Fvery angle covered

What are the issues Being an employer in 2011

£ Kk bout is no easy task. From
you must Know abou understanding the relatively

in today’s business new fair work laws, to
. planning for the proposed
environment? new work health and safety
And how can AFEI laws, to maximising your
.. human resources, and
training help you grappling with paid parental
find out more? l|eave—we've got every angle
covered.

The AFEI program of
learning and development
includes courses on the
newest laws, run by industry
professionals.
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CONTENTS

03 Paid parental leave
article
Got your head around the
new scheme? Up-to-date
information on where you
stand if you already offer
employees a paid parental
leave scheme.

04 HR and workplace law

course calendar

The latest training on
how to juggle the risks
and opportunities that go
with managing human
resources.

05 Fair work

course highlight

Find out more about your
legal obligations under the
Fair Work Act. It was one of
our most popular courses

in 2010.

Oé Office essentials
course calendar
The essentials aren’t
necessarily simple.
Our courses cover
communications,
networking and how to
present like a professional.

07 Negotiation in
everyday business
course highlight
More than a personal skill,
a good negotiator gets
things done better and
faster—find out some of the
tricks of the trade.

O 7 On-site training
It's where we come to you.
Find out more about this
alternative.

O8 Qualifications
Ready to consolidate what
you've already learnt
in your working life or
preparing to move into a
completely new area? Try
one of our seven nationally
recognised qualifications.

OC) Training and
assessment TAE40110
It's the newest qualification
we offer—the benchmark
for anyone involved with
training and assessment in
the workplace.

] O Managing health and
safety risks at work
course highlight
Find out more about how
you can actively control
risks and hazards in the
workplace.

] ] Work safety

course calendar

It’s a big topic in 2011 with
a model Act and regulations
due to be finalised by the
end of the year.

] 2 Supervising and
leading a team
course highlight
It shouldn’t be a mystery,
but supervising others can
be an illusive skill. Find out
why it’s harder than it looks
and let us help you motivate
and inspire the people you
supervise.

| 3 Managing people
course calendar
Our courses range from
coaching and mentoring to
managing projects and skills
in assertiveness and conflict
resolution.

] 4 Community sector
course calendar
Our series of four courses
aimed specifically at the
community sector.

] 4 Fee structure
Find out what the AFEI
member discounts are for
1/2 day, 1 day, 2 day, 3 day
and 4 day courses.

| 5 Registration form
Register online at
www.afei.org.au or use this
registration form.
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THE TOP TWELVE

Want to know which course
had the highest attendance in
2010?

1. OHS consultation for
workplace committee
members and OHS
representatives

2. Understanding unfair
dismissal

3. Paid Parental leave seminar

4. Supervising and leading
a team A—motivate and
supervise your team

5. OHS risk management

6. Your legal obligations under
the Fair Work Act

7. Time management

8. Writing safe work method
statements

9. Investigating safety incidents
in the workplace

10. Managing performance
and improving the work of
community sector staff

11. Understanding work
health and safety and workers
compensation

12. Presenting like a professional

AFEl s an independant
peak employers group—
one of the oldest and most
respected business advisory
organisations in Australia.
We have been
representing and aavising
employers on workplace
relations for over 100 years.

www.afei.org.au/training
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PAID PARENTAL LEAVE

INTERACTION WITH OTHER SCHEMES

IF YOU DO HAVE an obligation
that’s in addition to the Paid
Parental Leave Act (the Act),
you might have a double
obligation.

Your obligation to administer
parental leave pay under the
Act is separate from the legal
obligations you have—if any—to
provide parental leave pay to
employees under another law
or an award, modern award

or enterprise agreement.

The benefit the government
provides is also separate from
any parental leave pay you are
contractually obliged to pay

an employee—for example an
obligation created by a contract
of employment.

Determining whether an
existing parental leave pay
benefit is a legal obligation
will depend on the wording of
the arrangement and how it’s
referred to in other documents
that describe its terms and
conditions.

