EMPLOYEE INITIATIVE: HOW TO MAKE IT HAPPEN

INSTRUCTOR GUIDE

4-HOUR COURSE

EMPLOYEE INITIATIVE: HOwW TO MAKE IT HAPPEN
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HDQ

Licensing agreement

Reproducible Program Library—End-User License Agreenent
IMPORTANT! PLEASE READ!

! , mi n
F G $ H$ - (. #$% 2B #$%C3 "I -
| G - -, - " 2Bl C3
org 2B# C3
| | # N o
, !
N #$% ! I 58 "5
, | # | | , |
#1 I # ! 8' , #$%
"o P 1. o "
8' , | | | | - |
#$%
4 ! 2] I " ‘- "
. 1 , | 'l ! ,
o noom ' melor
! L, #%
0.! G"< 7 ! , ! -
> 1# -
- - | | # | | -
1] " n 1 - 1 n I n
) I # )
N S e
# V# - - | !
I #$%
|
L # -
IO i ' S
L # -




HDQ

$ r# 1 ,
&$5#F SES$-

& "LH

g -
R

19 I # ""B C #%$%

- " .
#$% " ! -8

! D #$

1" #$%



Instructional design and learning
philosophy
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Sound Instructional Design
All course content is developed using a varietyeskarch techniques. These
include:

Brainstorming sessions with target audience

Library research

Online research

Customer research (focus groups, surveys, etc.)
Subject Matter Experts (SME)

Interviews with trainers

Expert instructional designers create imaginative ianovative solutions for your
training needs through the development of powenfstructional elements. These
include:
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Application of Adult Learning Styles
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Course timing
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Course timing
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Course objectives
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Course objectives

« Create a shared vision and mission
statement

* Identify and overcome obstacles to

empowerment

Perform the steps of completed staff work

Practice systematic analysis

Establish meaningful accountability

measures
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One

UNDERSTANDING EMPOWERMENT
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Empowerment
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Creating a shared vision and
mission statement
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Sharing information
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Dealing with resistance
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Exposing group norms
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For managers: avoid artificial
empowerment
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Two

COMPLETED STAFF WORK




CSW philosophy

« Answers, not questions

+ Solutions, not problems

+ Recommendations, not alternatives
+ Facts, not assumptions:

« Reasons, not excuses

+ Suggestions, not complaints

« Specifics, not generalities

« Brevity, not superfluous detail
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Essential skills for CSW

« Self-management/time
management

= Negotiation

« Problem solving
(individual and group)
Ny « Decision making
(individual and group)
—~

\\

Conflict resolution
Team player attitude
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What is completed staff work?
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The steps of completed staff work
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e The steps of completed staff work

e (cont.)
.
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The steps of completed staff work

(cont.)
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Summary statement

* Dest

cribe the problem/situation
« Explain the effects on the organization

+ State your recommendation and why you selected
that soluti
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Don't leave
anything for your
boss to do except
sign his/her name
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Details that constitute CSW

« Cover letter in your boss'’s
name

« Extra copies already made

*« Materials three-hole
punched if appropriate.

+ Mailing labels made

+ Meeting(s) setup

+ Copies distributed
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How to implement
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Ca

se study: Cutting the budge
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Three

DEVELOPING AN ACCOUNTABILITY
SYSTEM




