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Introduction

Licensing agreement

Reproducible Program Library—End-User License Agreement
IMPORTANT! PLEASE READ!

The following terms and conditions are a legal agreement between Organization
Design & Development, Inc. DBA HRDQ (“HRDQ") and You, Your organization, its
subsidiaries, affiliates, and legal partners (“You”) regarding the Reproducible
Program Library (“RPL").

You may use the RPL only in accordance with the terms of this agreement as set
forth below.

1. License Grant. HRDQ hereby grants You a non-exclusive and non-transferable
license to download, reproduce, customize, and otherwise make use of the RPL
within the terms of this agreement.

2. Proprietary Rights. The RPL is the sole and exclusive property of HRDQ and/or
its authors including all right, title, and interest in and to the RPL. Except for the
limited rights given to You herein, all rights are reserved by HRDQ.

3. Term. This Agreement is effective upon acceptance, and will remain in effect in
accordance with the term of the license purchased. The specific term of this
Agreement is defined on the sale invoice provided You at the time of purchase and
available thereafter from HRDQ.

4. Authorized Use of Library. For the term of this license, You may:
Store the RPL on a computer,

Amend, edit, and change the RPL provided that all original copyright notices, and
trade and service marks, remain intact and appear on this agreement and
amended versions and reproductions thereof,

Print and distribute paper copies of the RPL for educational or training activities,
whether with direct employees, students, agents, or clients, and,

Resell the RPL, in whole or in part, provided You have a current reseller
agreement with HRDQ.

You may not:

Translate, reverse engineer, decompile, disassemble, or create derivative works
based on the RPL,

Include the RPL, in whole or in part, in any publication, product or service offered
for sale,

Lease or loan the RPL,
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Distribute the RPL through the means of a removable storage medium, such as
CD-ROM or DVD,

Copy or upload the RPL onto any bulletin board service or public Internet site, or,
Sublicense or reassign this license.

5. Termination. Failure to perform in the manner required in this agreement shall
cause this license to automatically terminate and HRDQ may exercise any rights it
may have. Upon natural expiry of the term, unless renewed by You with HRDQ,
access to the download site will be denied and all passwords rendered inactive.
Upon termination, for whatever reason, You must destroy all original and amended
versions of the RPL, in any and every format, and certify as such, in writing, to
HRDQ upon request. All provisions of this license with regard to the protection of
the proprietary rights of HRDQ shall continue in force after termination.

6. Warranty. The RPL is provided “as is.” HRDQ warrants that the RPL does not
violate any copyrights, trademarks, trade secrets, or patents of any third parties.
HRDQ disclaims all other warranties, expressed or implied, regarding its accuracy
or reliability, and assumes no responsibility for errors or omissions. To the extent
permissible by law, HRDQ accepts no liability for any injuries or damages caused
by acting upon or using the content contained in the RPL. If any part of the RPL is
defective in workmanship or materials, HRDQ's sole and exclusive liability, and
sole and exclusive remedy for You, shall be replacement of the defective material.
HRDQ's warranty shall survive the termination of this agreement. Some states do
not allow exclusions or limitations of implied warranties or liability in certain cases,
so the above exclusions and limitations may not apply to You.

7. Permissions. Any other use of the RPL not defined in this agreement is subject
to the written approval of HRDQ.

HRDQ, 2002 Renaissance Blvd. #100, King of Prussia, PA 19406, 610.279.2002,
www.hrdg.com.
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Introduction

Instructional design and learning
philosophy

We are committed to providing the best core-skills content possible for
Instructor-Led Training (ILT). The following principles are applied in the
development of programs:

Sound Instructional Design
All course content is developed using a variety of research techniques. These

include:

Brainstorming sessions with target audience
Library research

Online research

Customer research (focus groups, surveys, etc.)
Subject Matter Experts (SME)

Interviews with trainers

Expert instructional designers create imaginative and innovative solutions for your
training needs through the development of powerful instructional elements. These

include:

Learning objectives — effective tools for managing, monitoring and
evaluating training

Meaningfulness — connects the topic to the students’ past, present, and future

Appropriate organization of essential ideas — helps students focus on what they
need to know in order to learn

Modeling techniques — demonstrate to students how to act and solve problems

Active application — the cornerstone to learning — helps students immediately
apply what they have learned to a real-life situation

Consistency — creates consistent instructions and design to help students learn
and retain new information

Accelerated learning techniques — create interactive, hands-on involvement to
accommodate different learning styles

Application of Adult Learning Styles

Adults learn best by incorporating their personal experiences with training and by applying
what they learn to real-life situations. Our experienced instructional designers incorporate a
variety of accelerated learning techniques, role-plays, simulations, discussions, and lectures
within each course. This ensures that the learning will appeal to all learning styles and will be

retained.
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Course timing

Chapter One: The New Work Environment

Type of Activity Segment Time

]

Introduction 15

%

What's different? 5

!

