment, virtual teams will be here for the long- the challenges that managers face on a daily

term. They offer employers the chance to capitalise basis that will be addressed in this session to

on talent and diversity without any restrictions of better equip managers with an effective

geographical location. leadership strategy.

For employees, virtual teams offer freedom +RZ SDUWLFLSDQWY ZLOO EHQH*“W
DQG tH[LELOLW\ WR ZRUN ZKHUH WKH\ OLYH RSWLPLVH

their contribution, and attain a healthy work- At the end of this session participants will be able to:
life balance. Nonetheless, while virtual teams

have been shown to increase productivity and » Discover ways to contribute to a compassionate
lower attrition, they also present unique challenges hybrid work culture.

for managers. Communication, trust, monitoring e Learn practical ways for managers to communicate

and reconnect with their virtual teams.
e Learning ways to embrace the opportunity to

White virtual teams have been shown L
reunite with others.

to m.crease productivity and |C_)W€r e Help managers understand the importance of
attrition, they also present unique monitoring employee wellbeing status for all
challenges for managers virtual team members. ®




3. STANDARD LEADERSHIP TRAINING

Advocating For Your Employees

1HR

The objective of this session is to emphasise the In turn, this will help to cultivate working
importance of being an advocate for your team relationships where people are enabled in their
and make you aware of what you need to do growth and development for both professional
differently for your workforce to feel truly heard and organisational gain.

and represented, contributing to higher levels of
RSHUDWLRQDO HI“HQF\ PHDQLQJIXO+RZBIBIBEMAWDEDB QWY ZLOO EHQH*W

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

. . . . e What does it mean to advocate for your team?
Cultivate working relationships where o .
e Why is being an advocate important?

people are enabled in their growth and « How to be an effective advocate?

development for both professional + Explore what would get in the way of being an
and organisational gain effective advocate. @

The Coach Approach to Leadership —
Leadership Skills for Thriving Teams

1HR

This session explores the role leadership plays in coach approach communication principles into their

optimising performance and motivating others. leadership style and organisational culture to develop

Participants will learn methods to achieve success in employees that thrive.

guiding and motivating others, while leading with a

sense of focus, purpose and direction. +RZ SDUWLFLSDQWY ZLOO EHQH*W
Additionally, they will learn strategies for optimising At the end of this session participants will be able to:

performance and bringing out the best in their people.

Leaders must draw upon multiple skills to be successful. » Examine their current leadership style.

Many recognise the value of connecting with others » Recall the four different types of listening and

focus on developing their listening ability.

e 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

Today’s workforce desires a coach
approach to leadership

using communication tools that professional coaches empower growth.

use to facilitate powerful conversations. Today’s X 3UDFWLFH zZzD\V WR LQFUHDVH VWDII V
workforce desires a coach approach to leadership. to build morale and productivity by utilising

Participants will recognise the value of integrating the acknowledgement. @




Managing Psychosocial
Risks in the Workplace

1HR

Non-physical factors in the workplace can become This training is designed to help organisations identify
detrimental to employee health and well-being. psychosocial risks and hazards and how they can be
When poorly managed, factors such as workload, managed to promote employee wellbeing.

change, how employees are treated and managed,

become psychosocial hazards. +RZ SDUWLFLSDQWY ZLOO EHQH"W
These hazards can threaten our mental and physical At the end of this session participants will be able to:
well-being, and may lead to a number of outcomes

such as loss of concentration, poor decision-making, » Learn how to recognise psychosocial risk factors
at-risk behaviours, increased error rate, reduced and their impact on employees.

effectiveness and productivity, depression, or anxiety. » Discover the legal, commercial and moral case

for risk management.

X '"H*QH HPSOR\HU GXW\ Rl FDUH DQG UH
responsibilities.

e Understand effective intervention techniques

This training is designed to
help organisations identify

psychosocial risks and hazards to manage psychosocial risks.
and how they can be managed to « Find their own coping strategies to deal with
promote employee wellbeing the risks. ®




3. STANDARD LEADERSHIP TRAINING

*HWWLQJ &RPIRUWDEOH ZLWK &
A Leadership Guide

1HR
Almost every workplace has a diverse blend of collaboration among their team, whilst examining
personalities and preferences therefore it is expected the role of attitudes and perceptions, along with how

