Closing the

We would like to take this opportunity to
welcome those receiving for
the first time; you can expect techniques,
topical information, legislation guidance and
latest information on training initiatives
available to you and your organisation.

This edition has articles covering risk taking,
in-house training and leadership styles, not
not forgetting our legal article this month on
sickness and absence. We also have the next
installment of techniques for teachers &
lecturers from the guide to creating compelling
learning and an article on student reward
systems.

We hope you enjoy reading this edition, as
always we would be delighted to hear your
thoughts, so please contact us with
implementation stories.
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If you only have a few minutes spare to read Skills
not try our Top 7 Speed Reading tips:

Gap, why

1. Time your reading speed - it will tell you if you're improving and
will keep you motivated. Keep track of your improvement.

2. Get rid of distractions - you can probably increase your speed if
you reduce distractions to a bare minimum.

3. Filter the most important topics — this is why we highlight the
articles on the first page, choose where you spend your time.

4. Don'’t re-read — train yourself not to stop and skip back to words
just to make sure you understood the meaning. This is usually
unnecessary.

5. Stop reading to yourself - try not to subvocalise or pronounce
the words to yourself. Some people actually move their lips, this
slows you down.

6. Read with your hand - your eyes instinctively follow motion try
drawing your hand down each page as you read. This helps to
keep your eyes moving constantly forward.

7. Practice reading blocks of words - in order to read quickly, you'll
need to read groups of words or even whole sentences, this takes
conscious practice.
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‘Cautious' or '‘Courageous' - Understand your risk pr ofile and make better decisions.

Decision making affects everything you do. From the moment you wake up, you're making decisions. Everything,
from what you wear to what time you leave for work, requires a decision, however small. Inherent in almost all the
decisions you make is an element of risk. To make the best decisions you can, it is important to understand how
you approach risk.

We all know people who thrive on big risks; gamblers, off-piste skiers, investors in emerging technologies. To
them, the excitement and potential rewards make the risk worthwhile. Before they participate in these activities,
though, they make a decision to do so. This then implies that decision making is affected by your risk profile.

It is only when you are fully aware of your approach to risk in decision making, you can start to think about how
your natural risk appetite is influencing your decisions. If you are naturally a "courageous" decision maker, then
you may want to increase the amount of analysis you conduct, so that you avoid taking unwarranted risks. On the
other hand, if you are a "cautious" decision maker, then knowing that may help you to break free of constraints
that may be holding you back. Remember Winston Churchill once said, “Courage is rightly considered the
foremost of the virtues, for upon it all others dep end.”

Think about the amount of risk you accept in your decisions with regard to your:

Health, Personal Safety, Social Life, Career and Personal Finance.

Examples of people whose risk profile is different in each of these areas include a fast-driving smoker who stays
within one company for his whole professional life or someone who gives up a well-paid job to start a new
business yet always wears a cycle helmet.

For the rest of this week, why not investigate your risk profile in all the areas you make decisions? Could you
benefit from taking more risks or does your history of making decisions in that area suggest you should analyse
the consequences more in future — the decision is yours!

Performance Coaching

If only excellent performance is good enough, Performance Coaching may be the vital tool you

require to positively influence performance. For further information on our collaboration with
KNOWLEDGELINK delivering proven Performance Coaching to managers and executives
throughout the North West please contact us on 015395 67400 or admin@jbetraining.co.uk




What is your favourite leadership style?

Around a third of businesses believe a shortfall in skilled labour is having a serious impact on their
competitiveness and the problem is set to get worse over the coming decade. Organisations are already being
held back from entering new markets, opening new branches, expanding client base or moving into foreign
markets. An aging population and low birth rates further compound this problem.

The pressure is on bosses to draw on a more diverse pool of workers, retain talent and step up their training
activities. This is not just a human resource or skills issue it is about leadership and management but how do we
assess our leadership style and identify the key skills and competencies needed for more effective leadership?

Well, the Institute of Leadership & Management (ILM) might just have the answer. With a plethora of leadership
models out there, all seemingly saying different things, they felt it was time to bring some coherence to our
understanding of leadership. By doing this, we might get closer to leadership’s Holy Grail — the development of a
definitive set of measures that could help managers learn more about their own leadership style.

They worked with test publisher AQR, who formed a small but dedicated team that included Dr Peter Clough,
Head of Psychology at Hull University. They managed to create an overarching leadership model, which maps to
all of the current models used by HR departments, training professionals and academics. This Integrated
Leadership Measure, or ILM72, is a robust measure that allows leaders to assess their leadership style.

The measure will also help organisations identify its preferred leadership style and discover whether individual
managers are in sync with it. The researchers also hope it will encourage organisations and managers to be less
blinkered when considering alternative styles. JBE Training and Development contributed research to the working
hypothesis of the overarching model and are confident that now the measure is available it will be of real benefit to
our clients. For further information on the measure contact us On 015395 67400 or admin@jbetraining.co.uk




Born Leader?

