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Our Course List
HEALTH & SAFETY
Display Screen Equipment/GDPR*

COSHH*

Fire Safety*

Manual Handling*

Personal Protective Equipment*

First Aid*

Health & Safety In the Office*

Working at Heights*

Stress at Work*

Driving Safely***

Driving Economically***

Legionella Awareness*

Asbestos Awareness* †

Infection Control*

Risks and Responsibilities*

Food Safety*

Slips and Trips

Environmental Awareness

Electrical Safety

Managing Risk (coming soon)

COMPLIANCE
Modern Slavery

Equality and Diversity 

Data Protection Act

Preventing Money Laundering

Preventing Bribery in Business

Cyber/ Information Security

Safeguarding Adults

Safeguarding Children

LEADERSHIP & 
MANAGEMENT
Leadership Styles and Qualities

Developing Team Trust

Setting Goals and Guidelines for High 
Performance

Improving Group Dynamics 

Growing your Team to High 
Performance 

Leader as Coach 

Coaching Communication Skills 

Using the Grow Model to Coach

Preparing to Lead a Meeting

Leading a Meeting 

Resolving Meeting Challenges 

Managing Conflict 

Managing Challenging Behaviour 
Effectively 

Why Manage Performance?  

Setting Performance Expectations

Communicating Performance 
Expectations

Performance Outcomes that Motivate

Monitoring Performance

Giving and Receiving Feedback

Solving Performance Problems

Performance Improvement Strategies

Preparing For a Formal Review

Evaluating Performance

Conducting a Performance 
Review

Thinking Creatively

Solving Problems: 
Definition to Options

Decision Making: 
Options to implementation

Preparing to Lead a Meeting

Leading a Meeting

Giving and Receiving Feedback

Finance for Non-Finance Professionals

Making Presentations Powerful

Planning a Powerful Presentation

Powerful Message and Structure

Bringing Presentations Alive

Creating Powerful Presentation 
Support Materials

Using Words and Voice Effectively

Stage Presence

Handling Questions

Rehearsing Presentations

Influencing to Win/Win

Communicating to Influence

Influencing Teams

Influencing in Meetings

Time Management (coming soon)

BUSINESS SKILLS
Customer Service Essentials 

Customer Service Knowledge  
and Attitude  

The Sales Sequence 

First Contact 

Exploring Needs

Matching Needs

Handling Complaints 

Angry Customers 

Satisfying Challenging Customers

† IATP Accredited Course
* RoSPA Accredited Course
*** RoSPA do not accredit Driving courses

IT & PROJECT 
MANAGEMENT
Microsoft Excel 

Microsoft Word

Microsoft Powerpoint

Microsoft SharePoint

Effective Outlook

Project Management Effective E-mail
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Experience features that put you in control:
Drive personal development with interactive, engaging and memorable courses

Talk to everyone with accessible courses with unique access to over 250 languages

Offer learning anywhere with multi-device compatibility

Get your business messages across with our in-course editor

Embed learning with interactive eBooks

Create your own curriculum with great value customisation

Ensure your compliance with optional locked navigation

Demonstrate compliance with our cheat resistant technology and accreditation

Choose your technology with LMS or Cloud technology

We work with you to provide eLearning solutions that deliver what you want with a great 
customer experience, proven learning effectiveness and practical features that put you in 
the driving seat.
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Our development team take 
immense pride in their work 
and are constantly looking 
for new and effective ways to 
engage and delight learners. 

At Engage in Learning it’s a team effort, we 
hire smart people from diverse backgrounds 
including Game Design, Animation and 
Education. We think like the learner and 
deliver eLearning excellence.

Kim Whitmore 
Development Director

Let our combination of engaging courses, 
innovative technology and great support help 
to make your eLearning journey a success.

Our aim is to put you, our 
customer, in the driver's seat, 
so we’re constantly creating 
new features - like our in-course 
editor and multi-language 
capability. 

Chris Horseman 
Managing Director

Mark Edmonds John Polak Alexandra Wilson Veronica Douglas
Sales ExecutiveSales ExecutiveAccount ManagerAccount Director Senior Account Manager

Siân Ingleby

Meet the team
Our mission: to provide engaging and affordable learning that is practical and effective in an 
organisational setting. 

Our values: to provide eLearning you control - putting our customers at the heart of their 
eLearning journey. 

Our strength: combining ready-made courses, custom development and Learning Management 
together as a complete solution.

Benefit from eLearning you control
We know companies need a learning solution specific to their need, 
training budget and learning culture. At Engage in Learning we work in 
partnership with our customers to find the right solution and use our 
flexible licencing model to ensure learning is cost effective.

Our eLearning puts you in control, enabling you to make a rapid impact on organisational 
performance and compliance. By getting a clear picture of the usage and performance of your 
learners through our Learning and Risk Management Solutions, you’ll see exactly what’s working and 
where compliance or performance issues might arise.

Our experienced sales team can provide advice and guidance on the best and most cost effective 
way to meet your needs. Our solutions are easy to implement and use, but if you need support we 
are here to help.