Is work the new family? 10

%

The nature of your job 10

g,

P

Chapter Two: Supervisory Styles

Type of Activity Segment Time
@ What's your supervisory style? 10
, Downpour 10
, Lightning 10
_ Fog 10
, Sunny 10

Vi
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Introduction
Course timing (cont.)
Chapter Two: Supervisory Styles (cont.)
Type of Activity Segment Time
[ =)
-.,'3 Foundational skills 15
i‘« |
A Showing empathy 10
[ A
| Practice 15
0z
L\ﬁi Application 15

i

Chapter Three: The Model for Keeping Responsibility Where it

Belongs
Type of Activity Segment Time

iy ) R

fi

fa¥

Model overview

Step 1: Manager empowers employee

Step 2: Employee owns the task/problem

Activity: Whose problem is it?

Step 3: Manager supports but doesn't solve

10
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Course timing (cont.)

Chapter Three (cont.)
Type of Activity Segment Time

[* =)
==\ Practice: Using systematic analysis 15

[ A Step 4: Employee learns from the
- task/problem 20

Chapter Four: Applying the Model to Behavior and Performance
Problems

Type of Activity Segment Time

[ ZA)
) Case studies and debrief 60
Y4

[_9]
<

b
o]

=

Application 60

§

Chapter Five: Counseling and Mentoring

Type of Activity Segment Time
| |" Counseling for performance improvement 30
| |"‘ Set limits on “confidential” conversations 15
W“‘, Create a fair, flexible, and supportive work »
- environment
| |‘ The next step: mentoring 20

viii
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Course objectives

Successful completion of this course will increase your knowledge and

Secrets of Management Success

ability to: . a0
Develop responsible employees
.. . . Course objectives
Foster good deC|§|.on mgklng in your employees | ——
Encourage a positive climate L i
. = Encourage a positive climate
Decrease power struggles and ego fights * Docroase powrsggis and o
Implement a flexible model for helping employees handle their own .
problems .
Use “accountable moments” as learning opportunities for
employees Course objectives (cont.)
Be fair, flexible, and SUppOI‘tiVG IR ek moso o g
Offer appropriate counseling to employees B e e
+ Be fair, flexible and supportive
. ;Mmpm counseling to
R ak HQ
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The New Work Environment

Chapter One

THE NEW WORK ENVIRONMENT
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Icebreaker activity: Divide

participants into small groups. .

Have each member of the group IntrOd uction
introduce him/herself and tell a

little about their background. As

part of the activity, have each

group calculate the total number

of years of experience the group

has supervising and managing.

Debrief by having each group The new work
share their total years of environment
experience, then calculate a
grand total for the entire group.
Emphasize that that adds up to a Downpour Fog
lot of expertise in the room;
participants will learn from each v
other as well as from you. Supervisory
Provide an overview of the day styles
using the diagram as a guide.
Emphasize that this day is about Lightning Sunny
the people side of management.

v

Step 1: Manager Foundational
empowers emplovee skills (empathy)

Step 4: Employee Step 2: Employee

The model

learns from task owns task
Step 3: Manager
supports emplovee
\ 4
Applying the
model
Counseling Mentoring

2
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The New Work Environment

What's different?

In a USA Today magazine article, Joseph Kinney, executive director of the National
Safe Workplace Institute, talks about the current work environment:

“Current and future workers will continue to have less emotional maturity, greater
feelings of unearned entitlement, poorer social skills, less respect for older
generations, a lower attention span and poorer self-discipline than ever before.
Kinney points out that, for the past 20 years, people have been bombarded by the
egocentric message that all personal problems are caused by “society.” Individuals
are not responsible for their actions, and all blame is externalized. At the same time,
there has been a breakdown in traditionally stabilizing institutions such as family,
home, church, school and community.

