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Dear Members, 
 
Your AFA are always looking for ways we can help your 
franchise businesses to grow and flourish by offering 
services that we know small businesses value.  Our 
latest service has been designed to protect your 
franchise networks through online learning modules in 
a variety of compliance topics.  
Working with Induction Junction, I have created this short programme with you in mind so 
that you can help to keep your franchisees up to date with consistent, accessible training on 
areas such as data protection, risk assessment, general health and safety, information 
security, fraud awareness and people management.  In this brochure all the courses are set 
out clearly so you can see what each module covers and how long each module takes to 
complete.  All courses are priced the same for ease and the AFA has pre-negotiated a group 
discount of more than 20% for all of our members and their franchisees. 
 
Upon successful completion certificates are produced (these can even be branded to your 
particular franchise) and available to download and a record of the training is held in the 
system.   Being online, courses are available at a time of the day to suit – all that is needed 
to order is a learner’s name, email address and purchase order reference.  You will be sent 
login details and a link to our very own e-learning portal or you can create your own 
branded portal for free! Courses can be completed on a laptop, computer or tablet device 
with an internet connection.   
 
I hope that you make use of and find the programme valuable.  If you have any feedback or 
ideas about other modules that you would like to see included please let me know. 
 
Happy Learning! 
 
Claire 
Chief Executive Officer 
The Approved Franchise Association 
07801 931987 
0208 088 2400 
www.theafa.org.uk 
a new way forward for franchising 
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The AFA Member E-learning Programme 

 
 
How it all works 
 
E-learning is a great way to deliver consistent information, particularly across dispersed teams.  
It’s great for induction or when you need to quickly bring people up to speed with matters that 
are important in order that the business can continue to comply with legislation. 
 
In this brochure you will find details for 12 e-learning courses.  In each case there is an outline of 
what is covered, how long it will take to complete how to go about booking.  All courses are just 
£20 + VAT. 

 
This service is being managed on behalf of The AFA by Induction 
Junction, a professional learning and development company who 
specialise in sourcing and delivering e-learning programmes.  Your 
main point of contact at Induction Junction is Hazel Langley who 
can be contacted by calling or texting 07854 761957 or by emailing 
info@inductionjunction.co.uk 
 
Hazel will handle any enquiries you or your franchisees have and, 
upon receiving an email order will organise course links and login 
details for you/your learners before emailing back with login 
details and a link to our elearning portal. 

 

  

 

 
Should any technical glitches be encountered (unlikely but this is the internet we are talking 
about) Hazel will represent you and the AFA in dealing with the Technical Support Team to ensure 
a speedy resolution. 
 
All courses ordered will be invoiced direct to the Franchisee making the booking by Induction 
Junction.  Payment is to be made directly to Induction Junction, by BACS, within 7 days of the date 
of the invoice. 
 
There are dozens more topics to choose from so if you cannot find a topic that you need or have 
any other question please contact Hazel who will be very happy to help you. 
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Section 1:  Health and Safety 
 

Risk Assessment (30 mins) 

It is a legal requirement for every employer and self-employed person to make an assessment of the 

health and safety risks arising out of their work. The purpose of the assessment is to identify what needs 

to be done to control health and safety risks. Regulation 3 of the Management of Health and Safety at 

Work Regulations 1999.   

Whilst the assessment of all risks must be done, you only need to record the assessment if you have five 

or more employees. 

Most workplace accidents could be avoided by proactively carrying out risk assessments and putting 

safety measures in place. This course shows employees how to identify and control workplace risks and 

improve overall workplace safety. 

Employees will learn: 

 How to identify potential workplace hazards and risks 

 How to carry out risk assessments 

 How to use control measures to reduce risks and prevent hazards 

This course is approved by the Royal Society for the Prevention of Accidents (RoSPA). 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Hazardous Substances (35 mins) 

Most businesses use substances, or products that are mixtures of substances. Some processes create 
substances. These could cause harm to employees, contractors and other people.   Sometimes 
substances are easily recognised as harmful. Common substances such as paint, bleach or dust from 
natural materials may also be harmful. 
 
Risk-reducing control measures must be in place for any work involving hazardous substances carried 
out by businesses. With this course, show employees how to use hazardous substances with minimal 
risk. 
 
Employees will learn:  
  

 How to recognise the hazardous substances symbols 

 How to find out information about substances 

 How to use hazardous substances safely 

 How to deal with spillages correctly 

 How to carry out a Control of Substances Hazardous to Health (COSHH) risk assessment 
 
This course is approved by the Royal Society for the Prevention of Accidents (RoSPA). 

 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Manual Handling (30 mins) 

Manual handling relates to the moving of items either by lifting, lowering, carrying, pushing or pulling.  
The weight of the item is an important factor, but many other factors can create a risk of injury, for 
example the number of times you have to pick up or carry an item, the distance you are carrying it, 
where you are picking it up from or putting it down (picking it up from the floor, putting it on a shelf 
above shoulder level) and any twisting, bending, stretching or other awkward posture you may adopt 
while doing a task. 
 