Our Sales Team
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What our customers think

Frank Coleman - Head of Customer Service

Helen Clark - Head of Diversity & Inclusion

They’re easy to use, the instructional design is very strong and they can make a practical 
difference to performance. Also, the founders of Engage in Learning really understands eLearning, 
having been in the industry from the very beginning. To be able to tap into their expertise has 
been invaluable.”

“Engage in Learning’s courses combine interactivity,  humour and storytelling to 
create engaging and memorable learning.

Nick Chammings - Carillion's L&D Business Partner

John Munton - Chief Safety Officer

In the context of local authority, it’s a refreshing change. Using the video clips to promote and 
enhance the written message is something the team feels has particularly enhanced the learning 
opportunities for their staff.”

“In terms of the gamified induction course designed for us by Engage in Learning, 
it’s not a bland piece of training, it’s a mix of activities, some video, some 
questions and lots of interactivity.

Engage in Learning listened carefully to what was needed and proposed solutions that were 
spot on. They ensured that the eLearning became a natural element of our blended learning 
programme, which also included classroom based workshops.”

“Engage in Learning were fantastic from the start. They were keen to understand 
how Vodafone expected their leaders to behave in order to translate this into a 
relevant Leadership Essentials e-learning course.

Engage in Learning offer an effective and enjoyable way to provide mandatory training. They're a 
very professional and responsive partner and I'd have no hesitation in recommending them. Our 
health & safety course is quick and easy to complete and it ensures that our people know what 
they need to know to do their jobs safely.”

“We've been pleased by the positivity of the evaluation results. 
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Custom solutions
Find out how T-Systems and MAN Truck and Bus engaged their people and energised 
performance by implementing an Engage in Learning customised solution.

Custom induction for 
innovative manufacturer

Business need
Helping new employees to be safe in their 

environment is always a priority. The training 
team at MAN Truck and Bus, part of the VW 

group, liked our eLearning modules, but needed 
specific workshop content.

Our solution
We customised existing modules, adding video 

and images shot in their workshops, as well 
as creating completely custom modules on 
Petrochemical Regulations and Working at 

Height on vehicles.

We also custom developed an introduction to 
the company and implemented a Totara LMS.

Custom induction for 
Telecoms company
Business need
T-Systems, a Deutsche Telecom company 
headquartered in London with offices and 
data centres across the UK, wanted to deliver 
consistent health and safety courses tailored 
specifically to their working environments, 
policies and systems.

Our solution
As a high-tech organisation, T-Systems had high 
expectations of eLearning. Offering them our 
off-the-shelf course library and unique approach 
to customisation meant that T-Systems were 
able to specify exactly what courses, sections 
and pages they wanted in order to build 
engaging, interactive and high quality content. 
Working with our production team they were 
able to alter audio, images, text and activities, 
add links to their policies and create new 
content to precisely meet their needs. 

Starting with our course library as a springboard, 
T-Systems benefitted from inbuilt powerful 
features such as automatic language 
translation and an easy to use course editing 
facility, enabling them to remain in control of 
course content at all times.

The outcome was a suite of courses including: 
An Introduction to Health and Safety, 
Environmental Awareness, Equality and 
Diversity, and Driving Safely.
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Your own LMS
We can work with you to provide ready-made, self-edit 
or customer courses that will run on your own Learning 
Management System (LMS).

All our courses conform to the SCORM 1.2 runtime environment 
and later standards.

World-Class Learning Management System
We partner with Totara to offer a fully featured LMS that gives you all the 
tools you need to develop your workforce including classroom, performance 
and Risk Management (with the ALaRMS dashboard) as well as content 
creation and advanced reporting. 

We can provide resilient and well supported web hosting or you can self-host 
if preferred.

Learning Management
Our complimentary LMS solutions feature a robust high availability system and 
Service Level Agreements. A web based training session is included in our costs, 
with full documentation available, alongside on-site training if required.

Totara can be set up with single sign-on and integration into your 
corporate systems.

Automated Learning and Risk Management System (ALaRMS)
Automated Learning and Risk Management System 
(ALaRMS) for small and medium enterprises: 
Our unique turnkey solution for up to 250 
learners makes it easy to assign courses, monitor 
performance, automatically send out reminders and 
for Health & Safety and Compliance use the ALaRMS 
dashboard to manage business risks.

ALaRMs is included in the price of our course 
libraries. For more functionality, you can easily 
upgrade from ALaRMs to a full Totara LMS.

If you want to find out more about ALaRMS, contact 
a member of our sales team today.
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Our course editor
Creating eLearning that we and our customers can be proud of drives our 
enthusiasm and passion for custom projects. 

Making the courses ‘yours’ is a way to show employees you are serious about their 
training helping learners identify and engage with the material.

Personalise our courses for your learners with relevant and timely information using our 
unique in-course editor. 

The simple, intuitive interface makes it easy for you to 

• Add your own graphics and text -- for example in-house policies & procedures, useful 
checklists, or news and updates

• Embed PDFs, Powerpoint presentations and other documents

• Add links to video and other powerful media

• Create links to Sharepoint and website content.

