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Adult learning: and fear of failure,
42-43; generational differences
in, 52-53; and individual ccmiort
zones, 57-60; levels of reccpiion
in, 13-16; metaphorical cognitive
styles of, 55-57; an! neurolin-
guistic theory, 52-55; and trainer-
participant ahignment, 60;
visualization techniques for,
4749

Albrecht, K., 55-57, 245

Alcohol use: addiction and, 158;
observable signs and symptoms of,
166. See also Substance abuse

Alliger, G. M, 13

Attendance-related behaviors, appropri-
ate responses to, 175

Attorneys, training suggestions for,
62-63

Auditory learners, training for, 53

D

Behavioral issues, appropriate supervi-
sory responses to, 175-176

Bio/intro sheet, 22, 38-39, 61, 62

Blanchard, K., 209

Blue-collar employees: keys to success-
ful sessions with, 66-67; in sub-

stance abuse programs, 151

C

Closing ceremonies, 28

Closing comments, 45

Coaching interventions, 183-185;
critical success factors in, 191, 192;
four dimensions of, 184; method-
ology in, 193; skills targeted in, 190;
training for, 177-178, 179-180;
uses and types of, 189, 190

Conflict resolution, and individual
empowerment, 209-210. See also

Group conflict resolutions programs
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Counseling, 225-226; and progressive
discipline, 182
Courtesy List, 36

D

Digital stopwatch program, 248-249

Discipline model, 176, 195

Discipline Without Punishment (Grote),
176

Drug use: and common illegal drugs,
159; observable signs and symptoms
of, 167, 168, 169, 170. See also

Substance abuse

E

Employee Assistance Program (EAP),
overview of, 225-226

Employee orientation programs,
77-85; basic themes in, 79; collabo-
rative, 84; and employee retenticn,
77; equipment for, 84; guest speak-
ers in, 78; introduction to;79; learn-
ing and teaching keys {5r. 83; length
and pacing consideiations in,
78-79; and organi:ational culture,
81-82; organtzational policy intro-
duction in, 80-81; purposes of,
79-80, 82; sample slides for, 86-95;
safety and security policies in,
84-85; termination and, 82

Equal Employment Opportunity Com-
mission (EEOC), sexual harassment
defined by, 104

Equipment. See Training tools and

equipment

F

Feedback sheets, 71-72; creation of,
256; essay-type, 255; lack of stan-
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dardization in, 254-255; pertinent
questions in, 255; and training
success, 8—9

First responders, as tough audience,
60-62

Frontline employees: and sexual harass-
ment, 97; stress management for,
224

Future pacing relaxation exercise,

47-49

G

Gardner, J., 42

Grote, R., 176

Group conflictresolution programs,
199--203; accountability and, 220;
“013a leaders” in, 203; audience for,
200; basic themes in, 202—203; cere-
mony in, 203; confidentiality in,
201; dealing with anger and tension
in, 206-207; employee interviews
in, 201-202, 217; feedback in, 209;
goal of, 205; learning and teaching
keys for, 205-206; length and for-
mat of, 201-202; and organizational
culture, 204-205; and participants’
continued employment, 207; part-
nering in, 200, 207; sample lecture
for, 208-210; self-assessment instru-
ments used in, 201-202; setting
ground rules for, 202-203,
208-209; supervisor/department
head involvement in, 200—-201; tools
for, 206

H

Hamper, B., 66
Handouts, 8, 34
Holmes-Rahe Scale, 231
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Human resources: and employee orienta-
tion, 78; and substance abuse issues,
148, 149, 154-155; and supervisory
training programs, 176-177; wellness
programs of, 224, 226

Humor: caveats for using, 249-251; ex-
amples for using, 37, 40, 61, 100; as
tension-cutting device, 131-132, 150

J

James, T, 31
Janak, E.A., 13

Judges, training sessions for, 62-63

K

Kinesthetic learners, training modes for,
54

Kirkpatrick, D., 13; Adult Learning
Model of, 13-14

L

Learning formats: hunor 1n, 3; low-
stress, 41-43: variety in, 3

Learning keys. 4. See also specific train-
ing category

Looping hack technique, 60

M

Managers. See Substance abuse aware-
ness programs

Materials, handling problems with, 24

McGregor, D., 204

McGuire, J., 209

Medical doctors and nurses, training
sessions for, 63-65

Mencken, H. L., 73

N
“Name Game,” 58-59
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Non-English speakers, keys to success-

ful sessions with, 65-66

(0]

