Employee and Leadership Development Staff (ELDS) Course Offerings

1. Crucial Conversations
Classroom training
2 full days in length
30 people maximum class size
$230 per student materials cost (includes book, student guide and audio companion material)

A crucial conversation is a discussion between two or more people where stakes are high, opinions vary, and emotions run strong.  When handled poorly or avoided altogether, teams, organizations or even individuals will achieve less-than-desirable results.  When handled properly, your team, organization or relationships can be raised to the next level of success.  This course was created by the authors of the best-selling book, Crucial Conversations: Tools for Talking When Stakes are High and provides an intense, exercise-driven experience that effectively pulls the fundamentals and skills off the printed page and into each student’s professional and even personal lives. 

Objectives:
· Learn how to create conditions where people speak with complete candor and respect;
· Gain skills that enable spirited dialogue and reduce deference and defiance;
· Begin stepping up to tough issues and sharing options, feelings, and information safely and freely;
· Learn how to promote the best ideas, save time with fewer meetings, have less disagreement and build more alignment with better decisions.

2. Myers-Briggs Type Indicator

Classroom Training
6 hours in length
40 people maximum class size
$30 per student material/processing cost (includes information booklet & personalized assessment report)

Millions of people around the world have taken this personality type assessment since its inception in 1962, and it remains the world’s most popular.  Identifying an individual’s preferences and natural tendencies in the way they’re energized, perceive their world, make their decisions and present themselves to the world, this assessment provides strong personal understanding.  Beyond just providing assessment results this course offers an opportunity to further explore the dichotomies, to validate (or invalidate) the results, and through a series of exercises, to understand the diversity that exists in the population at large.

Objectives:
By the end of this training, the participant will be able to:
· State the strengths of his/her psychological preference;
· Identify when he/she may have to “flex” to someone else’s preference to enhance communications;
· Explain how preference might influence how a person likes to receive performance feedback.

3. Myers-Briggs Type Indicator Advanced Team Trainer

Classroom Training
4 Hours in Length
15 people maximum class size (from a single team or group)
$30 per student material/processing cost (includes information booklet & personalized assessment report)

Designed as a follow-up to the Myers-Briggs Type Indicator Course listed above, this course is designed specifically to build greater cohesiveness and understanding on teams spanning the spectrum from newly-formed to long-standing.  Unique group exercises not only identify differences but provide practical methods for leveraging this diversity towards outstanding team results.

Objectives:
By the end of this training, the participant will be able to:
· State the strengths of his/her psychological preference;
· Understand how their own preferences, and those of other team members are impacting the functioning of their team;
· Identify road blocks and opportunities based upon the types represented on the team;


4. Leading Virtual Teams

Classroom or Webinar Training
3 hours in length
15 people maximum class size
$32 per student materials cost (including 2 books: Five Dysfunctions of a Team and Appreciative Team Building)

Teams are increasingly being called upon to boost efficiency and produce better results, but in many cases they have to deal with the added complication of no longer being co-located.  Where in the past your team members were just the next cubicle over, today they can be scattered across the country or even the world.  Using the books Five Dysfunctions of a Team and Appreciative Team Building as a starting point, this training has been developed to help managers and supervisors to learn new skills and/or transfer their existing skills to successfully lead teams in the virtual environment.  

Objectives:
By the end of this training, the participant will be able to:
· State how appreciative inquiry can be used to build trust within a virtual organization;
· Explain how establishing ground rules can help master conflict;
· State how identifying clear action items will assist in achieving team member commitment;
· Create SMART objectives that will help to establish accountability;
· Explain how SMART objectives allow teams to focus on producing great results.

5. Individual Development Plans

Classroom or Webinar Training
3 or 2 hours in length
30 or 100 people maximum class size
No per student costs

Many times considered a “check-in-the-box,” mandatory exercise to be endured, creating an Individual Development Plan (IDP) can actually be something much more positive that supports the goals of the organization and the individual alike.  This course- designed for supervisors and non-supervisors- covers the rationale, goals and step-by-step process used to create and maintain IDPs that support real development.


Objectives:
By the end of this training, the participant will be able to:

· State the purpose of the IDP;
· Identify the role of both the Supervisor and Employee in developing the IDP;
·  Gain familiarity with the IDP form;
· Produce an IDP.

6. Teambuilding for Teams

Classroom Training
3 hours in length
40 people maximum class size
No per student costs

Intended for one or more complete teams, this course discusses the nature of teams and the work that’s required to build them and maintain their effectiveness over time.  A number of trust building tools will be provided and evaluated by the students to see how they might work (or not work) in their own organization.

Objectives:
Upon completion of this course, the student will be able to:

· List key characteristics/traits of an effective team
· List common team dysfunctions
·  Suggest some tools to build trust
· Discuss ways of setting a team up for success
· Identify challenges to maintaining success
· Know the role(s) they play in their own team

7. Question Behind the Question – QBQ

Classroom Training
8 hours in length ( single session or 2- 4 hour sessions)
20 people maximum class size
$140 per student materials cost

This course was developed and distributed by John G. Miller, based upon his book, QBQ!  The Question Behind the Question, and focuses on establishing one’s own sense of personal accountability as a means to improving one’s level of personal satisfaction.  Some of the major points include:
1. Our natural tendency is to blame others when things go wrong
1. Taking personal accountability for helping fix things produces better results
1. Asking ourselves an empowering question makes us accountable
2. Starts with “How” or “What”
2. “I” as the subject
2. Action verb that will directly contribute to better results

Objectives: 
Upon completion of this course the student will be able to:
1. Concretely define “personal accountability”
1. Discuss the negative consequences of asking “who” or “why” questions
1. Formulate empowering questions that lead to positive personal actions in ambiguous situations

8. Training Skills for Subject Matter Experts
Classroom Training
3 Hours in Length
30 people maximum class size
$26  per student materials cost (for book Telling Ain’t Training) 

Knowing the material is only half the battle: passing that knowledge on to a group of students can sometimes be just as challenging.  Based in part on the book Telling Ain't Training, by Harold D Stolovitch and Erica J Keeps, this course offers insight into how adult learners learn, provides a method for designing impactful training and discusses the strengths and weaknesses of various tools at the trainers' disposal.  

Objectives: 
Upon completion of this course the student will be able to:
· Explain the steps by which learners absorb, process and store information for later use and how they influence training design
· List the 4 Key Adult Learning Principles (Acronym BEPA) and discuss their significance in training
· Use the 5-step model to design a training session
· Identify the ideal uses of each of the 6 training tools introduced in this course


9. Integrity Service Customer Service Seminar (ARS roll-out in FY 15; other REE Agencies FY 16)
Classroom Training for Initial Session and Classroom or VTC/Webinar for (7) follow-on Sessions
Initial Session: 4 hours; follow-on sessions 1.5 hours each
One time cost of $240 / student for Participant Kit
30 people maximum class size

Comprised of an introductory session that lays down the fundamentals and (7) weekly follow-up sessions in which participants can assess and redirect their progress to date, , this course provides individuals and teams the knowledge and tools to firmly establish a professional customer service culture in any organization.   

Objectives:
Upon completion of this course the student will be able to:
1. Understand their role in serving people, including both internal and external customers;
1. Communicate more effectively with customers;
1. Utilize the step-by-step problem solving framework to help resolve customer issues;
1. Use the Behavior Styles system to understand both their own tendencies and also those of others and produce more constructive customer interactions.
