In a Nutshell™
Information Document

Introduction
Why In a Nutshell?

What do I need to know?

How do I book?

In today’s busy world, it seems to be harder to
find time for today’s training, sometimes even a
1/2 day is difficult.

How long is each workshop?
Each workshop is scheduled to last no more than
90 minutes and can be held at a time and place to
suit your needs.

Just call us on:

That is why we have come up with ‘In a Nutshell’™ Training - a series of 90 minute training
sessions that give you maximum flexibility and
training coverage.

How does it work?
1. Select the workshops you want to run.
2. Identify the delegates.

What will the workshops cover?
The following pages outline the objectives for
each session, if you would like to tweak the session, then just ask.
How many people can attend?
We like to be able to form relationships with
people we train so we limit attendees to 15, but if
you have more, just ask.
Can I choose different titles?
Of course, you can choose up to 4 in a day and
can even have different attendees in each one.

3. We do the rest.

0844 5499007
Or email
robin@rcla.co.uk
with details of your choices and preferred dates,
we will do the rest.

What happens then?
1. Select the workshops you want to run.
2. Identify the delegates.
3. We do the rest

Do we get support after the event(s)?
We will provide everyone with access to a dedicated web page which is constantly updated with
new materials.
Can you deliver other titles?
Yes, this is just a short example of the topics we
cover, if you can’t see what you want just ask!
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Leadership In a Nutshell
Personal Brand

Emotional Intelligence

Leadership

Performance Reviews

Understanding that you are a
brand and the how effects of poorly managing your brand can be
critical to success.

The good news is that there is no
such thing as high or low emotional intelligence, it is utilisation and
context that determine our effectiveness.

Understanding the secrets of
leadership can make a huge difference to everyone’s purpose. In
this session, we expose the secrets
with challenges.

Performance reviews should be
exciting, invigorating and a source
of great excitement; why aren’t
they what they could be?

Objectives

Objectives

Objectives

1. What is Emotional Intelligence

1. The Bridge of Leadership

1. The Purpose

2. The 15 facets of Emotional
Intelligence

2. Understanding your natural
style

2. The 6 stage model

3. Developing versatility and effectiveness through Emotional
Intelligence

3. Developing behavioural flexibility in leadership

Objectives
1. What is personal brand?
2. Understanding the impact of
personal brand.
3. How to protect your brand.
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3. Understanding your role in the
process
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Communication In a Nutshell
Active Listening

Communication Skills

Feedback Skills

Presentation Skills

Being open to the opinions of staff
and peers is critical to leadership
credibility and trust. Learn how to
listen to build your credibility.

Understanding how we
communicate is critical to getting
your point across. This session will
help you understand the process
and realise why your message is
not always heard.

Giving feedback is a challenging
task for lots of people, in this
session we share the secrets for
effective feedback and how to use
models to help the process.

According to a recent survey most
people would prefer death over
doing a presentation, it can’t be
that bad...

Objectives

Objectives

1. Practice makes perfect - does
it?

1. How to structure a
presentation

2. 3 Ways to deliver a difficult
message

2. The 3 key preparation areas

Objectives

Objectives

1. Listening v hearing

1. How do we communicate?

2. Active listening skills

2. Communication channels

3. Developing recall to improve
relationships and performance

3. How to get your message
across
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3. How to accept feedback
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3. How to create confidence
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Personal Effectiveness In a Nutshell
Assertiveness

Negotiation Skills

Managing Conflict

Managing Time

Having the ability to say “no” is
one of the key skills that enables
us to be effective. In this session
delegates will walk away with the
ability to be more assertiveness.

The constant talk is of win-win,
however, the behaviour is often
compromise. At the end of the
session delegates will walk away
with clear negotiation knowledge.

Effective teams manage conflict to
deliver superior results, but most
teams avoid conflict and are not
therefore effective as they could
be.

Your most precious resource is
your time, so it is important to
manage it well in order to produce
results and satisfaction

Objectives

Objectives

1. Identify your own assertive
level

1. The factors in successful
negotiation

2. Identify what stops us being
assertive

2. The relevant skills for
successful negotiation

3. Understand the effects of
being non-assertive

3. The games that negotiators
play
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Objectives
1. Types of conflict
2. Conflict management styles
3. The key steps to resolving
conflict
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Objectives
1. Why to-do lists fail
2. Understanding priority
management
3. How to manage time bandits
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Managing Others in a Nutshell
Delegation

Building High Performing
Teams

Managing Performance

Delegation is an art, but often
confused with allocation and
abdication. Through a case study
and discussion discover the right
way to delegate.