• And brand the courses with your company logo to highlight the investment your 
organisation is making in staff development.

Our in-house customisation services include branding courses with your corporate look, 
adapting course content to reflect your business specifics and adding completely new 
material.
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Post testing and certification
Our 'Cheat resistant' testing ensures learners have 
agreed to comply and there are no barriers to 
compliance.

Randomisation of question options and multiple 
question banks reduce the risk of 'passed around' 
answers, giving your organisation confidence 
mandatory learning has taken place. 

Each question is linked to a learning outcome and 
will display remedial feedback so that learning 
continues during the testing.

Accredited learning
On achieving the pass mark, learners can print 
a certificate of achievement which includes an 
appropriate accreditation such as RoSPA and/or CPD.

Customers tell us they like the fact we are easy to work with, our solutions are straightforward and 
simple to understand, putting them in control of their eLearning journey. Our interactive eBooks are 
a unique learning 'takeaway' that really make a difference in retaining and using knowledge, enabling 
learners to apply new skills.

• Accessible - Enables learners to make notes 
during and after the eLearning and to take 
advantage of features such as risk assessment 
checklists.

• Self-assessment - Questionnaires and risk 
assessments help ensure learners are working 
safely and correctly applying their learning.

• Action planning - Helps learners analyse 
their specific workplace situations and plan and 
monitor activities using the key processes from 
the eLearning. For example, when managing 
workplace stress, learners can create a 
structured action plan and record progress.

• Mobile memory aids - Checklists and 
quick reference summaries of key material 
make it easy for people to refresh their memory 
before taking on a new task or working in a 
different environment – on their mobile device 
at point of need.

Interactive eBooks

Attain accreditation
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Powerful features

Can you see it 
properly?  - Learners 
are helped to view the 
course at an optimal 
zoom level for their 
device.

Introductory text - 
Course aims, objectives 
and other information 
can be displayed here, 
as well as any reminders 
of content covered in 
the course.

Media ready? - Learners are 
alerted to the need for audio on 
the Landing Page and can easily 
check that it is working.

Instructions - include 
explanations of icons, 
navigation and other 
course features.

Languages - Using the Google Translate app, 
the on-screen text and transcript is translated to 
one of over 100 languages.

Post Test - On completing the content, 
learners can take an end of course test. 
When they pass, they can be issued with 
a certificate (optional).

Progress - Learners 
can see how much 
they've done and how 
much they have to do 
to help them plan their 
time.

Planning - The 
duration of a module 
is displayed here to 
help learners plan 
their time.

Information - A brief 
summary of what the 
module covers helps 
learners choose their 
own path through the 
material.

On the job - An optional eBook helps learners plan how to use 
new concepts and skills in the workplace and provides timely 
reminders of key information.
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Text transcript
The Closed Caption tool can be opened and closed at any point. This is especially 
handy if the learner doesn't have access to headphones or needs the course 
translated into a different language.

This is to help people understand the English courses, not to replace them, and for 
clients who need an exact translation we can arrange to have a solution in place on request.

Progress and review - Learners can check their 
progress. Completed pages are shown with a tick. 
Learners can also access individual pages by title using 
a drop down menu.

Page navigation
The bottom bar contains navigation buttons such as replay and next.
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Individual courses for a specific number of learners
You can licence individual courses for a fixed number of users. Ideal for specific training requirements, 
where you know exactly who needs training and what on.

We divide our courses into logical 
libraries:
• Health & Safety and Compliance
• Leadership & Management
• Business Skills
• IT & Project Management

Our course libraries offer excellent value solutions to common 
organisational needs.

For one price, all your employees can have access to all the 
courses they are likely to need.

Flexible pricing means you only pay for what you need.

Control your costs

Bite-sized insights 
for leaders
Bite-sized learning is fast becoming a key 
part of the eLearning landscape. With a rapid 
increase in mobile devices, shrinking training 
budgets and constraints on time, the way 
eLearning is designed, developed and delivered 
is constantly evolving, creating a need for new 
bite-sized learning modules.

We can help leaders and managers gain expert insight 
at their fingertips, providing access to a library of more 
than 500 bite-sized, 1-3 minute videos. Hear from a 
variety of speakers across a range of subjects, learn 
from their experience and enable your managers to 
lead change effectively.

If you want to find out more about new bite-size 
learning, contact a member of our Sales team today.

Courses from our partners

Emailogic - Effective E-mail
E-mail is our dominant method of business 

communication and an essential tool for 
successful collaboration with colleagues, 

customers and partners. 

Managing it effectively, communicating 
clearly and embedding good e-mail practice 

individually and in our teams, helps drive 
results, achieve goals and has a positive 

impact on our colleagues and customers.
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HEALTH & SAFETY
Course outlines
Our health and safety courses take a practical and interactive approach to 
understanding how to keep yourself and others healthy and safe at work. 