If you do have an additional
obligation you would administer
the government’s minimum
wage parental leave pay plus
the amounts defined by the
other benefit.

You can’t discontinue an
existing paid parental leave
scheme that’s part of the
contract of employment, or
part of a policy that you have
incorporated into the contract
of employment, without the
agreement of your employee.

If an employee is entitled to
a double benefit it's possible
they will take the payments
consecutively because the
employee nominates the
start date of the government
benefit, but that’s a decision
for them to make.

If you already provide your
employees with paid parental
leave and you are considering
altering the benefit, you

will need to discuss the
arrangements you already have
in place with the AFEI Hotline:
02 9264 2000 or a lawyer from
AFEI Legal: 02 8088 4999.
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ARTICLE

PAID PARENTAL LEAVE
SEMINAR

To help you understand your
obligations under the new
laws, we are running a series
of seminars on paid parental
leave. Look on the web for the
latest dates and a full course

description: www.afei.org.au/
paid parental leave seminar

www.afei.org.au/training
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Understanding human resources
and workplace law

SELECT COURSE NAME FOR OUTLINE OR TO REGISTER
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Managing human

. 11,12 23,24
resources services

Managing staff 7.8 11,12
performance
Managing workfo.rce 18,19 19,20
planning
Managing remuneration
15,16 15,16 1,2
and employee benefits
Recrwt.lng and 78 6,7 9,10
selecting staff
Managing termlnat!on 20,21 19,20
and separation
Managlr\g huma.n resources 31 1 23,24
information systems
Managing industrial 16, 27,
relations 17,18 28,29

Conducting performance
appraisals

Your legal obligations
under the Fair Work Act

Understanding work health
and safety and workers 9 24 27

compensation

Preventing discrimination and

harassment in the workplace 2 24 27
Paid parental leave seminar 21 25 4 13 15
Understanding unfair dismissal 28 16
Long service leave seminar 27
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YOUR LEGAL OBLIGATIONS
UNDER THE FAIR WORK ACT

1 DAY COURSE

Learn about:

national employment
standards

requests for flexible work
paid parental leave
redundancy

modern awards
enterprise agreements
good faith bargaining
minimum wages
general protections
discrimination

adverse action

unfair dismissal

investigations and
disciplinary action

industrial action
right of entry
Fair Work Australia

The Fair Work Act has created
an unprecedented blanket of
employee protections that
employers need to consider
in almost all of their business
decisions that relate to
employees.

Generally the protections

for employees have been
increased, but the ability of
employers to defend their
actions has been diminished.

Unfair dismissal exclusions
have been removed,

union right of entry and
discrimination powers have
been added and good faith
bargaining requirements
have effectively reintroduced
compulsory bargaining to the
workplace.
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Modern awards, enterprise
agreements and ten national
employment standards now
define the minimum terms and
conditions of employment.

This one day course will take
you through important parts of
the Fair Work Act and highlight
the areas where you might
need to make immediate
changes to your contracts

of employment, workplace
policies and employment
conditions.

It's one of three short courses
that we recommend employers
complete to learn about

what they must do to comply
with workplace relations and
employment law. The other
two are:

B UNDERSTANDING WORK
HEALTH AND SAFETY AND
WORKERS COMPENSATION

B PREVENTING
DISCRIMINATION AND
HARASSMENT IN THE
WORKPLACE

www.afei.org.au/training



Presenting like a
professional

Networking
skills

Time
management

Negotiation
in everyday business

Providing quality
customer service

Telephone techniques - the art of
professional communication

Essential selling
techniques

Running effective
meetings

Effective communication
skills

Personal influence
skills

Using word for
windows 2007

Mastering word for
windows 2007

Using excel for
windows 2007

Mastering excel for
windows 2007

JAN

31

Learning the office essentials
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NEGOTIATION IN EVERYDAY
BUSINESS

This intensive course gives you an insight You'll learn how to negotiate successfully
into the critical role of negotiation in the with your employees, difficult co-workers,
modern workplace. Using lecture, role- irate customers and your suppliers. Learn
playing and class discussions we redefine how to:

negotiation as a core business process,

rather than merely a personal skill. keep control under pressure

o d ) tes th counter obstructive behaviour
ur one day course incorporates the
ideas and methods of William Ury, the c!eﬂect anger )
co-founder of the Harvard Law School find out what the other side
Program of Negotiation. really wants

reach mutual agreement.

