Dear Friends:
 

After the last major trade fair, I always have a problem “losing” my students.  There doesn’t seem to be much motivation for them to continue working.  So…while preparing my lesson plans for Work Experience, I hit on a wonderful idea that I’d like to share with you.  My HR department had little to do except a monthly newsletter.  So what does a corporate HR department do besides benefits …  TRAINING!  I have given my HR departments the attached list of workplace ethics and asked them to do weekly training sessions for all employees.  I also pointed them to the VE website curriculum for Management Training.  They are to do a session each Wednesday from one of the topics, or any other topics they think are appropriate for training.  I pointed them to the internet – American Management Association site and others that they discovered from internet research.  They also create a 10 question quiz to be given the next day to assess whether they were effective and to encourage good listening skills.  
 

So, I share this with you.  If you have any great ideas for a single lesson or many – especially for assessment and evaluation, pass it on.  We could all use some fresh ideas and we too begin to feel the spring!
 

Polly
  
 Human Resources Employee Training

Work Ethics:


Attendance



Dependable, arrives and is ready to work on time, does not take 



Extended breaks, notifies employer in advance of planned absences



Does not leave early; gives 100% during work hours


Ethics



Displays loyalty, honesty, trustworthiness, dependability, reliability



Initiative, self-discipline and self-responsibility


Teamwork




Respects rights of others; respects confidentiality; is a team worker,



Is cooperative, assertive, displays a customer service attitude, seeks



Opportunities for continuous learning; demonstrates mannerly behavior


Appearance



Displays appropriate dress, grooming, hygiene and etiquette


Attitude



Demonstrates a positive attitude; appears self-confident; has 



Realistic expectations of self


Productivity



Follows safety practices, conserves materials, keeps work area neat



And clean; follows directions and procedures makes up assignments



Punctually; participates fully


Organizational Skills



Prioritizes and manages time and stress well, demonstrates flexibility 



In handling change


Communication



Displays appropriate nonverbal; appropriate listening, telephone



And email etiquette skills; delivers the message to the right person



Gives clear directions 


Cooperation


Displays leadership skills, appropriately handles criticism, conflicts and complaints; demonstrates problem-solving capability; maintains appropriate relationships with supervisors and peers; follows chain of command


Respect


Deals appropriately with cultural/racial diversity; does not engage in harassment of any kind.

         Sexual harassment – what it is; what the law is; etc.


Management Training



(See lessons under this heading in Curriculum link on the VE Website)


Any other training topics you think are appropriate.