Food Safety  
Find out why food safety and hygiene is 
important to everyone, and what can happen 
when people think it doesn't matter. You'll 
learn why much of food hygiene comes down 
to you and how you operate in a kitchen and 
look at what hazards there are to food safety 
and how you can contain the risk of food 
poisoning.

Learn what you have to do to prepare hot and 
cold food, store it safely following stock control 
procedures, find out how to control pests, and 
describe what you have to do if food has been 

Slips and Trips 
Explore the impact of slips, trips and falls on 
individuals and find out what the law is and 
your role in keeping yourself and others safe. 

Find out about the 'see it, sort it' approach to 
taking personal responsibility to avoid and 
prevent slips and trips. You'll learn how to 
identify slip, trip and fall hazards and assess 
their risk and put in relevant control measures.

Risks and Responsibilities
Explains the Health and Safety at Work Act 
regulations, responsibilities of employees and 
employers towards ensuring a safe and healthy 
work environment and, common office hazards 
and risks that can affect workers negatively at 
work. 

Learn safe tips and tricks on staying healthy at 
work.
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HEALTH & SAFETY
Our health and safety courses take a practical and interactive approach to understanding how to 
keep yourself and others healthy and safe at work. 

Health & Safety in the Office  
Helps learners spot hazards and prevent risks 
that may cause accidents at work. Learners 
explore how to manage their physical 
environment and best practice for staying 
healthy and safe in their work place. 

Visual scenarios are used to demonstrate 
examples of common hazards that may cause 
injury or health problems. 

The accompanying eBook includes key 
concepts, assessments and exercises that 
people can take back to the workplace and put 
into practice.

Display Screen Equipment 
(DSE) / GDPR
Ensure your employees know how to comply 
with Display Screen Equipment (DSE) and 
General Data Protection regulations. Learn how 
to avoid aches, pains or fatigue when working 
with Display Screen Equipment by setting up 
workstations correctly with a comprehensive 
interactive checklist to assess all the vital factors. 

Adopt a good posture, keeping wrists and hands 
in a neutral position. Set up laptops correctly, 
use tablets and smartphones safely for work, at 
the office or at home. 

First Aid
Knowing how to respond to an injury or 
emergency is an essential life skill. 

This interactive course outlines basic first 
aid procedures, so you’ll know how to act if 
you encounter burns, fractures and more 
serious injuries, keeping the victim safe until 
professional help arrives.

The eBook provides a quick reference that can 
be used on a mobile device.
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Control of Substances 
Hazardous to Health 
(COSHH)  
Anyone who’s likely to come into contact with 
hazardous substances, including flammable 
or explosive substances, will benefit from 
this dynamic course. It reviews the COSHH 
Regulations and how they protect people at 
work. 

Using the eBook, learners can identify the 
hazard and assess the risks of any new 
substances they encounter as well as create a 
plan to reduce risks and deal with the exposure 
to substances they work with on a regular basis.

Personal Protective 
Equipment (PPE) 
This highly visual course demonstrates a variety 
of Personal Protective Equipment in action. 
Learners discover how the Regulations protect 
them at work and explore the different types 
of PPE, the hazards they protect against and 
options available to suit their requirements.

Fire Safety
Everyone in the organisation needs to know 
what to do if they see a fire, or if they need 
to evacuate the building in response to a fire 
alarm. Highly interactive, this fire safety course 
starts with the fire triangle and moves through 
the hazards of fire, how to prevent it, what to 
do when you hear a fire alarm, and what to do if 
you’re first on the scene.

Learners can use the eBook to assess the fire 
risks in their environment and to make a note of 
the evacuation procedure and fire exits.
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HEALTH & SAFETY
Our health and safety courses take a practical and interactive approach to understanding how to 
keep yourself and others healthy and safe at work. 

Manual Handling
Learners will discover how to protect 
themselves from the strains and injuries 
associated with manual handling. They will 
examine the regulations and the principles of 
avoiding, assessing and reducing risks, with 
best practices for safe lifting, carrying, stacking, 
pushing and pulling.

Using TILEO, they will work through the risk 
factors in a manual handling operation to 
identify and reduce the risks of lifting in their 
workplace. They will also be introduced to team 
lifting and the principles of Communication, Co-
operation and Co-ordination.

Working at Heights
The consequences of falling from a height can be 
serious, so it’s essential employees know how to 
assess and control the risks. This highly interactive 
course spells out the principles of Avoid, Prevent, 
and Minimise risks associated with working at 
height.

It explains the learner’s responsibilities, providing 
an interactive Working at Heights task risk 
assessment for their use. It also covers best 
practice on using ladders and stepladders 
including inspection, set up and carrying out tasks 
safely.

Stress at Work
What is Stress? Increase your awareness of 
stress at work, explore the real meaning of 
stress and its direct impact on you. Explore the 
root causes of stress at work and how you can 
combat stress effectively.

This eLearning material is essential for all 
workers irrespective of industry or type of job.

The eBook summarises the key concepts and 
using the stress cycle, enabling learners to 
create a specific stress management plan and 
monitor their progress. 
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Driving Economically
According to the AA, driving economically can 
save drivers up to 10% on fuel bills. 

