SKILLPATH ON-SITE TRAINING

Dealing Effectively With
Unacceptable Employee Behavior

How to get the productivity, cooperation and results you need
without incurring resentment or damaging relationships

Who Will Benefit
From This Seminar ...

Managers, supervisors or
team leaders who want
to learn proven ways to
improve performance
without arousing
hostility, damaging
relationships or incurring
legal hassles

This comprehensive one-day seminar will give your managers expert advice on the sticky issue of
disciplining workers whose performance just doesn’t measure up. They’'ll learn practical solutions for
correcting problems. And they’ll go back to work with the skills necessary to achieve optimum
productivity in their teams, work groups or departments.

This step-by-step program goes through every stage of the discipline process, from recognizing the
problem and assessing its severity ... to intervention strategies ... to formal termination procedures.

Your managers and supervisors will learn the communication skills that are critical to maintaining an
open dialog with a problem worker. And they’ll unlearn some common misconceptions that can sabotage
discipline and performance plans.

On-Site Seminar Objectives

This fast-paced, information-packed training day is designed for anyone who manages difficult
employees. They'll return to your workplace with proven strategies for identifying nonperformers and
turning their behavior around. Here’s just a sample of what they’ll learn:

¢ How to recognize the 15 warning signs that a problem is brewing
¢ How to act—not react—in a negative situation
e How to offer constructive feedback

¢ How to choose the right intervention technique—from counseling and coaching to formal
discipline meetings

¢ How to set measurable performance standards and communicate them to
your employees

¢ How to determine when it’s time to transfer, reposition or terminate a problem employee
¢ How to prepare for and conduct a termination meeting
e How to protect yourself and your company from wrongful termination lawsuits

¢ And much more!

These days, it’s vital that your managers and supervisors learn to transform difficult employees into
assets. Let our training professionals show you how. Call 1-800-767-7545 to schedule this important
seminar today.




SKILLPATH SEMINARS

COURSE OVERVIEW

Dealing Effectively With
Unacceptable Employee Behavior

Identifying the root causes

of performance problems

e Why bosses sometimes fail to
recognize—or worse, fail to address—
performance problems

¢ The good news: When a “problem”
employee really isn't a problem

* The major reasons employees don't perform
up to standards

¢ 15 warning signs that a performance
problem is brewing

* How to gauge whether a worker has a true
performance problem or a personality clash
with you or other co-workers

¢ Recognizing the most common types of
difficult workers

¢ [dentifying and getting help for employees
whose performance problems are rooted in
substance abuse, emotional or mental
problems or pressing personal concerns

¢ Understanding how you, as a manager or
supervisor, may inadvertently contribute to
or create performance problems

Tips for maintaining a clear, open

communication channel with a

problem worker

¢ What to say—and what not to say—when
you ask an employee to meet with you
about a performance issue

¢ The 10 characteristics of constructive
criticism—and how to use it effectively
to convey the perceived problem to the
employee and promote productivity

¢ How to avoid the communication
breakdowns that can escalate a
problem situation

* How to avoid making emotionally charged
statements that trigger a negative
response—and lay the foundation for
a lawsuit

¢ Don't soft-pedal the issue: The importance
of using specific, clear and direct language
when communicating with employees
about performance problems

Positive intervention techniques

for turning performance

problems around

* The importance of taking corrective rather
than punitive action

e The critical differences among coaching,
criticizing and disciplining—and how to
decide which approach a particular
situation calls for

¢ When verbal reprimands are effective—and
what you can do to prepare for and manage
workers’ reactions

* Avoiding several common—but
ineffective—managerial tendencies for
dealing with problem employees

e 6 ways to provide employees with
additional training—even if you're on a
limited budget

e Guidelines for establishing measurable
performance standards and communicating
them clearly to a problem employee

¢ One vital step you must take to gain
employee acceptance for the solution to
a performance problem

¢ The major elements every successful
performance improvement plan
must include

¢ How to avoid the common mistakes
managers and supervisors make when
preparing for counseling sessions or
performance reviews

e A step-by-step checklist for conducting
effective intervention meetings

¢ Avoiding one of the most common reasons
employee improvement plans fail to work

When the problem persists:
How to conduct a formal
discipline conference

* How a discipline conference differs

from a counseling meeting and other
intervention strategies

¢ A step-by-step checklist for conducting
an effective—and legally sound—
discipline session

e Crying, anger, hostility and a variety of
other employee reactions you may
encounter during a disciplinary or
termination meeting—and specific
strategies for handling each

e [nnovative techniques that often work when
traditional approaches to discipline don't
get results

When to terminate

* Employee actions and behavior that
affect performance—and when they
warrant termination

 Examples of gross misconduct that are
grounds for immediate dismissal—and how
to keep control of the situation

e A 6-point checklist for determining when
termination is the best course of action

¢ The 3 actions you must take before firing

¢ How to build your case with
solid documentation

e Step-by-step guidelines for conducting a
termination meeting

e What to do after a termination to
minimize negative repercussions among
remaining workers

How to protect yourself and your

organization from grievances and

legal problems

* How to develop a progressive discipline
policy that gets results and minimizes the
legal liabilities of your organization

¢ 5 potentially explosive scenarios to avoid
at all costs

* § actions you can take during disciplinary
interviews to reduce the risk of lawsuits

¢ Understanding the double-edged nature of
your organization’s employee handbook—
how it can be a valuable tool or a legal
liability, depending on the circumstances



REGISTRATION FORM

Dealing Effectively With Unacceptable Employee Behavior
September 23, 2004
8:30 A.M. —4:00 P.M.
Room 118, Federal Building
Pittsburgh, PA

Agency

Address

Contact Person
Phone#

Attendees:

Name

Name

Name

The cost is $149 per person/$129 for two or more employees. Payment may be made by training
form, purchase order, or Credit cards (Visa, Master), check or money order made payable to the
Pittsburgh Federal Executive Board. Deadline date for reservation is September 7, 2004. Please
return reservation form to the following address:

Federal Executive Board
406 Federal Building
1000 Liberty Avenue
Pittsburgh, PA 15222

FAX: 412-395-6221

CC NO: Exp. Date:

Name FAX #

Cancellation/Refund Policy: The Federal Executive Board is not a funded agency; therefore, it is necessary that
activities, which require funds be self-supporting. Refunds and cancellations are permitted until September 7, 2004,
After that date, refunds will not be made. Individuals or agencies, which have made reservations and do not show,
will be billed. All reservations must be honored. Substitutions are encouraged and recommended.