Manual handling accidents cause around a third of workplace injuries, which could be avoided with the 
proper training. This course shows employees why they should avoid manual handling whenever 
possible and how to safely carry out manual handling when necessary. 
 
Employees will learn: 
 

 How to carry out manual handling tasks with the correct posture 

 How to use equipment to reduce or avoid manual handling risks 

 How to assess risk factors of manual handling tasks 

 How to move objects safely 
 

This course is approved by the Royal Society for the Prevention of Accidents (RoSPA). 
 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.    
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Your Health and Safety – Employee Induction (25 mins) 

Everyone who works for you needs to know how to work safely and without risks to health. You must 
provide clear instructions and information, and adequate training, for your employees.  
 
Consider how much training is necessary. A proportionate approach is needed, for example a low-risk 
business would not need lengthy technical training. Providing simple information or instructions is likely 
to be sufficient.  
 
Health and safety legislation covers everyone in the workplace. This course will help employees 
understand their responsibilities for creating an overall culture of health and safety. 

Employees will learn: 

 How to contribute to a health and safety culture 

 How to identify common workplace hazards and risks 

 How to recognise health and safety signs 

This course is approved by the Royal Society for the Prevention of Accidents (RoSPA). 

 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.    
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Section 2:  Compliance 

Fraud Awareness (45 mins) 

Fraud is a criminal act with serious consequences for individuals involved including fines and 
imprisonment, and organisations have a responsibility to prevent their staff from committing fraud. 
 
Employees will learn: 
 

 How to recognise red flags that someone may be committing fraud 

 How to identify when fraud is being committed 

 How to detect and prevent fraud 

 How to investigate and report suspected fraud 

 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Protecting Data (GDPR) (35 mins) 

Understanding what the General Data Protection Regulation (GDPR) means for your organisation is the 
first important step towards compliance.  Our Protecting Data eLearning course focuses on educating 
employees about the new GDPR legislation, with an emphasis on accountability and ownership when it 
comes to processing and storing personal data. 
 
Employees will learn: 
 
• What GDPR legislation states about using, processing, and storing data 
• What the seven data protection principles are and what they mean 
• What the enhanced rights of the individual are under GDPR 
• How to process data transparently in relation to the data subject 
• What informed consent means 
• How to create an accountability culture incorporating privacy by design 
• What activities could lead to a data breach and consequent penalties 
• The importance of accuracy and storage limitation under GDPR 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Information Security (105 mins) 

Could your business cope with the damage that comes with suffering a data breach? Reduce the risk of 
individual errors putting your business information at risk by training staff with this Information Security 
course. 
 
Employees will learn: 
 

 How to keep information secure 

 How to set a strong password and use access control measures 

 How to apply the Information Security Triad to different types of information 

 How to maintain the quality of information security systems 

 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Introduction to Equality and Diversity (45 mins) 

Equality and diversity are more than just a legal requirement: they're critical to the success of any 
organisation. This online course will equip managers to bring out the best in the individuals which make 
up their teams, drive overall performance, and ensure a fair and respectful working environment. 
 
Managers will learn: 
 

 How to lead the way on equality and diversity 

 How to foster good relationships between everyone 

 How to apply equality and diversity principles to dealing with employees, customers, and third parties 

 How to avoid direct or indirect discrimination based on any protected characteristics 
 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Section 3:  Managing People 
 

Handling Difficult Conversations (45 mins) 

Not everyone finds it easy to deal with confrontation, but it is part of a manager's role to do so. This 
course equips managers to tackle toxic behaviours, address substandard performance and resolve 
conflicts in their teams. 
 
Managers will learn: 
 

 The importance of having difficult conversations 

 The skills required to handle difficult conversations effectively 

 Common scenarios and good practice for handling them 
 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Interviewing Skills (45 mins) 

Selecting the right candidates is good for business performance and keeps recruitment costs to a 

minimum. This course shows managers techniques which contribute to an effective recruitment process. 

Managers will learn: 

 How to conduct effective and fair interviews  

 How to prepare for and structure an interview 

 What to do in the follow-up to ensure successful recruitment 

 Questions and practices to avoid which could lead to tribunals 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Making Appraisals Count (60 mins) 

Successful appraisals benefit everyone. This course shows managers how they can inspire employees to 
reach their potential while focusing on what makes the biggest impact on your business. 
 
Managers will learn: 
 

 How to prepare for appraisals effectively 

 How to build positive relationships with employees 

 How to challenge underperformance 

 How to offer coaching, direction and support 
 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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Sickness Absence (60 mins) 

Each year, 190 million working days are lost due to sickness absence in the UK. This course provides 

managers with a framework to resolve sickness absence issues quickly, fairly and consistently. 

Managers will learn: 

 Why a sickness absence management policy is important 

 The key principles of a sickness absence policy 

 How to manage the informal and formal stages of the sickness absence procedure 
 

 

An assessment is included to ensure knowledge transfer and provide a robust audit trail.   
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