Driving economically at work raises employees’ 
awareness of  the impact driving has on the 
environment, showing them how to  minimise 
fuel consumption and their carbon footprint.

Learners will be shown key techniques required 
to drive as economically as possible.

Driving Safely
Driving at work is a risky business, RoSPA states it’s the most dangerous work activity that most 
people do. Our dynamic course aims to increase employees’ driving safety awareness, leading to 
lower transport insurance and costs.

Learners see the impact of speeding, 
using a mobile phone and driving 
when fatigued, as well as the 
difference conditions such as rain, 
snow and fog make to safe driving.

For learners, it’s an engaging and 
interactive way to cover serious 
topics such as driving in adverse 
conditions and avoiding accidents.

16



HEALTH & SAFETY
Our health and safety courses take a practical and interactive approach to understanding how to 
keep yourself and others healthy and safe at work. 

Infection Control
This online course is ideal for work settings where 
infection control is important but which are not 
hospitals or other specific medical institutions. 
Learners are taken through the chain of infection 
with high impact animation and challenging 
interactions.

They are introduced to good and bad hand-
washing techniques with video which reinforces 
best practice. They can also explore a typical 
workplace to locate infection hotspots.

Asbestos Awareness
IATP accredited mobile ready eLearning: Asbestos 
Awareness is registered by IATP, the Independent 
Asbestos Training Providers - an independent body 
who only recognise training that has been audited 
by an independent expert.

This course does NOT train learners to work with 
asbestos which requires training from an approved 
specialist via the IATP website or UKATA.

Legionella Awareness
This course is aimed at people who work where 
there is a water system including spas, air 
conditioning and cooling towers that could be 
susceptible to Legionella.

Interactive pages allow learners to explore 
the facts about Legionella and Legionnaires’ 
disease, learn about the legislation, find out how 
Legionella becomes harmful and see how to 
manage and control the risks of Legionella build 
up. 
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Electrical Safety
Most office environments are considered to be 
low-risk in terms of electrical hazards, particularly 
when compared to other workplaces. But that 
doesn't mean you can ignore the dangers.

This short course will introduce you to the injuries 
electric shocks can cause, the safety measures 
you need to follow alongside personal and 
organisational responsibilities for electrical health 
and safety.

Managing Risk
• Can you identify health and safety hazards?

• Do you know how to estimate the level of 
risk of any one hazard?

• Can you develop control measures 
to reduce health and safety risks? COMING 

SOON

Environmental Awareness
It makes sense to protect the environment we 
live and work in, and from an organisation's 
perspective it makes excellent business sense. 

Our environment includes the air, water, 
land, natural resources, flora, fauna, humans 
and their connections, the bio-diversity, 
ecosystems and climate, locally, regionally and 
globally. This course covers measures used to 
ensure compliance with the law to minimise 
environmental impact. 
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A thought provoking suite of modules that helps users understand the relevant legislation, how it 
contributes to a better business environment in general, how it applies to businesses specifically 
and how to comply on a day-to-day basis. 

LEGAL COMPLIANCE

Preventing Money 
Laundering
How do you guard against handling money that’s 
the proceeds of crime? Training everyone to be 
aware of the Proceeds of Crime Act and Money 
Laundering Regulations so they can conduct 
appropriate levels of due diligence is essential. 

Case study examples illustrate the key points of 
the law and help learners to apply the principles 
to their situations.

Preventing Bribery in 
Business
The UK Bribery Act 2010 is one of the toughest 
pieces of anti-bribery legislation in the world, 
everyone who conducts business for you needs 
to understand how to avoid breaking the law. 
Our domestic and international scenarios 
illustrate the impact of bribery and the key 
points of the Act, exploring pitfalls and how to 
handle them. 

Modern Slavery
You may have thought that slavery was 
something you only saw in the history books. 
But sadly that’s far from the truth. Slavery is 
still found in every country around the world, 
including the UK. 

Every large company has a responsibility to 
publish a statement about what it is doing to 
prevent modern slavery in its business and 
supply chain. 

19



Equality and Diversity 
Underpinned by an explanation of protected 
characteristics and types of discrimination 
defined in The Equalities Act, this course will 
help learners understand how to contribute to 
an inclusive, diverse work environment. 

It covers communication and the use of 
language, unconscious bias, and appropriate 
behaviours. It also offers guidelines on 
providing excellent customer service in a 
diverse market place.

Cyber / Information Security
Information is a business asset like any other. It 
has a value and must be protected.This course 
covers the essential working practices and 
guidelines to help you work with information 
safely and confidently.

Employees will be aware of legislative and 
business reasons for keeping information 
secure and the means of doing so.

Data Protection Act
What are your rights and responsibilities with 
regard to the Data Protection Act? Find out how 
to process personal and sensitive data without 
breaching the Act and raise your awareness of 
the consequences of non-compliance.

Designed to be easily customised with your 
specific information including links to your 
policies and procedures.
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A thought provoking suite of modules that helps users understand the relevant legislation, how it 
contributes to a better business environment in general, how it applies to businesses specifically 
and how to comply on a day-to-day basis. 