Managers and supervisors are increasingly unable or unwilling to use effective
discipline or promote fair and effective management practices. Like dysfunctional
families, dysfunctional workplaces share common characteristics, such as chronic
labor-management disputes, frequent grievances filed by employees, excessive
numbers of stress disability claims, persistent pilfering and/or tampering, understaffing
and overwork, and a rigidly authoritarian and/or inconsistent management style.”

HDQ

USA Today magazine (March
2002) by Laurence Miller.

According to forensic psychiatrist
Robert Simon in Bad Men Do
What Good Men Dream,
satisfying work affords more than
just an income. For most people,
it provides stability, direction,
security, a sense of
achievement, self-worth,
camaraderie, and a feeling of
belonging.

The big secret to management
success: Treat employees as
responsible adults. The really
big secret: This is not unlike the
process of raising children to be
responsible adults—set them up
for success by giving them small
tasks/problems they have a good
chance of handling well; don’t
jump in and rescue them when
trouble arises; instead, let them
learn from their mistakes.
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Activity: Have participants work
in small groups to answer the
questions in the workbook.
Debrief by recording their
thoughts on flip chart paper (or
having each group record their
answers themselves). Some
ideas:

Similarities: People tend to fall
into habits and patterns that may
not be the most productive. For
example, you may have to nag
or yell or use guilt on your
employees like you nag or yell or
use guilt on your children.

There’s usually someone who
acts like a “mom"—or
caretaker—for the group and
that may feel a little too
smothering.

Employees sometimes act like
little kids and tattle on each
other, or create conflicts over
small issues - “It's not fair!”

You all have something in
common—in families, you have
blood in common; at work, you
have the organization’s goals
and purpose in common.

Differences: Employees are not
actually your family. There is a
business purpose for the work
that gets done and relationships
that are developed (not that it's
only business, but it's ultimately
business).

Advantages: You can get rid of
“bad” employees but you can't
get rid of “bad” family members.

Disadvantages: If you don't like
your family, you don't have to
see them or talk to them
everyday, but you have to see
your coworkers and employees
every day.

Secrets of Management Success

Is work the new family?

Activity: Describe the similarities and differences between work and
family, compare the advantages and disadvantages of work versus family.

Similarities:

Differences:

Advantages:

Disadvantages:

© 2008 TreeLine Training. Published by HRDQ.



The New Work Environment

The nature of your job

Managing people is your job; it's not the thing that gets in the way of your
job.

What are your roles?

HDQ

The nature of your job

Activity: Have participants work
in pairs or small groups and list
all the different roles they have
as a manager. Some ideas:
Coach, referee, dictator,
counselor, friend, advisor,
parent, leader, advocate,
disciplinarian, etc. Ask
participants how many of the
roles relate to the people side of
managing (probably many, if not
most). Reinforce that this is why
today is all about the people side
of managing.
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DELIVERING HIGH-QUALITY, CUSTOMIZED
RTL TRAINING HAS NEVER BEEN SIMPLER.

%” The Reproducible Training Library offers a full suite of training
SN solutions, in three formats:

Instructor-led Classroom programs with reproducible
“ instructor and participant guides

R ‘é HRDQSTORE.COM
s - % Self-study e-Learning with freely distributable self-study
module in Microsoft PowerPoint© format

e-Books in freely distributable pocket book Microsoft
Word®© format

All formats can be easily customized so it's your training, your
way. Why spend the time when we've done the work for you?

Get started today!
Download the Info Kit hrdqstore.com/rtl-info or
call our Customer Service Team at 800-633-4533

ABOUT US
HRDQ is a trusted developer of soft-skills learning solutions that help improve the performance of individuals, teams, and organizations.

We offer a wide range of resources and services, from ready-to-train assessments and hands-on games to facilitator certification,
custom development, and more. Our primary audience includes corporate trainers, human resource professionals, educational
institutions, and independent consultants who look to us for research-based solutions to develop key skills, such as leadership,

communication, coaching, and team building.

At HRDQ, we believe an experiential approach is the best catalyst for adult learning. Our unique Experiential Learning Model has been
the core of what we do for more than 30 years. Combining the best of organizational learning theory and proven facilitation methods
with an appreciation for adult learning styles, our philosophy initiates and inspires.

DOWNLOADABLE ’ For more information or to place an order, please call or visit us at:

CUSTOMIZABLE, REPRODUCIBLE : _
& AFFORDABLE HRDQSTORE.COM | 800-633-4533
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