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	COURSE OUTLINE for SUPERVISORS, Managers and Human Resource Professionals
“WHAT EVERY MANAGER NEEDS TO KNOW”

(Full Day Course)



	DESCRIPTION OF ACTIVITY
	TIME
	OBJECTIVES
	TRAINING TOOLS

	1. Legal Foundations, Part I: “Avoiding Jeopardy”: Trainers will present an employment law overview.
	60 min.
	· To identify legally protected classes under federal, state and local laws, as well as under the organization’s policies.

· To discuss the types of employment decisions that are covered by the laws.

· To briefly discuss FMLA, FLSA and Workers’ Compensation.

· To introduce reasonable accommodation as it pertains to disability and religious beliefs.  

· To review various forms of discrimination.


	Jeopardy game

Workbook


	2.   Legal Foundations, Part II:  “Harassment Prevention.”   Trainers will introduce the two essential tools to determine appropriate workplace conduct and create a respectful work environment:  The employer’s anti-harassment policy and the Traffic Light power tool.   First, participants will work in groups to review and analyze the employer’s anti-harassment policy.  (Additional policies may also be covered during this segment).  Next, the trainers will introduce the Traffic Light.  Participants will learn how to “negotiate” the Traffic Light by analyzing and debating various fact scenarios and determining where the behavior falls on the Traffic Light.  Finally, participants will take part in a discussion regarding management’s particular role and responsibility in creating a harassment-free work environment.   Lastly, participants will create their own work scripts for responding to complaints and develop a list of proactive measures to prevent harassment
	90 min.
	Policy:

· To identify protected characteristics under the policy.

· To know where, when, and to whom the policy applies.

· To understand what constitutes harassment, including quid pro quo and hostile work environment.

· To know how to respond to harassment.

· To be aware of procedures for reporting complaints of harassment.

· To understand what constitutes retaliation.

· To discuss the range of potential discipline. 

Traffic Light:

· To introduce the concepts of the Traffic Light and “risky conduct.”

· To discuss the “Green,”  “Yellow.” And “Red Lights” and how they apply to workplace conduct.
· To show how the Traffic Light is used to avoid “risky conduct.”

· To apply the Traffic Light in a variety of contexts. 

· To introduce the “reasonable person” standard and the difference between intentions and perceptions.

· To understand subtle issues such as nonverbal behavior, off-premises conduct, dating, jokes, touching, visual images, and email/internet.

MANAGEMENT RESPONSIBILITIES:

· To discuss additional responsibilities placed on managers and supervisors.

· To understand when a manager or supervisor is “On Notice” and the obligation to take “Prompt, Effective Action.”

· To develop a work script for responding to complaints of harassment or retaliation, including how to handle requests for confidentiality.

· To create a list of proactive measures to prevent harassment. 
	Policy
Traffic Light

Harassment Prevention Scenario Cards

Flipcharts

Workbook

	3.  Legal Foundations, Part III, “Avoiding ADA & FMLA Potholes.”   Participants will engage in exercises to gain a basic understanding of the ADA and FMLA as well as of their differences.  Participants will then practice applying the laws in groups and analyzing various case studies
	60 min.
	· To know who is covered under each law.

· To understand what each law protects.

· To discuss the types of medical conditions covered. 

· To understand reasonable accommodation.

· To know the time periods for leaves of absences.

· To understand how to apply the laws in a variety of contexts.

· To understand how numerous employment laws may overlap in any given situation.
	Case Studies

Flipcharts

Workbooks

	4.  Hiring the Best-Qualified Candidate.  Through a mock-interview exercise, participants will discuss both positive and negative aspects of an employment interview.  Participants will then work in groups to practice creating and asking interview questions and responding to “risky” issues.  Finally, using wall charts, each group will analyze and improve documentation regarding hiring decisions
	60 min. 
	· To know how to apply employment laws in the interviewing and hiring process.

· To understand what types of questions and issues are inappropriate.

· To know how to create and ask appropriate questions.

· To understand how to respond to “risky” issues, such as religious beliefs and disabilities.

· To know how to create legally sufficient documentation. 

· To discuss the importance of advertising and recruitment. 
	Mock-interview

Interview Practice Cards

Flipcharts

Workbook

	5.  Managing Employee Performance, Part I: “Verbal Coaching”: Participants will take a Coaching Skills Assessment to determine their verbal coaching strengths and weaknesses. Based on the results of the assessment and using the 5-step coaching model, they will develop their verbal coaching skills by participating in two role-playing exercises. Each participant will have the opportunity to role-play as a manager and then as an employee.


	60 min.
	· To understand the “SMART” guidelines and how 
to apply them. 

· To know how to write effective PIPs.
	Coaching Skills Assessment

Coaching Role-Playing   

   Exercises

Workbook


	6. Managing Employee Performance, Part II: “PIP”: Trainers will introduce the “SMART” guidelines for writing PIPs. Through a series of Case Studies, participants will work in groups and practice writing PIPs using the guidelines.


	15 min.
	· To introduce various tools available to manage employee performance.

· To discuss the positive effects of ongoing performance management.

· To describe on-the-spot coaching versus one-on-one coaching.

· To understand 5-step model for one-on-one verbal coaching meeting.

· To learn personal coaching strengths and weaknesses.
· To improve coaching skills.
	PIP Case Studies

Workbook


	7. Performance Documentation: Through a mock trial role-playing exercise, participants will discuss both the positive and negative aspects of how the manager or the human resource professional dealt with the employee’s performance problems. Participants will discuss the things that should and should not be documented.


	30 min.
	· To know how to apply employment laws while creating performance documentation.

· To know how to create legally sufficient documentation.

· To understand what to do when legally protected rights interfere with performance.

· To discuss “at-will” employees and letters of recommendation.

· To realize the importance of ongoing coaching and accurate evaluations.

	Mock Trial Role-Playing 
  Exercise

Flipcharts

Workbook


	8.  Diversity:  Through a variety of exercises, discussions and review of video, participants will gain an understanding of diversity.   In particular, participants are provided solutions and practical advice on how to communicate with sensitivity, overcome fear, and change attitudes. Furthermore, participants will be introduced to concept of Diversity Management, which is an operating philosophy designed to create an environment that welcomes and encourages the benefits of a diverse workforce.   
	90 min
	· To incorporate “diversity management” philosophy into effective management performance.
· To provide executives, managers, and employees with a heightened awareness of issues, tools, and skills necessary to create a productive and congenial workplace.
· To understand, appreciate and value the unique individual differences that all employees bring to the workplace.

· To learn tools and techniques on how to enhance an understanding of diversity in the workplace.

· To discuss the positive effects of ongoing diversity. 


	Diversity  Bingo Exercise
Flipcharts

Video

Workbook
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