A7&

Consulting
@l i @ W e

21 Cocasset St. Suite #0, Foxboro, MA 02035 H U M A N
Phone: (774) 215-0471 | Fax: (774) 215-5117

Cell: (774) 225-8490 | Toll Free: (844) 747-2477

info@747cg.com | www.747cg.com

www.747cg.com




747CG CATALOGUE -
Ethics

Class Length 1 Day(s)
Prerequisites None

Overview

Far too many resources about business ethics confain sensationalistic stories about businesses “gone bad” or prolonged preaching to
businesses to “do the right thing."” These resources often explore simplistic ethical questions, such as, “Should Jane steal from the company?”
The real world ofleaders and managers is often much more complex than that.

The word “ethics” is derived from the Greek word ethos (character),and fromthe Llatin word mores (customs).

Together, they combine to define how individuals choose to interact with one another. In philosophy, ethics defines what is good for the
individual and forsocietyand establishes the nature of duties that people owe themselves and oneanother.

Target Audience
All Employees

The Problem

» Ethical dilemmas are causing frustration and poor decisions
* Not understanding what “do the right thing” actually means
* Corporatestandards for ethics arenotdear or followed

Our Solution

To Leam to...

* Recognize ethical dilemmas

* Usea proven modd thatsteps through decisions » Establish a corporate code of ethics

Course Outline

« Establish organizational roles to manage ethics

* Schedule ongoingassessment of ethics requirements

* Establishes required operating values and behaviors

* Align organizational behaviors with operating values

* Developawareness and sensitivity to ethical issues

* Integrate ethical puidelines with decision making

* Structure mechanisms to resolving ethical dilemmas

* Facilitate ongoing evaluation and updates to the program
* Help convince employees that attention to ethics isnot
justa knee jerkreaction done to get out of trouble or improve publicimage
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Workplace Violence Prevention

Class Length 1 Day(s)
Prerequisites None

Overview

The upheaval caused by 9-11, uncertainty in the marketplace, wars that don’t seem to end, terrorism, business malfeasances, constant
uncertainty, constantchange, greater emphasis onspeed and the pressure to do more work with fewer people, has greatly increased your
employees’ level of stress, tension, and frustration.

The fact that some employees lack the emotional skills or ternperament to manage this pressure has resulted in a sharp increasein workplace
violence - acts, threats, bullying, anger, sabotage, and absenteeism. This increased potential for confrontation has placed new demands on
supenvisors, many of whom are unprepared to handle such demands.

This course prepares you to identify symptoms and causes of workplace violence, and to take corrective actions. You learn the warning signs of
potential violence and defuseanger and conflict.

Target Audience
Appropriate for all employees and especially relevant for team leaders, supervisors, and managers

The Problem

*» Human resources, supervisors, or other employees receiving complaints about threats from co-workers
* Increasein workplace violence

* Employees are unsure how to handle violent situati ons

Our Solution

To Leam ...

* Establish processes and procedures in advance

* |dentify the early warning signs related to violence

* Empathize with those under stress

+ Communicate effectively to all involved

* Recognize when thesituation is beyond you and seek help
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Course Outline

The physiclogy and psychology of anger and violence

Developing a more expressive communicatingstyle —handling criticismand aggressive individuals

Constructive and effective conflict resclution methods

Devel oping self esteemin one’ssefand in others, to reduce conflict

Listening effectively - feedback

How to handle difficult people

Reading body language

Understanding aggressivefassertive/submissive behavior

Good and bad conflict

Recognizing tensesituations and reducing the potential for conflict

Communicating with persuasion and win support

Defusing anger

Use of “Violence Response Teams”

Legal and liability issues

Whatyou mustand must not do when employees arein a "high risk” way

The role of governmentin curbing workplace violence (OSHA)

Leadershipand organizational dynamics

Managing conflict -as itrelates to behavior

Establishing clear channels for communicating threats

Identifying potentially dangerous individuals, as well as difficult situations thatspur violence
Whatyou must and must not do, as a manager, when employeesareina highrisk way
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Behavioral Interviewing c Outli
aLurse Ine

Class Length 1 - 2 Day(s) Prarequisites None

Understanding Employment Laws

Overview * Usinglob Descriptions
Finding the right candidate for a jobis a challenging process. Theinterview process involves more than just finding candidates to — Devel oping effective job descriptions
interview.