WKDW WKHUH ZLOO EH VRPH GLVSX\lhakeQhe ntoRt Qftthdir\tfiverse relationships with
diverse kinds of people.
Not all employees are the same; some personalities
are easier to interact with than others. Human beings +RZ SDUWLFLSDQWY ZLOO EHQH*W
DUH RIWHQ IHDUIXO RI FRQtLFW DQG QRW KDYLQJ D KDSS\
DQG DPLFDEOH WHDP FDQ PDNH ZR UANth¥ Bnd bf Ghis KeESX00 perticipants will be able to:
+RZHYHU QRW DOO FRQtLFW LV EDG &RQtLFW FDQ OHDG WR

positive growth and change. Thus, it is important X ([SORUH WKH RULJLQ RI FRQtLFW DQG "
that managers need to learn how to communicate X ,GHQWLI\ FRQtLFW PDQDJHPHQW VW\OF
and facilitate a positive working relationship with any * Develop an understanding of the intent behind

personality type to explore how to reach resolutions the message.

that are agreeable to all parties involved and get X &RQQHFW FRQtLFW PDQDJHPHQW VW\OI
the team focused on moving forward. This session of personality types.

ZLOO WHDFK OHDGHUVY OHDUQ FRQtl FoanstiBrQay3 kb RrdafeW collaborative

strategies that will boost performance and increase environment. @

People Centric Leadership

1HR

Leaders who follow a people-centric approach know a healthy and productive workplace. This interactive
what it means to be successful: to put their people at and insightful session focuses on emotional

the forefront of everything they do. intelligence, self-awareness and relating to others.
Great leaders not only understand themselves but +RZ SDUWLFLSDQWY ZLOO EHQH*“W
they know the people they manage and know the

importance of developing compassionate and At the end of this session participants will be able to:
empathetic relationships. This relies on emotional

intelligence (EQ), the ability to recognise their own e Understanding ways to communicate

feelings and those of others, and self-motivation to compassionately, empathetically, and

understand the needs and motivations of others. professionally.

Leaders who demonstrate a greater EQ help create e Learning and applying techniques to develop

emotional intelligence.

. . L ) e Understanding how to work in a collaborative
This interactive and insightful session manner to optimise motivation and morale.

focuses on emotional intelligence, self- « Learning ways to develop self-awareness and adopt
awareness and relating to others a greater understanding of how others work. @




STANDARD
EMPLOYEE
TRAINING

These trainings are BOH and
FFS. Any customisations to
content will incur a charge




Standard

Employee Training

Healthy Mind Toolkit —
Boosting Your Mental Health

1HR

Managing your own health and energy is an can reduce our risk of prolonged physical health
essential part of living a happy and healthy life. problems. This empowering training will help you to
Many people become more concerned about understand how to optimise levels of mental health
meeting other people’s needs and expectations as well as gain coping strategies for dealing with

and end up neglecting their own. adversity in a constructive way, developing structured

mechanisms for building better mental health.
People also believe that their mental wellbeing should
only be addressed when they are struggling, however, +RZ SDUWLFLSDQWY ZLOO EHQH*W
constantly checking in with our mental wellbeing
KHOSV XV WR PDQDJH GLI“FXOW W L PAH thele@d bY¥ tKilsl sé3sihXpdrticiiaq<Buill be able to:

e Learning how to optimise levels of mental health.

This empowering training will help you  Identifying ways to manage adversity and change.

to understand how to Optlmlsg Ievels_ e Learning practical stress management strategies.
of mental health as well as gain coping « Develop structured mechanisms for building
strategies for dealing with adversity better mental health. ®




4. STANDARD EMPLOYEE TRAINING

Creating a Resilient Mindset

1HR
Our resilience is tested in several aspects of our your personal operating system and identifying the
lives, particularly when we are under pressure or mental obstacles (thoughts, feelings and attitudes) that

“QG RXUVHOYHV LQ D FKDOOHQJLQJHWLQRRRH@W\ 3DUWLFLSDQWYV ZLOO IR
accepting personal accountability, developing a

In an ever-evolving and transitioning landscape that belief system that encourages and supports success,

often brings fear and uncertainty, it is important for us accurately and objectively assess your moods and

to know how to adjust effectively and remain resilient. blind spots, perfect your deep breathing technique and

This training will explore our relationship with failure curate curiosity to view situations from different angles.

and how by transforming our perception we can

discover the vital secrets for developing an adaptable +RZ SDUWLFLSDQWY ZLOO EHQH*W