What about training on-site?

We also create and run on-site training courses. We developed this flexible option in
response to employers who requested specialist training that was particular to their
industry or occupation. It's become a popular mode of delivery, which can also suit
organisations that send a large number of people to the same course.

© Australian Federation of Employers & Industries 2011 www.afei.org.au/training


http://www.afei.org.au/time-management
http://www.afei.org.au/time-management
http://afei.org.au/training-at-your-workplace

8

QUALIFICATIONS

0000000 T

Most courses offered by AFEI
are nationally recognised. This
means that the courses meet
the standards required by
industry and the qualification
you gain is recognised across
Australia.

AFEI is a registered training
organisation (RTO) and we can
issue nationally recognised
qualifications in accordance
with the Australian Quality
Training Framework. We offer
seven qualifications that you
can complete by selecting from
a variety of dates throughout
the year and consolidate skills
you have already acquired

in your working life, while
completing assessments using
examples from your current
workplace.
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NATIONALLY RECOGNISED

<

NSW Vocational
Educaticn & Training
Accreditation Board

DIPLOMA OF HUMAN
RESOURCES MANAGEMENT

Our Diploma of Human Resources Management is designed for
human resources administrators, human resources specialists and
managers. It's a generalist course and the people who enrol typically
come from a variety of industries and organisations.

The subject of human resources management refers to a wide range
of knowledge and skills. The course covers workplace planning,
through to the recruitment, selection and induction of staff to
employee termination. This includes examining the industrial
relations environment and formal systems for managing the
performance of employees.

All students enrolled in the Diploma receive a reference text that has
been written for Australian HR professionals.

For a longer outline of this qualification and the complete calendar of
course dates please refer to the AFEI website: http://www.afei.org.

au/training-qualifications.
FULL LIST OF QUALIFICATIONS ON OFFER:

B CERTIFICATE IV IN FRONTLINE MANAGEMENT BSB40807

B CERTIFICATE IV IN OCCUPATIONAL HEALTH AND SAFETY
BSB41407

CERTIFICATE IV IN TRAINING AND ASSESSMENT TAE40110
DIPLOMA OF MANAGEMENT BSB51107
DIPLOMA OF HUMAN RESOURCE MANAGEMENT BSB50607

DIPLOMA OF OCCUPATIONAL HEALTH AND SAFETY
BSB51307

ADVANCED DIPLOMA OF OCCUPATIONAL HEALTH AND
SAFETY BSB60607

www.afei.org.au/training
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CERTIFICATE IV IN TRAINING
AND ASSESSMENT

TAE40110

Whether you are just starting
out or are looking to develop
your existing skills, our new
TAE40110 Certificate IV in
Training and Assessment

is the benchmark qualification
for anyone involved with
training and assessment in the
workplace.

The course is nationally
accredited and is the new
industry standard in Australia
(replacing TAA40104).

Train the
trainer

Workplace
learning

Designing learning
programs

Workplace training
assessment

Presenting like a professional

It's designed for trainers

and assessors, workplace
supervisors, managers,
coordinators, team leaders
and experienced workers
who are required to organise
and provide training in the
workplace. This includes
workplace induction, work
health and safety training and
training for operating new
equipment or using a new
process in the workplace.

NEW

With this qualification you
can deliver training and
conduct assessments in

your current workplace or
for a registered training
organisation (RTO). You will
get to share your experiences
with other participants and
learn the hands on skills that
an effective and motivational
trainer needs.