LEGAL COMPLIANCE

Safeguarding Children
No child should suffer abuse of any kind. People who work with children must understand their 
responsibilities for child protection and safeguarding. 

They must be able to recognise 
the signs, report and record their 
concerns and respond appropriately 
to children who disclose their 
situation to them. 

Clear information on recognition, 
reporting and recording is 
augmented with scenarios that help 
learners explore what to do in a 
variety of situations.

Safeguarding Adults
Using case study scenarios to illustrate national legislation and guidance, this course makes 
everyone’s responsibilities for safeguarding clear. 

Best practices, clear criteria, 
examples and ‘what next’ questions 
help learners put the legislation in 
context with their own environment.

This interactive course explains 
what safeguarding adults involves, 
different types of abuse, and how to 
recognise the signs of abuse.

You'll look at what you should do 
if you are concerned that an adult 
is being or has been abused or 
neglected, what it involves, different 
types of abuse, and how to recognise 
the signs of abuse.
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Stepping into a leadership role for the first time can be daunting. Our courses equip new leaders 
and managers with the knowledge and understanding to form and build high performing teams.

LEADERSHIP & MANAGEMENT

Leadership Styles and 
Qualities
Find out how to choose and use a leadership 
style that works for your team in different 
situations. 

Explore the qualities people expect from a 
leader, assess your leadership skills and plan 
how to strengthen your development areas.

Developing Team Trust
Research indicates that a team with a strong 
foundation of trust between each other and
in their leader is more agile, more productive, 
more creative, more innovative and more
fun to work in. 

Explore what people think ‘trust’ means and 
learn how to generate and maintain trust 
between your team members and between 
yourself and your team.

Setting Goals and Guidelines 
for High Performance 
Set the ground rules and agreements to 
promote effective team dynamics and achieve 
high performance. 

Use SMART goals to motivate your team and 
track performance.
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Stepping into a leadership role for the first time can be daunting. Our courses equip new leaders 
and managers with the knowledge and understanding to form and build high performing teams.

LEADERSHIP & MANAGEMENT

Managing Conflict
Managing conflict constructively can be stressful.

Learn how to diagnose the reasons for a conflict, 
analyse how your team members respond 
to conflict, and develop a successful strategy 
to mediate and resolve conflict between two 
individuals.

Growing Your Team to High 
Performance 
Teams develop in a predictable way and, as a 
team leader, you can use this team evolution to 
help your team achieve high performance. 

For each stage of growth, you’ll see how team 
members feel and behave, the necessary 
business the team needs to complete, the 
possible problems and the positive actions you, 
as team leader, can take and the skills you’ll 
need.

Improving Group Dynamics 
Explore how group dynamics can affect 
individual performance and learn how to help 
your team members contribute and participate. 

See how to improve your team’s ability to 
collaborate by improving internal relationships 
and finding value in the different roles team 
members adopt.
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Managing Challenging 
Behaviour Effectively 
Sometimes you’ll encounter behaviour that is 
disrupting team dynamics. 

Learn how to diagnose difficult behaviour 
and develop a strategy to intervene - without 
dimming enthusiasm.

Resolving Meeting 
Challenges 
Occasionally a meeting runs into trouble. Learn 
how to use five techniques to unstick a group 
that’s encountered a problem and stalled, 
including going off agenda, low energy levels, 
highly emotional or unresponsive groups, and 
experiencing patchy participation.

Thinking Creatively
Solving problems as a team needs a range of 
different thinking styles. 

Learn how to overcome blocks to creative 
thinking in the team and harness different 
thinking styles. Explore how to help your 
team approach problems positively and 
enthusiastically using a six stage process.
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Stepping into a leadership role for the first time can be daunting. Our courses equip new leaders 
and managers with the knowledge and understanding to form and build high performing teams.

LEADERSHIP & MANAGEMENT

Using the GROW Model to 
Coach 1  
See how to use the GROW model to establish 
good coaching goals with the person you’re 
coaching, analyse their situation objectively, 
develop a set of realistic options and help them 
commit to an action plan.

Coaching Communication 
Skills
Do you know the difference between a learner-
centred and a coach-centred approach? Do you 
know how to balance them during a coaching 
session? 

Learn when to ‘tell’ and when and how to help 
learners work out their own solutions using a 
careful mix of communication techniques.

Leader as Coach 
Discover how to create the conditions for 
successful coaching and effectively plan a 
coaching project. 

Choose an appropriate coaching style to suit you 
and your colleagues.
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Using the GROW Model to 
Coach 2
See how to use the GROW model to maintain 
momentum throughout a coaching project. 

Explore how to help the person you’re 
coaching through the coaching process 
including overcoming their limiting beliefs and 
acknowledging their successes.

Why Manage Performance? 
Explore the role of managing performance 
in developing a motivated, high performance 
workforce and know what you can and can’t 
expect to achieve. 

Plan how to use a performance management 
cycle to develop, support and engage your 
employees.