DQG FRQ“GHQW PLQGVHW E\ HPEUDFLQJ YXOQHUDELOLW\
DQG IHDU 6SHFL“FDOO\ WKLV VHVYV IARiRE &d OfEhitideS<oR pBHiclvakts will be able to:
foundation of resilience, understanding yourself and
» Discover the power of vulnerability when
6SHFL“FDOO\ WKLV VHVVLRQ feaayifyfpiiepypy
. . e Learn how to perceive adversity as a
the foundation of resilience, . :
) learning opportunity.
understanding y_ourself and your  Tackle limiting beliefs associated with
personal operating system and challenge and change.
identifying the mental obstacles + Understand how to embrace fear and take risks. @




4. STANDARD EMPLOYEE TRAINING

Switching Off — Life Beyond Digital Devices

1HR

The modern working world is plugged in now, more a powerful insight into the true impact of living

than ever and we are driven by rapid advancement and working in a reactive, fully connected world.

in technological growth. The way we communicate in Participants will discover practical ways to reclaim
this digital world has transformed working behaviours, a sense of work-life balance and address existing
compelling workers to be plugged in 24/7. habits to be able to unplug digitally and mentally for

a healthier and happier life.
The overuse of digital devices has been linked

to stress, burnout, insomnia, anxiety and other +RZ SDUWLFLSDQWY ZLOO EHQH*W
mental health disorders. This thought-provoking
and innovative seminar will provide attendees with At the end of this session participants will be able to:

Participants will discover practical ways * Understand the psychological impact of being
switched on 24/7.

to reclaim a sense of work-life balance : . o
. . » Learn simple strategies to unplug digitally and
and address existing habits to be able mentally for a healthier and happier life.

to unplug digitally and mentally for a « Discover practical ways to reclaim a sense of work-
healthier and happier life life balance and address existing habits. ®




Healthy Boundaries and Work-Life Balance

1HR

People often feel torn between work and time WKHP WR EH PRUH HIIHFWLYH DQG PRUH
with the family. They feel they don’t have enough both their home and work lives.

‘me’ time.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
This session will help participants identify various

ways to achieve balance with personal, family and At the end of this session participants will be able to:
ZRUN UHVSRQVLELOLWLHYV 7KH FRQtLFWLQJ GHPDQGV RI

work and home can create stress and zap the time « Identify the sources that keep them out of balance.
and energy needed to get everything done. In this « Determine the meaning of work-life balance.

VHVVLRQ SDUWLFLSDQWY ZLOO “QG l&nimkE tdanabekdnvgtratég@OfoDe@eCtiRely
managing multiple demands.

“ X, 2 LVEXV H *WV RI SULRULWLVL
SDUWLFLSDQWYV ZLOO *QG DQVE%pﬁrgt?erg{/eofﬁnggz\ﬁan communication

allow them to be more effective and with others.
PRUH VDWLV*HG ZLWK ERWK -V\ﬁé\)éﬁdpgn %tBr‘Ppiﬁ'n to'Galance their own work
work lives and life demands. @

Effective Stress Management

1HR
Working under excessive pressure for a prolonged hormones in our minds and bodies which leads to
period of time can result in chronic stress which PRUH VLIJQL“FDQW KHDOWK LVVXHV VXFK

FDQ KDYH D VLIJQL“FDQW DGYHUVH Ld?&PpredsioRQ R XU
mental and physical health, in particular long-term

cardiovascular problems due to the consistent and +RZ SDUWLFLSDQWY ZLOO EHQH*W
ongoing increase in heart rate, and elevated levels

of stress hormones and of blood pressure. At the end of this session participants will be able to:

Without understanding the physical stress ¢ Understand the science of the stress response.

UHVSRQVH LW FDQ EH GLI“FXOW W R Retbynis©yRuS oliHsDe3a/rigyers.

coping strategies to help us tackle stress in e Learn how to respond rather than react.

an effective way, causing a build-up of stress  Discover powerful stress busting strategies. @




Staying Optimistic —

Conqguering 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

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.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
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.

e Understand when additional help is needed.

e Discuss the types of help available. ®



4. STANDARD EMPLOYEE TRAINING

Discover the World of Emotional Intelligence

1HR

Being able to recognise feelings in oneself and by recognising the feelings of family members and

others, managing emotions, and balancing thoughts co-workers, and responding in a balanced, rational

are invaluable traits that are associated with way, they can improve relationships and collaborate

emotional intelligence (EQ). more effectively. The session also examines new brain
research on emotions and the battle between the