Certificate IV in Training and Assessment TAE40110

SELECT COURSE NAME FOR OUTLINE OR TO REGISTER
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Learn about:

®m how to identify, assess and
control hazards

® lines of communication as a
tool for hazard reduction

m how to develop a work
health and safety policy

m how to establish a work
health and safety committee

m the harmonisation of health
and safety law

m the model Work Health and
Safety Act

m the 2010 Kirk High Court
challenge

AFETY

OHS RISK MANAGEMENT

The legal requirements

to provide a safe work
environment are complex and
onerous. So every business
owner, manager and supervisor
must understand what is
required and actively control
risks and hazards. One effective
way to comply is to build OHS
risk management into your
daily operations.

This two day course is a
starting point that will help
you understand your duties

© Australian Federation of Employers & Industries 2011

and liabilities under state and
federal law.

We will also explain
developments in work health
and safety such as the
introduction of the model
Work Health and Safety Act,
regulations and codes of
practice. We’ll highlight some
early concerns about the model
including the expanded duties
under a law that will come
with significant new financial
penalties.

www.afei.org.au/training
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OHS risk management

OHS risk management for
supervisors

Fundamentals of workplace health
and safety (4 days)

OHS consultation for workplace
committee members and OHS
representatives (4 days)

OHS committee refresher training

OHS workplace committee
chairperson course

Manual handling awareness

Introduction to return to work
coordination

Managing OHS systems

Investigating safety incidents in
the workplace

Managing plant hazards

Understanding ergonomics and
safe design

Understanding workplace health
and hygiene

Develop and implement OHS crisis
management processes

Conducting an audit of workplace
health and safety

Writing safe work method
statements
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Making the workplace safe
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SUPERVISING AND LEADING A TEAM
A—NMOTIVATE AND SUPERVISE YOUR TEAM

2 DAY COURSE
Learn about:

m listening, deciding and acting
in difficult situations

B motivating and inspiring the
people you supervise

m aligning the work of your
team with the goals of the
organisation

B creating a team where every
member is a contributor

B responding to the needs of
individuals

B managing yourself to
manage others

Team leaders starting in a role
that requires them to manage
people frequently need help in
developing skills in listening,
empathy and assertiveness.

Balancing the responsibility of
being in charge with a reliable
and consistent approach is

an important quality that can
translate into people who truly
‘work’ for you.

This two day course will ease WHAT'S THE NEXT STEP?
70 D Wi R emSloiices o B SUPERVISING AND LEADING A TEAM
being a team leader, giving you B_PLAN AND RUN YOUR TEAM.

the opportunity to rehearse the
skills you’ll need to have within
easy reach when you supervise
people.

ALREADY A SUPERVISOR?
We take the mystery out of B SUPERVISING AND LEADING A
motivating other employees and TEAM ADVANCED—CREATE A HIGH
the anxiety out of being the PERFORMANCE TEAM.

person others rely on to take
action at work.

© Australian Federation of Employers & Industries 2011 www.afei.org.au/training
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Supervising and leading a team
A—motivate and supervise your
team