Occupational Safety and Health Admin-
istration (OSHA): safe workplace
guidelines of, 127; and types of work-

place violence perpetrators, 139

P

Participants, engagement techniques
for, 57-60. See also Special category
participenis; Tough participants;
Traires-2udience rapport

Perfoimance evaluation training: dis-
cassion steps in, 188; in supervisory
training program, 177, 179; tips,
187

Performance issues, appropriate super-
visory response to, 176

Pike, R., 52

Politically correct attendees, hostile
encounters with, 7374

Pre-training worksheet, 262-263

Program content and delivery, defining,
18

Program design: “Brainy College Pro-
fessor Model” for, 19-20; emphasiz-
ing content versus delivery, 16-22;
infotainment as, 18; motivational
speaking approach to, 19; trainer’s
personal style in, 20, 41-42

Progressive discipline training,
177-178, 194; counseling and, 182;
model for, 195; and role-play sce-

narios, 181; termination and, 180

R
Review pledge, 253-254
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Role plays: and real-time employee
encounters, 174-175; three-person,
174, 181

S

Self-assessment instruments, 201-202

Self-Renewal: The Individual and the
Innovative Society (Gardner), 42

Seminar-style programs: audience
engagement techniques in, 57-60;
room design and set-up for, 261

Senior executives: and employee orien-
tation programs, 78; introductory
and closing remarks of, 27-28; pro-
gram attendance of, 250-251; and
substance abuse training programs,
154-155; and training program
buy-in, 3

Sexual harassment: defining, 104, 112,
115-118; hostile environment as
type of, 105, 112, 117; and er2tloyee
rights, 108; human resources depart-
ment and, 177; investigative process,
107, 120; and litigation concerns,
101-102, 103..125; and organiza-
tional red Qags; 1195 quid pro quo,
defined, 104, 116; reporting process,
121; and state law requirements for
employers, 109; by third parties, 106;
workplace rules concerning, 103

Sexual harassment program, 97-102;
basic themes in, 98-99; caveats and
sources of tension in, 101-102;
design tools for, 103-123; for front-
line employees, 97; inclusive, 99;
learning and teaching keys for, 100;
length requirements for, 98; and
organizational culture and policies,

99; for supervisors, 97-98; tools for,
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100-101; training module outline
for, 251-252

Shephard, D., 31

Slide design, 5, 24

Slide samples: on conflict resolution,
211-222; on employee orientation,
87-95; on sexual harassment pre-
vention, 110-123; on substance
abuse awareness, 161—171; on stress
management, 235-243; on work-
place violence prevention, 138-146

Special category participants, 60—67;
keys to success with, 61, 62, 63-64,
65—-66; and-uainer bio, 61, 62

Spokespersor: rotation technique, 59

“Stone-Face Cyndrome,” 37

Stredsianagement: and brain wave
activity levels, 228-229; breathing
technique for, 34; focused relaxation
exercise for, 225, 229-231, 233; and
Future Pacing Exercise, 47-49;
R.E.D.S. mnemonic for, 227-228,
242; tools, 240-243

Stress management program, 223—233;
design and sample agenda for,
224-225; Employee Assistance
Program (EAP) and, 225-226;
event-driven, 226; goal of, 223,
226-227; learning keys for, 227;
problematic responses to, 232-233;
tools for, 231-232, 233; as wellness
issue, 224, 226

Stress symptoms, 247; in work
groups/teams, 214

Substance abuse: common workplace
concerns about, 147-148, 157, 158;
employee symptomologies of, 149,
163, 167, 168, 169, 170; as medical
issue, 149-150; prevalence and types



of, 149, 150, 156; workplace testing
for, 148, 149-150, 164

Substance abuse awareness program,
147-171; basic themes in, 149-150;
and company learning keys, 152;
and current drug and alcohol poli-
cies, 150; Employee Assistance Pro-
gram and, 153; human resources’
involvement in, 149, 152-153; and
legal issues, 150, 153; length and
goal of, 149; organizational culture
and, 150-151; potential problems
with, 154155, 162; reasons for,
151-152; sample slides for, 161-170;
sample topic outline for, 156-159;
senior executives and, 154—155;
teaching keys for, 152-153; themes
in, 149—150; trainer’s tools for,
153-154