Emotional intelligence requires skills such as self- emotional and the thinking brain.

awareness, self-regulation, motivation, empathy, and

social skills. Embracing the nuances of human emotion +RZ SDUWLFLSDQWY ZLOO EHQH*W
KDYH GHPRQVWUDWHG VHYHUDO EHQH*WYV SDUWLFXODUO\ DW

work, such as better collaboration, compassionate At the end of this session participants will be able to:
leadership, boosted morale and overall a happier
and healthier workplace. Participants will learn that e The ability to cope with daily situations and get

along in the world includes both cognitive and

. . . emotional intelligence.
The session also examines new brain . o .
» The emotional brain impacts behaviour.

research on emo‘u_ons and the battle ¢ An ‘amygdala attack’ of panic reactions results
between the emot|0na| aﬂd the when Cognitive thmkmg Stops_
thinking brain « Calm breathing and focused listening add to EQ. @

Eat Well. Move More. Sleep Better.
1HR

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.

+RZ SDUWLFLSDQWY ZLOO EHQH*W
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.

« ldentifying good sleep hygiene practices B64:C70. @




4. STANDARD EMPLOYEE TRAINING

Tackle Unhealthy Habits
and Transform Your Life

1HR

Breaking bad habits can be tough. Even if we know bad habits such as alcohol consumption, smoking,
VRPHWKLQJ LV QRW JRRG IRU XV “Qs6elaQuiedis Krid unireslthy eating L TR&session will
to tackle the unhealthy cycles of behaviour and explore triggers and how to plan ahead for success.

know how to make better choices is not always easy.
+RZ SDUWLFLSDQWY ZLOO EHQH*W
The good news is that change is absolutely possible.
This session will explore the science of behaviour At the end of this session participants will be able to:
change and apply these teachings to tackle common
« Identifying triggers.
e Understanding the science of habit formation.
The session will explore triggers and « Establishing ways to boost motivation for change.
how to plan ahead for success « Creating a strategy for breaking bad habits. ®




Coping with Critical lliness

Many serious health problems seem to develop new situation, ease the stress and mental anguish that
unexpectedly, upsetting your life out of the blue. RIWHQ DFFRPSDQ\ VHULRXV LOOQHVV DQ
<RX PD\ IHHO RYHUZKHOPHG E\ ZDY navidate Bis ¢h&llxnQiig new journey.
emotions — from fear and worry to profound sadness,
despair, and grief — or just numb, frozen by shock or +RZ SDUWLFLSDQWY ZLOO EHQH"W
the feeling that you'll never be able to cope.

At the end of this session participants will be able to:
7KH HPRWLRQDO XSKHDYDO FDQ PDNH LW GLI*FXOW WR

function or think straight, and even lead to mood » To learn about the emotional impact of a critical
disorders such as anxiety and depression. illness diagnosis.

One’s emotions can feel like a roller-coaster. However, » To gain some skills to manage the diagnosis and its
participants can learn to manage these feelings, aftermath in as helpful a way as possible.

DGMXVW WR D QHZ ZD\ Rl OLYLQJ D ® Go Ondatsiaria thX idnp@tencead taBihd Eare of
one’s mental health during a critical illness.

But whatever your diagnosis or emotional response, e Understanding the impact on caregivers and
it's important to know that you're not powerless. emphasising the need for their emotional support
There are steps you can take to better cope with your as well. ®




Raising Resilient Children

1HR

Many parents face multiple changing roles and others. It will explore key communication strategies
UHVSRQVLELOLWLHY DQG LW FDQ E khaBHel Enpower YuRg QHildrdn hbdtiédp them
the new demands faced, whilst also supporting the overcome stress in a healthy way.

psychological needs of their children.
+RZ SDUWLFLSDQWY ZLOO EHQH*W
The session will highlight the importance of raising

resilient children and explores the road blocks that At the end of this session participants will be able to:
get in the way of letting parents focus on this, such
as parental guilt, perfectionism and comparison with e What is resilience?

* How can resilience be built.

