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SPAEN is a user led support organisation set up by disabled people and we have ten years experience of supporting Personal Assistant employers. We therefore appreciate the problems and anxieties the first time employer experiences.

SPAEN's new training programme looks at the development of interpersonal skills from an employment law perspective, giving the PA Employer the ability to deal with personnel issues in a confident and competent manner, whilst providing tools for a personal ‘SDS Toolbox’.
These tools come in the form of information handouts, flowcharts or work sheets to enable you to deal with your responsibilities as an employer. The tools can also be used to collect your thoughts and feelings as you progress through the sessions. The tools are intended as a reference of the work completed, also creating an audit trail of the learning outcomes achieved. In each module you will be encouraged to complete the worksheets giving a record of how you came to your decisions and providing a record of your achievement.

Attending training for potential employers, whether you are the SDS recipient or the person working on their behalf, not only helps you develop your skills and knowledge, but it is also motivational and a building block to personal success. These abilities require constant development as different scenarios present themselves. Furthermore you will be guided through the employment law elements and shown how to engage with your indemnifier, the organisation who would support you when, or if, you have an employment law issue to deal with.

Building on the information given in the Employ with Confidence module this module provides an understanding of the different elements of managing an SDS package. We explore the many reasons why someone may be absent from work and the various solutions available to deal with this. Understanding what action is required and what disciplinary action is. 
The second part of the session is to encourage you to be self aware and an effective communicator promoting a change of pattern of negative thinking and behaviour. This will help when having to manage staff in potentially difficult and testing situations.
By the end of the session you will be able to:
· Define the meaning of Absenteeism in the workplace
· Understand the main causes of Absenteeism
· Implement good practices to improve Absenteeism
· Understand the objects of disciplinary action
· See the importance of consistency and fairness
· Understand avoidance
· Adopt problem solving techniques
· Deal with and recognise anxiety
· Have some fun while learning                                                 
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Contact Details:


Scottish Personal Assistant Employers Network�SPAEN                                                         �Suite G4�Dalziel Building�7 Scott Street�Motherwell ML1 1PN�Tele:  01698 250280


Fax: 01698 250236
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