- Creating behavior based questions using a job description

Interviewing is an area where interviewers can unknowingly tread dangerously and get thermselves and their companies into hot water with ~ Developinga fair and accuraterating system.
inappropriate questions. Even if the questions asked are legal, they must be the rightjob related questions to accuratelyand correctly assess the Developing Good Interviewing Skills
candidate. — Conducting productiveinterviews

— Asking the right questions
Evaluating Candidates

This workshop looks at the interviewing process from beginning to end. Participants learn to assess the job and determine the skills
required to do the job. Then they learn to formulate the best questions and create a rating process to correctly assess the candidates’
gualifications.

Target Audience

Thos e individuals whointerview candidates for job positions and need to determine the bestcandidate for those jobs based on discovering how
the candidates performedin the pastin job reated situations

The Problem

* |nterviewers ask manyseeminglyinnocent questions duringinterviews thatcan causelegalissues for the interviewer and the company.

* Hiringis an expensive proposition and becomes even moresoif the wrong candidateis hired.

* Jobdescriptions dontreflect the true requirements for jobs for which they were written. This makes it difficult to create effective behavioral
guestions.

Our Solution
To Leam to...

* |dentify federal and state employment laws that govern employment decisions like hiring, firing, promoting, demoting,and compensation
levels

* Demonstrate techniques on how tolegally and effectivey interviewapplicants

* Learn thesteps to prepare for theinterviewing process

* Develop effective job descriptions and behavioral questions to identify the bestcandidate for a position
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Harassment Training

Class Length 1 to 1.5 hrs Employee / 30 minutes more Supervisors/Managers
Prerequisites None

Overview

Harassment lawsuits and relatedissues dramatically impact many organizations
throughlost revenueandlost productivity.

This training addresses harassment related issues and prepares the employees
and supervisor/managers to address harassing behaviors. This workshop fulfills
the EEOC requirement that organizations with over 50 employees must conduct
harassment training. Prereguisite: You must have established Policies and
Procedures for handlingand filing complaints that cover:

* Prohibition against harassment

* Protection againstretaliation

* Confidentiality

» Effectivecomplaint/investigative process

* Immediate and effective corrective action

» Notification of outcome

Target Audience

This program combines management and employee content. This is done to
ensure that managementis aware of the training each employeereceves,

The Problem

By law, Harassment Prevention Training is required for managers/ supervisors
when thereare 50 or more employees.

Ensure that all employees have reviewed the Policies and Procedures and are
aware of the consequences of non-

conformance.

Our Solution

To Leam to...

 |dentify harassment

* Avoid being perceivedas harassing
* Manage harassing behavior

Course Outline

» All Employees:
- Forms of Harassment

- Laws

~ Costs

- Whatis Sexual Harassment?

— Types of Harassing Behavior

— How to Avoid Being Perceivedas Harassing
— Sexual Favoritism

-~ Employee’s Responsibility

- Wha to doif Harassmentis Occurring
- Employer’s Responsi bility

- Confronting Harassing Behavior

- Employee Scenarios

e All Supervisors/Managers:
— Employee Program Plus

- AB1825

- Employer’s and Manager Liability
- Retaliation

- What to Look for

- Minimize the Risk

— Coaching Your Employees

- Questions to Ask

- Supenvisor/Manager Scenarios
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747CGC CATALOGUE -
On-Target Onboarding

Class Length 1 Day
Prerequisites None

Course Outline

Overview

Whatis the difference between onboarding and orientation? Do you havea » Challenges and Benefits
process for the first 30,60, and 90 days ? Is onboarding considered just an “HR”
function? The quality ofa new employee’s introduction and acclimation to their
new company, job, and co-workers is directly related to their productivityand — QOrientation vs. Onboarding
retention during their firstyear on the job.

e Define the Purposeand Goals of Onboarding

— Legal issues and paperwork

Learn thecritical d ements of an effective onboarding program that will decrease - Understanding the company culture
turnover, engage new employees, and improve accountabilityin this one day,

= : 2 : _ . - Expectations and Engagement
interactive workshop. You will leave this session with a plan forsuccess! P Eag

* Creatinga Process

Target Audience ) . ] — Before the employee begins
HR managers, managers, anyone responsible for hiring and managing new
employees - Day 1is critical
—~ Teambuildin
The Problem -
« Thereis no process for onboarding new employees — 30,60,and 30 day plan

* An employee’s firstdayis chaos

» Employees do not fed welcomed or engaged
« Insufficient imeis spentacclimating employees and setting them up for * Involving Managers and Co-workers
S UCCESS

* Turnover is high

* Assigning a Mentor

* Onboarding BestPractices

Our Solution

To Learn to:

« (Createa positive firstimpression for new employees

* Set clear expectations for the first 90 days and beyond
* (reateastrong message aboutorganizational culture
* Engageandaccimate employees to their newroleand
the company

* |mplement onboarding best practices
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