L -  Strategies to help children build their
Explore key communication strategies "
resilience muscles.

that help empower young Chllern ¢ What does that mean for you as a parent.
and help them overcome stress in a  Understanding the barriers that get in the way
healthy way of making children more resilient. ®




4. STANDARD EMPLOYEE TRAINING

The Many Faces of Grief — Coping with Loss

1HR

While grief touches everyone, and grieving +RZ SDUWLFLSDQWY ZLOO EHQH"W
is normal, the pain of loss is unique to

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

ODMRU ORVVHV WULJJHU FRQtLFWL @ JheldfRrént RQiMlivilUaRvays each person

anger and denial to maybe even relief. This session handles grief and loss.

will help participants to explore their own reactions e The ways both adults and children can learn to
to loss, from a death to divorce. They will learn why grieve in a healthy manner.

some people are stuck in a ‘grief rut’ as they discuss e How the helping hand of support to those in grief
more healthy ways to grieve. makes the process more tolerable for them. @

Unlock The Secret to Financial Wellbeing
1HR

ODQDJLQJ \RXU “QDQFHV PD\ VHHP OLNH D ODUJH
and daunting task however it allows you to have

a better perspective of where and how you're

spending your money.

*RRG SHUVRQDO “QDQFH PDQDJHPHQW DOORZV \RX WR
learn how to control your money so you can achieve

\RXU “QDQFLDO JRDOV 7KH LQLWLDO VWHS LV GH"QLQJ
\RXU PRQH\ EHOLHIV DQG \RXU “QDQFLDO JRDOV ERWK
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

\RXU “QDQFLDO JRDOV DV \RX OHDUQ KRZ WR PDQDJH
your debt and develop a personal strategy for taking

FRQWURO RI \RXU “QDQFHV

+RZ SDUWLFLSDQWY ZLOO EHQH"W
At the end of this session participants will be able to:

» Understand your money beliefs and how
WKHVH DITHFW \RXU SHUVRQDO “QDQFHYV
» Establish ways to track your spending.
» Explore proven ways to reduce debt
and spending.
» Develop a personal strategy for taking
FRQWURO RI \R&U “QDQFHYV



4. STANDARD EMPLOYEE TRAINING

Work Smarter, Not Harder —
Become a Time Management Master

1HR

How often do we hear the phrase, there aren’t This session will provide a basic explanation of the
HQRXJK KRXUV LQ WKH GD\" 0DQ\ S HiR&maHagement process and the characteristics of
themselves constantly adding to the to-do list with effective time managers. It will discuss the importance
the day passing by with the feeling that they haven't of prioritising important events, and explore the
accomplished anything. role of delegation and communicating delegation

requests with others.
Effective management is critical to ensure you feel

better accomplished and less overwhelmed at the +RZ SDUWLFLSDQWY ZLOO EHQH*W
end of a busy day. Time management is a learned
skill. It requires self-discipline and a desire to become At the end of this session participants will be able to:

conscious of how one manages one’s daily activities.
» Explain the time management process.

ffecti : itical  Provide characteristics of effective time managers.
Effective management is critical to ensure « Discuss the importance of prioritising

you feel better accomplished and less important events.
overwhelmed at the end of a busy day + Explore the role of delegation and boundaries. @

Powerful Communication — Harnessing
Effective Techniques To Enhance Your Style

1HR
Effective Communication is conceptualised as present in all human interactions and affect each of
the ability to convey information to another both us in different ways. Everyone manages emotions,
HITHFWLYHO\ DQG HI“FLHQWO\ *RRGFRPPXDOQFRDWQRGUEDP® FRQtLFW IURP KDEL
and written communication skills are crucial for and styles developed early in life and over time. This
successful relationships. It is also important that session will help develop important communication
people exercise active listening skills. skills both verbally and non-verbally to create a
more cohesive, collaborative and successful working
The ability to effectively communicate with others environment.
through listening and speaking is one of the most
powerful tools for personal and professional +RZ SDUWLFLSDQWY ZLOO EHQH*W

VXFFHVV (PRWLRQV FRPPXQLFDWLRQ DQG FRQtLFW DUH
At the end of this session participants will be able to:

The ability to effectively

- -  Effectively listen to be better communicators.
communicate with others through .
« Develop an awareness of personality and

listening and speaking is one of the communication tendencies.

most powerful tools for personal  Discuss ways to overcome barriers to
and professional success effective communication. ®




OTHER TOPICS AVAILABLE ON REQUEST

BELOW IS A LIST OF SOME OF THE TRAINING TOPICS WE CAN OFFER TO SUPPORT
AWARENESS DAYS OR SPECIFIC CAMPAIGNS BEING RUN WITHIN YOUR ORGANISATIONS.
PLEASE CONTACT US IF YOU HAVE A SPECIFIC REQUIREMENT.