Setting Performance 
Expectations
Learn how to define acceptable standards of 
performance for a job and set performance 
objectives aligned to those standards. 

See how to use rewards and recognition to 
motivate and drive high performance.
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Stepping into a leadership role for the first time can be daunting. Our courses equip new leaders 
and managers with the knowledge and understanding to form and build high performing teams.

LEADERSHIP & MANAGEMENT

Monitoring Performance
Build a good working relationship that allows 
you to monitor without micro-managing. Learn 
how to adapt your management style to suit the 
situation and individual.

Explore the benefits of observing and recording 
performance data in achieving consistent 
performance improvement.

Performance Outcomes that 
Motivate
Design performance outcomes that motivate 
rather than de-motivate your people. 

Work out what motivates the people in your 
team and explore the difference between equity 
and expectancy.

Communicating Performance 
Expectations 
Do your colleagues know what you expect? 
Learn how to communicate your expectations 
positively and clearly. 

See how to check that you and your colleague 
have a shared understanding of objectives, 
priorities and success criteria.

27



Giving and Receiving 
Feedback  
Do you know what impact you have when you 
deliver feedback? 

Learn how to frame feedback constructively 
and use it to develop individuals and improve 
performance, motivation and engagement.

Solving Performance 
Problems
Keep your relationships on an adult basis when 
things get tough and deal with performance 
issues in a calm, consistent and systematic way. 

Learn to respond constructively to denial or 
emotional responses.

Performance Improvement 
Strategies
Do you know how to encourage someone who 
exceeds expectations to continue their high 
performance and how to motivate and develop 
someone who is underperforming?

Explore different performance improvement 
strategies and see how to enrich someone’s 
job, rather than simply enlarge it.
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Stepping into a leadership role for the first time can be daunting. Our courses equip new leaders 
and managers with the knowledge and understanding to form and build high performing teams.

LEADERSHIP & MANAGEMENT

Conducting a Performance 
Review
Can you get a performance review off to a good 
start and finish on a positive note? 

Find out how to raise and handle performance 
issues constructively, and how and when to 
praise and recognise good performance during a 
performance review.

Evaluating Performance 
Explore the pros and cons of different evaluation 
strategies so that you can evaluate someone’s 
performance fairly and accurately. 

Learn how to handle emotional or negative 
responses to your evaluation positively.

Preparing for a Formal 
Review
If you find yourself feeling unprepared before 
a formal review, learn how to give yourself the 
best possible chance of success. 

See how to set objectives, gather information, 
brief your colleague, ensure they prepare too, 
and look after the logistics.
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Preparing to Lead a Meeting
Leading a successful meeting starts with 
careful planning. 

Learn how to create clear and achievable 
objectives for your meetings, and how to 
construct an agenda that engages attendees 
and helps the team achieve its goals.

Leading a Meeting
Do you know how to encourage participation 
and help everyone at your meetings to 
contribute fully? 

Learn how to get the best out of people while 
skilfully controlling the way information flows, 
fully covering the agenda and finishing on 
time!

Solving Problems: Definition 
to Options
Harness your team’s creativity and lead them 
through a simple process that turns a problem 
into a set of possible solutions. Learn how to 
work with the team to identify where you want 
to be, where you are and the root causes of 
the problem.

Decision Making: Options to 
Implementation
It’s possible to choose the best solution on 
the basis of the team’s instinct, but you’re 
more likely to achieve success if you evaluate 
decisions using consistent criteria!
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Influencing Teams
How you influence people within your team 
will depend on the individuals involved and the 
team’s stage of growth. 

Learn how to analyse the individual and the 
team’s dynamics so you can adapt your style to 
suit your objectives and the situation.

Communicating to Influence
What you say isn’t as important as what your 
listener hears. 

Learn how to build rapport and trust, analyse 
how people prefer to think and communicate, 
read and use body language effectively, so that 
what you say is what is heard.

Influencing to Win/Win
If you find it difficult to get your opinions heard 
and your ideas adopted, learn how to plan 
realistic win/win outcomes. 

See how to adapt your influencing tactics to the 
situation and the key players involved.

Business skills courses useful for anyone in work.
BUSINESS SKILLS
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Influencing in Meetings
Do you feel you have little influence in 
meetings? Learn how to set realistic objectives 
and expectations and plan how to achieve 
them. 

Explore how effective personal communication 
skills, such as building on other people’s 
contributions, can increase your sphere of 
influence.

Using Words and Voice 
Effectively 
Bring your message to life by using techniques 
such as anecdotes, analogies and quotes that 
will personalise your message to your audience. 

Find out how to vary your tone, pitch, pace and 
pauses to build emotion into your presentation 
and keep your audience interested.

Stage Presence  
Do you know which is most important – what 
you say, how you say it or how you look? 

Find out how to use movement, gestures and 
body language to get your point across.
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Making Presentations 
Powerful 
Make your presentations more powerful by 
learning how to structure your ideas clearly, be 
aware of your audience and their needs, and use 
visuals that enhance your presentations. 