Supervisory training programs,
173-197; coaching skills develop-
ment in, 177-178,:179-180, 182,
183-185; discutsion points for,
178-179; haandouts for, 176; human
resources ard, 176-177; learning
keys T, 178; length of, 174; man-
aging role-play scenarios in, 174,
181; and organizational policies,
176; for performance evaluations,
177, 179; progressive discipline
process in, 177-178, 180, 181; sam-
ple slides for, 187-197; themes in,
174-175; termination process and,
174, 180-181; tools used in, 181;
training keys for, 175-176

T

Teaching keys, 4. See also specific train-
ing program
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Teams. See Group conflict resolution
programs; Work groups

Termination process: covered in
employee orientation program, 82;
supervisory training for, 174,
180-181, 196-197

Terminology, 8

Tough participants: disruptive, hidden
agenda of, 51-52; and lack of social
intelligence, 52; strategies for deal-
ing with, 24-27; subsets of, 60-67;
typology of, 67—74. See also Special
category/participants

Tough rraining topics, defined, 12-13

Toxicworkplace concept, 204-205

Taainer: and client’s introductory and
closing remarks, 22, 27-28, 38-41;
closing comments of, 45; credibility
of, 3; personality style of, 41-42;
posture and stance of, 37-38;
requirements, 28-29; use of humor
by, 37, 40

Trainer preparation: breathing tech-
niques for, 34; and first impressions,
32; of material and equipment, 34;
for physical comfort and appear-
ance, 32-35, 62; and the Strength-
Weakness Irony, 17

Trainer tips, 245-254; for dealing with
repetition, 245-248; for editing
participant remarks, 252-253; for
retaining program materials, 253—
254; for timing of session, 248-249;
and “too much material/too little
time” dilemma, 251-252; for use
of humor, 249-251

Trainer-audience rapport, 36-37;
learning and, 60; and special cate-

gory audience, 60-67
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“Trainer’s Mind” concept, 31-32

Training environment: and client orga-
nization culture, 26-27; negativity
and hostility in, 25-27; overcoming
design flaws in, 22-23

Training dilemmas and solutions,
22-29

Training as performance, 18

Training programs: commonalities in,
7-9; critical success factors in, 3;
development of theme in, 21-22;
ideal, 46; levels of engagement in,
14—16; mandated, 26; and session
breaks, 44—45; successful, 15; “Us”
mindset in, 3

Training room: set-up specifications,
260; for small-group and seminar-
style training, 261

Training tools and equipment, 7; digital
stopwatch program as, 248-249;
handling technical problems with;
23-24; music and visual eects as,
35-36, 61. See also svecifrc program

Travel checklist, 264

Twain, M., 199

A%
Vidakovich, J., 36

Visual learners, training for, 54

Visualization techniques, 47-49
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Work groups, stress symptoms in, 214.
See also Group conflict resolution
programs

Workplace, defining, 106, 113

Workplace violence: defining, 127, 138,
141; domestic violence crossover to,
127, 129, 135, 136; employee
reporting of, 136, 145; FAQs about,
133—130; as fear issue, 125-126,
127, 131; and high-risk jobs, 127;
manager’s duties in regard to, 127,
136, 144; myths, 126-127, 133;
prevention, suggestions for, 146; and
safe wai kplace guidelines, 127; and
soutces of workplace stress, 127;
stalking and, 135; and threat man-
agement teams, 143; and trainer
scare tactics, 131; types of, 141; ver-
bal threats and, 127

Workplace violence prevention pro-
gram, 125-132; audience for, 126;
design tools for, 133—-146; humor as
tension breaker in, 131-132; learn-
ing and teaching keys for, 130;
macro training themes for, 127-128;
and organizational culture and poli-
cies, 128-130; real purpose of, 130;
and session length, 126; tools, 128,
130-131