Managing and Supporting
Employees Experiencing
Domestic Abuse

What Managers Need to Know
to Support Breastfeeding
Mothers and Babies

Healthy Fasting
During Ramadan

Tips for Smoking and
Tobacco Cessation

Identifying Signs of Addiction
in a Loved One

Changing Relationships: You
and Your Ageing Parents

Understanding Menopause in
The Workplace / Womens Health

Thriving In Later Life:
Planning for Retirement

Transitioning from Your Role
into Parental Leave

Mens Health Matters

Healthy Eating on the Run

Talking about Breast Cancer

Build a better back

Where is the Sugar
— Tackling Diabetes

Let’'s Sleep On It: Developing
a Healthy Sleep Pattern

Tackling Sleep and
Stress Fatigue

Become More Heart Smart

Understanding Broken
Heart Syndrome

Womens Health and
The Menopause



GLOBAL LEARNING
SOLUTIONS TERMS
AND CONDITIONS

We thank you for allowing Workplace Options
to journey alongside you to facilitate the optimal
performance of your employees.

SERVICE DELIVERY GUIDELINES

TRAVEL AND AFTER HOUR SESSIONS

* An additional 25% of the session fee or the
equivalent of one bank of hour will be charged for
sessions delivered outside standard business hours
— Monday to Friday before 8am and after 6pm, as
well as weekends.

e Travel is charged based on time and mileage for
sessions more than 30km outside of any major city.

3OHDVH “QG EHORZ WKH WHUPV DQG FRQGLWLRQV RI VHUYLFH

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.

WORKPLACE OPTIONS WILL FACILITATE
ON-SITE OR VIRTUAL LEARNING EVENTS:
e Three (3) weeks prior to the session, provide a

CANCELLATION AND
RESCHEDULING POLICY
X 2QFH WKH OHDUQLQJ HYHQW LV FR
allow one date change at no charge as follows:
o Standard Trainings - 3 weeks prior to the
originally scheduled delivery date
o Customised Trainings — 5 weeks prior to the
originally scheduled delivery date.

OHDUQLQJ HYHQW DQQRXQFHP HQWhekeafter, an additional 50 per cent of the value of the

 Five (5) business days prior to the session, provide

service(s) scheduled or 50 per cent of the total bank

“QDO FRQ“UPDWLRQ RI WKH IDFL O biwidauia/ flerithe Zdrii¢es JetireQuit/dDniiie charged for

GHWDLOV DQG SUR"“OH

» 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.:

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

e Provide a minimum of six (6) weeks’ notice for
customised learning event requests.

» Provide a training room and equipment (i.e.
/IDSWRS /&' SURMHFWRU
learning event. Please notify Workplace Options if
this requirement cannot be met.

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

 Print and provide handouts to all expected
participants for onsite learning events.

 Provide participants with the pre-work learning
material, if applicable, should a customised
learning event include pre-work content as a part
of the training.

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

each date change.

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

e Cancellation within two (2) to seven (7) business
days of the learning event date(s) is subject to 50%
of the value of the service(s) scheduled or 50% of
the total bank of hours for the services scheduled.

e Cancellation within one (1) business day of the
learning event date(s) is subject to 100% of the
value of the service(s) scheduled or 100% of bank
of hours for the services scheduled.

¢ All cancellations will incur the full reimbursement
charge of non-refundable pre-agreed travel
expenses and pre-agreed preparation hours

tLS FKD UW(if &pphdable).RU DQ RQVLWH

« All cancellations of customised learning events
after the customised content has been developed
will incur full cost of the development, customisation
and translation fees.

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,
WUDQVPLWWHG DUFKLYHG PRGL*HG
any way, except that the customer may download one

copy of the participant documentation provided by
Workplace Options on any single computer and print

it for distribution solely to the attendees of the learning

X 3URYLGH QRWL*“FDWLRQ WR :RUN $@ Badsiaris)neRtiQréd diBReQand provided that

requesting a session(s) of security clearance
requirements or other documentation required
for providers to be given access to the
customer’s workplace.

the customer keeps intact all copyright and other
proprietary notices. Agree not to record, broadcast,
webcast or otherwise transmit the session to any
additional audience without prior written consent. @
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WORKPLACE OPTIONS

CORPORATE HEADQUARTERS

3020 Highwoods Boulevard

Raleigh, North Carolina 27604

Phone: +1 (800) 699 8011

Sales: +1 (866) 792 3610

E-mail: service@workplaceoptions.com
Fax: +1 (919) 833 9888
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Canada

China
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