Supervising and leading a team
B—plan and run your team

Supervising and leading a
team advanced—create a high
performance team

Assertiveness techniques and
conflict resolution

Managing workplace learning and
development

Developing, implementing and
monitoring operations plan

Establishing effective working
relationships

Coaching and mentoring staff

Project management

Managing your work priorities and
professional growth
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http://www.afei.org.au/supervising-leading-team-B
http://www.afei.org.au/supervising-leading-team-B
http://www.afei.org.au/supervising-leading-team-advanced
http://www.afei.org.au/supervising-leading-team-advanced
http://www.afei.org.au/supervising-leading-team-advanced
http://www.afei.org.au/assertiveness-techniques-conflict-resolution
http://www.afei.org.au/assertiveness-techniques-conflict-resolution
http://www.afei.org.au/managing-workplace-learning-development
http://www.afei.org.au/managing-workplace-learning-development
http://www.afei.org.au/developing-implement-monitoring-operational-plan
http://www.afei.org.au/developing-implement-monitoring-operational-plan
http://www.afei.org.au/effective-working-relationships
http://www.afei.org.au/effective-working-relationships
http://www.afei.org.au/coaching-mentoring-staff
http://www.afei.org.au/project-management
http://www.afei.org.au/managing-your-work-priorities-professional-growth
http://www.afei.org.au/managing-your-work-priorities-professional-growth

Managing community sector staff

Managing performance and
improving the work of community
sector staff

Sustainable and strategic
governance in the community
sector

Writing effective reports,
submissions and business cases for
the community sector
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http://www.afei.org.au/managing-community-sector-staff
http://www.afei.org.au/managing-improving-work-staff
http://www.afei.org.au/managing-improving-work-staff
http://www.afei.org.au/managing-improving-work-staff
http://www.afei.org.au/strategic-governance-community-sector
http://www.afei.org.au/strategic-governance-community-sector
http://www.afei.org.au/strategic-governance-community-sector
http://www.afei.org.au/Writing-effective-reports-submissions
http://www.afei.org.au/Writing-effective-reports-submissions
http://www.afei.org.au/Writing-effective-reports-submissions

PART 1

PART 2

PART 3

PART 4

PART 5

REGISTRATION FORM

All course bookings need to be in writing. You can copy this form, complete it and send

it back to us, or you can register online. To register online you need to select your course
from the list at: www.afei.org.au/courses and then click on ‘add to the cart’at the end of the
description. Please call training if you have any questions: 02 9264 2000.

Please print — in BLOCK LETTERS

Contact name

Position

(We will send the confirmation of your booking and a tax invoice to this person)

Company name

Membership number

Postal address

Postcode
Telephone Mobile
Email Fax

How did you hear about AFEI Training?

When you register for a course at AFEI:
» you must register and pay for your course before it starts

» we will refund or transfer a registration if you write to us at least
seven business days before the course starts

» we won't refund or transfer a course if the request is made less
than seven business days before the course starts

Sign

» if you can't attend a course you can nominate another person

who can attend in your place

» we might cancel a course if not enough people register for that

date

» if you miss any day of a course you can make-up the day on
another date and you will only be charged for that part of the
course.

Print Name

Person’s name

Position

COURSE NAME

DATE FEE

Person’s name

Position

COURSE NAME

DATE FEE

Qualifications—If you are booking this course as part of a qualification, please tell us which qualification you are

enrolled in or applying for:

(payable to AFEI)

1. Please find enclosed a cheque for $

2. D Please debit my [ lvisa [_IDiners [ IMastercard [ ]Amex (Amex 3 or 4 digit code required) IO

Card numberDDDDDDDDDDDDDDDD Expiry date of card / /

Cardholder’s name

Cardholder’s signature

3.[] Please invoice

RETURN THIS FORM WITH PAYMENT

By Mail: AFEl Training, PO Box A233, SYDNEY SOUTH NSW 1235

By Fax: 02 9264 5699

All training courses are run at Level 2, 97-99 Bathurst Street Sydney NSW

PRIVACY POLICY: The information we are requesting in this registration form is only used to process your registration and keep you informed of other training we offer. The information you

provide is confidential and is not released to a third party.
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Australian Federation of
Employers & Industries

The Australian Federation

of Employers & Industries
produces this publication.

We are an independent peak
employers group—one of the
oldest and most respected
business advisory organisations
in Australia.

ADDRESS Level 2
97—99 Bathurst
Street
SYDNEY NSW 2000

POSTAL PO BOX A233
SYDNEY SOUTH
NSW 1235

PHONE 02 9264 2000

FAX 02 9264 5699

WEB www.afei.org.au

www.afei.org.au/training