As a manager or leader, your ability to negotiate, communicate, influence, and persuade others to do things is absolutely
critical to everything you accomplish in your working life. The most successful people are those who can quite competently
organise the cooperation and assistance of other people toward the accomplishment of important goals and objectives.

Of course, everyone you meet has different values, opinions, attitudes, beliefs, cultural values, work habits, goals,
ambitions, and dreams. Because of this incredible diversity of human resources, it has never been more difficult and yet
more necessary for diplomatic leaders to emerge and form these people into high-performing teams.

Consider the human needs, which drive all our behaviour. We will do whatever it takes to meet these needs at some level.
Once we start to understand what drives the behaviour of others we are in a much stronger position to influence
performance and engagement. The 6 Human Needs are made up of 4 base needs and 2 fulfilling needs. They are so
strong that people will even break their morals and beliefs in order to meet them.

Certainty - Some people try to achieve certainty at work by trying to control everything around them. Others fulfil their
need for certainty by staying within their comfort zones and not developing or trying new things.

Variety - When things become too certain for some people they will become bored. Too much variety however for some
people is a bad thing, they are not meeting their need for certainty and become fearful and worried.

Significance — The need to be unique or that our work and existence has had a special purpose or meaning. We can
meet this need destructively however by exaggerating our achievements or problems.

Connection - We can fulfil this need through friendship or mutual respect or we may have connection to a habit or a
value. We may have connection to our work environment or the way we work which is linked to certainty.

Growth - Everything that is living is either growing or dying. Unless you feel like you are growing you will be unhappy and
unfulfilled to some degree. Growth is one of the two primary needs in life.

Contribution - It is in the moments we contribute to others that we experience real joy and fulfilment. Meaningfully
contributing to others contributes to our fulfilment.

Think of something you like doing and analyse it in terms off how it meets your 6 human needs. This should convince you
to take the time to analyse behaviour at work and investigate if these needs can be met more effectively.

Environmental Training Solutions

Our collaboration with SA Associates enables us to deliver environmental strategies through workshops &
consultancy facilitated by top environmental practitioners, trainers and auditors. Please contact us for details.

Environmental Awareness ¢ Environmental Safety ¢ Envi ronmental Policy « Waste Management
IOSH Environmental 5day Programme ¢ ISO14001 Enviro nmental Management ¢ Clinical Waste




In-House Training

According to the Learning and Skills Councils (LSC) latest National Employer Skills Survey (which spoke to over
79,000 firms), about 163,000 managers in England alone have some kind of skills gap and nearly three-quarters
of these individuals are apparently lacking basic management skills.

According to the survey, delegation is one of the big weaknesses. They reported many managers don’t have the
skills to do it well and lots of staff don’t have the skills to take on the additional responsibility. As a result, 57% of
respondents said managerial skill gaps were creating more work for other staff, while a third suggested this mass
iIncompetence was increasing operating costs and making organisational change more difficult.

The LSC believe that investing in training is the answer and it will not surprise you to hear that we agree with
them. However, before you jump to the phone to book programmes with us, first think about if you have the
knowledge and skills already working within the organisation. Perhaps its worth investigating if a knowledge
transfer programme or in-house training may help you to maximise the impact of your training budget.

A word of caution however, apparently a massive 80% of UK training is delivered by subject-matter experts rather
than professional trainers who know how to present and deliver information. A good trainer is developed over
many years through coaching, learning events, product briefings, development through evaluation and interaction
with other trainers. Poor trainers will not hold delegates attention, deliver learning in a memorable way, make sure
content is understood, provoke debate or obtain buy-in. To be sure that the people delivering your in-house
programmes have the presentation skills and training skills to develop effective training programmes you may
want to invest in a quality Train-the-Tainer package. Please contact us on 015395 67400 for further information.

Many organisations deliver their own bespoke management training programme. Rarely do these programmes receive
recognition outside of the organisation. JBE Training and Development offer Institute of Leadership & Management (ILM)
Endorsed and Development Awards for these programmes without the need to alter programme content.

This adds significant value to existing training. The delegate knows that the programme meets external benchmarks for
development and this influences their engagement in the programme. The organisation has recognition of the standards
and quality of their training provision.

All candidates receive an ILM Endorsed or Development certificate on completion of their course, marking their
professional development, along with one year's free studying membership of ILM, offering them access to a wealth of
expert information, advice and support services to maximise their training experience and encourage CPD. If you are
interested in registering your management development programme for ILM Awards please contact us.




You may recall from the last edition of We have dedicated a page each month to relay the 50 points
from the guide to . The guide came from the CPD programme of the same name,

many people delivering learning have found real value in the techniques shared. These people are committed to their
professional development. We hope you enjoy applying the points:

Announce the objectives for the session. Tell your students what you expect to accomplish during the session or list your
objectives on the board. Place the days learning in context by linking it to material from earlier sessions.

Establish rapport with your students. Warmth and rapport have a positive effect on any audience. Students will feel more
engaged in the class if the opening minutes are personal, direct and conversational.