Rehearsing Presentations
Do you rehearse? Do you know how to rehearse? 
How long do you rehearse for?

Rehearsing helps you become fluent with 
your words, your movements and your vocal 
expression as well as with your visual aids and 
hand-outs. 

Handling Questions
Questions are excellent opportunities for you 
to tailor your presentation to your audience’s 
needs. 

Learn how to encourage questions and explore 
how to prepare for them.

Business skills courses useful for anyone in work.
BUSINESS SKILLS
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Planning a Powerful 
Presentation 
A successful presentation starts with effective 
planning. Learn how to set clear objectives, 
analyse your audience so you can see things 
from their viewpoint, plan for the location and 
develop contingency plans.

Powerful Message and 
Structure
Make you message crystal clear! Learn how 
to select your key ideas and use the rule of 
three to shape your presentation. Explore how 
different structures can help you inform and 
influence different audiences so you can pick 
the most effective one for you.

Bringing Presentations 
Alive 
Do you know how to inspire your audience 
and make your key messages count? Use our 
kitbag of techniques and tips to add power and 
impact to your presentation and learn how to 
open and close a presentation with style and 
panache.

Creating Powerful 
Presentation Support 
Materials 
Do you get bored by too many slides and too 
much text? So does your audience! Learn how 
and when to use visual support materials 
effectively and how to create visuals that 
enhance your message. 
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The Sales Sequence
There’s a number of necessary steps to go 
through in a sales process. 

Explore them in action and see how poor 
performance at any stage can jeopardise 
success!

Customer Service Knowledge 
and Attitude 
Do you know why your customers buy your 
products or services? 

Learn how to link the features and benefits of 
what you sell to your customer’s needs and 
how to put the ‘customer first’ in your thinking, 
attitude and approach.

Customer Service Essentials
Do you know how to assess the lifetime value of 
your customers and can you tell the difference 
between good and outstanding customer 
service? 

Learn how to evaluate the real impact of poor 
and good customer service on your customers 
and your organisation.

Customer Service - According to research, 1 happy customer would tell 8 others, whereas 
1 dissatisfied customer would tell 22 others. Excellent customer service is a crucial aspect of any 
organisation. Find out how you can be better at your job.

BUSINESS SKILLS

35



First Contact
Put yourself in your customer’s shoes and 
recognise what they see when they first meet 
you. 

Learn how to make a good first impression and 
set the tone for a successful relationship.

Exploring Needs 
Do you find it easy to understand what your 
customers need and want? 

Find out how to use questions skilfully, listen 
actively and tune into your customer by reading 
body language and interpreting the meaning 
behind the words they say.

Matching Needs  
Translate what you know about your product, 
service and organisation to good advice and 
then give your full, individual attention to your 
customers. 

Learn how to handle objections positively and 
professionally and look for opportunities to 
serve the customer even better and increase 
their value and loyalty.
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Satisfying Challenging 
Customers
Every customer is different! 

Explore how to help a sample of different 
challenging customer situations with a friendly, 
calm and professional approach including: an 
uncommunicative customer, a customer who is 
wrong, an indecisive customer, a rude customer, 
and a customer who isn’t familiar with the ins 
and outs of your product or service.

Angry Customers
Maintaining a professional calm approach when 
faced with angry customers can be
challenging! 

Learn how to defuse anger as you go through the 
process of resolving the issue and how to achieve 
an adult-adult, problem solving approach in the 
face of emotion.

Handling Complaints 
Recognise that complaints are opportunities! 
Find out how to approach them with a positive 
attitude and follow a systematic process to fix 
the problem with sensitivity. 

Learn how to avoid the pitfalls that delay 
resolution and how to look for the  opportunities 
to create customer loyalty.

Customer Service - According to research, 1 happy customer would tell 8 others, whereas 
1 dissatisfied customer would tell 22 others. Excellent customer service is a crucial aspect of any 
organisation. Find out how you can be better at your job.

BUSINESS SKILLS
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Complete your journey with Microsoft Office 
Courses
In partnership with GOPAS and Filtered, we can also provide you with a range of eLearning courses 
for Microsoft Office.

These courses are designed for corporate training, continuing education and career changers. They 
are available for installation on your LMS or for online study.

Courses typically comprise a series of lessons and a final test. Each lesson includes an interactive 
tutorial based on a simulation of the application, a supplementary exercise and a brief quiz for 
reinforcing and verifying the learner's acquired knowledge.

To find out more about Microsoft Office eLearning contact a member of our Sales team today.

MS Office 2016
Transition Courses

MS Office 2016
Library of 15 Interactive Courses

MS Office 2013
Library of 15 Interactive Courses

MS Office 2010
Library of 15 Interactive Courses

MS Office 2007
Library of 15 Interactive Courses

MS Windows
Set of 2 Interactive Courses

MS Office 2013
Transition Courses

MS Office 2010
Transition Courses

Microsoft Office Specialist Core
Set of 5 Interactive Courses

Microsoft Excel

Microsoft SharePoint Microsoft PowerPoint Project Management

Effective OutlookMicrosoft Word
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