Developing teams is not about
putting four desks together and
hoping that individuals will work
together. In this seminar, you will
learn the secrets to team success.

Getting the best from each team
member is critical, but we often
sabotage our own efforts. Learn
the short and easy way to manage
performance with ease.

The only thing permanent in
business is change...

Objectives

Objectives

Objectives

Objectives

1. Delegation, allocation or
abdication?

1. Why performance is the key

1. Understand how we sabotage
our performance management

1. Understand how we respond
to change

2. Manage both over and under
performers to good effect

2. Manage resisters and prophets

2. Overcoming the barriers
3. The seven steps to delegation
heaven
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2. How to assess your team
3. 10 factors that makes teams
successful

3. Develop a performance
management strategy for self.
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Managing Change

3. Utilising the change curve
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Developing Others In a Nutshell
Everyday Coaching

Facilitation Skills

Mentoring

Identifying Needs

Coaching is one of the key skills
of any manager or team leader.
Our fast paced session will ensure
that participants are able to coach
from the moment they leave the
workshop.

Facilitation is a lead managerial
skill, but what really is it and
how can we be successful in
being positive facilitators? This
workshop will give individuals the
tools to succeed at facilitation.

All leaders should be encouraged
to mentor others to reach their
full potential, however the issue is
often knowing what to do.

All managers need to be able to
identify the development needs of
their staff. In the session we show
you how and what steps to take.

Objectives

Objectives

Objectives

Objectives

1. The difference between
coaching, training, mentoring
and counseling

1. How to facilitate

1. Identify the triggers for training

2. The principles of facilitation

1. The difference between
coaching, training, mentoring
and counseling

2. The 6 key skills of a coach

3. The 6 key skills of facilitation

2. The 6 key skills of a mentor

3. Using the GROW model
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3. Using the mentoring wheel
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2. Why pro-activity is more
important (and effective)
3. Using the EE grid
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Terms and Conditions

Investment
Session Prices (all booked for same day)
Single Session					
£250.00
Double Session
£450.00
Treble Session
£600.00

Programme Investment is inclusive of:

•

Programme design
Printed materials for all delegates
24 hr support line for all delegates (inc email
support)
Dedicated web-page with materials for download

Programme Investment is exclusive of:
•

Cancellation

Bookings will be considered to be provisional until
either you or Robin Lodge Associates confirm the
dates in writing, email or text. This means that the
dates can be offered to other clients and bookings will
be confirmed on a first confirmed / first booked basis.

We deem a cancellation to be when an event is
postponed indefinitely or for a period exceeding 3
months.

Invoicing

What is Included / Not Included

additional coaching / feedback
• £250 per 3 hr session (or part thereof)

•

Travel charged at 40p per mile

•

VAT (at the prevailing rate)
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Cancellation and Postponement

Provisional and Confirmed Booking

Confirmed bookings are subject to our cancellation
and postponement terms (see right).

Full Day Session
£700

•
•
•

Booking and Invoicing

Training
All training is invoiced after the event using our web
based invoicing system. Payments can be made online, electronically.
External Venues booked by us
All fees are charged at cost and invoiced prior to an
event starting.
Assessment and Registration Fees
All fees relating to assessments and registrations are
payable prior to the programme starting. Late starters
and additions will be included in the next training
invoice.

Cancellation charges are implemented on the
following sliding scale.
Over 30 days (inc weekends)
Under 30 days but over 14 days
Within 14 days 			

0%
50%
100%

Postponement
The postponement clause relates only to training
that is re-booked within 3 months (subject to our
availability).
Postponement charges are implemented on the
following sliding scale.
Over 30 days (inc weekends)
Under 30 days but over 14 days
Within 14 days 			

0%
15%
30%

Additional Information
Days include weekends and bank holidays. The day of
notification and training are included in the calculation.
Additional disbursements (e.g. hotels, advance train tickets,
material printing) will be charged at cost, if appropriate.
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