During the session, think about and watch the students. Focusing on your students will increase their attentiveness.
Observing their facial expressions and physical movements will provide signals that you are speaking too slowly or too
quickly or need to provide another example.

Keeping students’ attention is among the most important facets of helping them learn. Studies show that most people's
attention lapses after ten minutes of passive listening. To extend students' attention spans ask questions, ask for
comments, invite students to challenge, introduce a problem to solve, break into pairs or groups for an activity, use visual
aids (slides, charts, graphs, videotapes, films etc).

Convey your enthusiasm for the material. Relay why the subject inspires you or the reasons you started teaching this
subject. If you appear bored with the topic, students will quickly lose interest. If you are not enthusiastic, do not expect
them to be.

Be Conversational. Use conversational tones and expressions, varying your pitch just as you do in ordinary conversation.
If you focus on the meaning of what you are saying, you will instinctively become more expressive. Choose informal
language and try to be natural and direct.

Incorporate anecdotes and stories into your lecture. When you are in a storytelling mode, your voice becomes
conversational and your face more expressive and students tend to listen more closely. Use anecdotes to illustrate your
key points.

To obtain the Guide and for further information on the CPD programme visit www.jbetraining.co.uk/educa  tion



What's the Point?

The use of a student reward system is to encourage good behaviour and enhance engagement and willingness to learn.
At Pontville School, within the Witherslack Group a Reward System was introduced with the following rationale:

That it was a consistent system Both students and staff know the expectations
Students are motivated by the rewards Communication will be integrated into the system

It will be a positive system i.e. not loose points  Everyone applied the system
The students would gain up to 5 points each lesson for:

Attendance — Promoting organisational skills. A point is not given if the student does not arrive on time or needs to use
the toilet during lesson time. Examination of this has reported a decrease in the number of students out of class during
lessons.

Peer Interaction — Promoting a community where students respect each other. A point is not given if they distract each
other, they bully each other or they do not respect both personal space and possessions of others.

Staff Interaction — Promoting respect and effective communication. Points are awarded for active listening, following
instructions, using appropriate volume and language. A point is not given if a student swears or interrupts a member of
staff.

Application to Task — Promoting learning. Points are awarded for effort and achievement. Students are also encouraged
to ask for help when earning this point, this helps to develop both social and expressive communication.

Bonus — Promoting excellence. This is to recognise exceptional achievement. Students working on individual

care/education plans are rewarded for meeting targets. A bonus point is a boost to self-esteem and motivates students on
areas in need of development.

The reward system enables staff and students to reflect on behaviour and performance at the end of each lesson.
Students are invited to self evaluate and give their opinion on whether or not they have earned the points and reasons for
this decision. This raises awareness of their own behaviour and develops their receptive language as they respond to the
teachers questions and opinions. Teachers can use this conversation to fine tune their interaction in future.

Pontville School, based in Ormskirk provides quality education and care for young people with
communication difficulties. Many students are on the Autistic Spectrum, Asperger’'s Syndrome being
prevalent. Often previous school placements have been unsuccessful in recognising or alleviating
these barriers and the student requires highly specialised help — www.witherslackgroup.co.uk




JBE are based at Lupton Tower, the

magnificent country house
overlooking the Farleton Valley on
Helping companies avoid legal pitfalls the Cumbria / Lancashire border.

Programmes are delivered here, at
L _ client premises and various other
Doesn't it make you sick? venues throughout the UK.

It is a widely reported issue that absenteeism through iliness costs the
UK economy Billions. The CBI suggests that this figure is actually £13.2
Billion. 12% of all iliness related time off is thought to be bogus. This
raises two issues. What do we do with the ‘sickly’ ones and what do we
do with the ‘bogus’ ones?

People who are genuinely ill should not go to work, they will only spread
germs and cost the economy more. Nor should they rush to the Doctors

at the first sign of a cold. Employees are entitled to self certify for a Lupton Tower can also be hired to
week before they require a doctors note. Employers who insist on a host your in-house training or
doctors note for less than this are acting more like headteachers than meetings. For further information
employers and are further draining the fragile economy by using up the please contact us on 015395 67400.

Doctor’s valuable time. Good practice dictates that any period of iliness

should be followed up by an interview. Find out if the employee feels better, if they
are having any issues and whether they could have been supported more. Ask them
from if the illness was work related.

Bogus sick days could soon become a thing of the past. Many companies now use
deterrent schemes, such as sending out field nurses to visit sick employees. More
radical solutions are on the horizon. Harrow Borough Council recently saved
£420,000 combating false benefit claims with Voice Risk Analysis — basically a lie
detector that works over the phone! Employer groups have called for this technology
to be made available to employers to combat bogus sick days. This means that the
015395 67400 biggest tool to combat bogus sick days will be the fear of being caught. Expect the
phrase “Please wait while | connect you to the VRA system” to become standard.

www.jbetraining.co.uk

admin@jbetraining.co.uk




