EMPLOYEE RESOURCE SYSTEMS, INC.

TRAINING SERVICES

In addition to the Employee Assistance Program (EAP) services offered by ERS, we aso
offer avariety of training services:

« Weoffer “brown bag” or “lunch and learn” sessions as a quick, informative hour on
current topics.

« Wealso offer half to full day training sessions as a more in-depth look at atopic.
These sessions offer employees and supervisors the opportunity to learn and practice
new skills.

The following is a description of some of the topics already offered by our training staff.
If you have a particular training need not mentioned on the list, please do not hesitate to
contact us and we can discuss the development of any training session you may require.

If you have any questions or would like to discuss these workshops please contact
Employee Resource Systems at 1-800-292-2780.
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1 STRESSMANAGEMENT
Stressisafamiliar experience for all of us. Today's society is extremely stressful both at
home and at work. The demands placed on us as partners, parents, employers and
s employees continue to increase and we need to learn tools to dedl
_ L/J\____, with this stress. Thisworkshop aimsto assist participantsin this
S 7 . processand within this workshop, participants will ...
e understand the nature of stress, including the signs,
symptoms and misconceptions of stress
e practice skillsin managing stress
e practice relaxation techniques to reduce stress

2. CULTURAL DIVERSITY

The concept of managing diversity has been evolving for about 30 years starting with the

Civil Rights Act of 1964, which prohibited discrimination against specific groups of

people. There has been a shift over the last 30 years from mandating equal rights for

women and minorities, to the current conception of recognizing, valuing, building upon

and celebrating our unique differences. Within the workplace this means that we

deliberately attempt to manage the differences of our individual employees and ensure

that these employees are not assimilated but remain as unique individuas, integrated into

our organization. Upon completion of the workshop, participants will ...

e beaware of the concepts of identity groups, values, cultural diversity and a respect
for differences within the workplace

e understand the concept of managing diversity in the workplace

e practice aworking model for managing diversity in the workplace

3. COMMUNICATION SKILLS
Communication is something we do all day, every day. However, communicating
effectively isaskill that very few people possess. Conflict in organizations often stems
from an inability to effectively and assertively communicate. Within the workshop,
participants will ...
e identify verba and non-verbal aspects of

communication

e Discuss persona “roadblocks” to effective ‘”\ A g
communication : v .

e review techniques for effective listening “ h & IL“ A’

e  practice the effective communication skills of -~

active listening, validating and positive
assertiveness.
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4, CONFLICT MANAGEMENT

Organizations without conflict would become stagnant and unresponsive to change. On
the other hand, conflict within an organization can also be detrimental. While
unmanaged conflicts, disagreements and out of control emotions can harm important
work and professional relationships, effectively managed conflict can promote
cooperation and build stronger relationships. Most conflicts can be resolved fairly and in
away that benefits al those concerned. Within this workshop, participants will ...

o  assess Fhe|r own confllgt managemeqt styles Vo 0 oo
e  recognizethe characteristics of conflict N \ ‘/[/ A
e identify the positive and negative conseguences of EX Y] [—;
conflict N
e putinto practiceamodel of managing conflict " |;\

5. DRUG-FREE WORKPLACE

Within the United States, more than 70% of the people who useillegal drugs are

employed. It has been shown that drug users and alcohol abusers have higher rates of

absenteeism, a greater number of worker's compensation claims, increased workplace

accidents and injuries, and higher medical benefit use. A drug-free workplace program

assists organizationsin their struggles against drug and alcohol abuse in the workplace.

Within the workshop, participants will...

o learn of the prevalence of illicit drug and alcohol use in our society

. understand the effects of illicit drugs and alcohol on individual, family and the
workplace

. understand the nature of a drug-free workplace program

o understand the role of an Employee Assistance Program

. learn manageria skills of identifying problems, assessing and clarifying problems,
documentation, consultation, taking action, referral and follow-up with troubled
employees

6. BUDGETING MADE EASY

Credit cards, student loans, medical hills, car payments, mortgage or rent payments... We

al have bills and wonder how it is that we are going to be able to pay everything off. In

this workshop, participants will ...

e identify attitudes and behaviors that create financia
problems

e identify financial “pitfalls” beforeit’stoo late!

e develop aclear understanding of their current
financial status

e |earn strategiesto reduce any waste of resources
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7. SURVIVING THE HOLIDAYS

Holiday stressis a phenomenon experienced by most holiday participants. While
feelings of joy and excitement are an integral part of holiday time, so too are feelings of
loss, depression and loneliness. Upon completion of this workshop, participants will be
ableto...

e identify reasons why the holidays may be difficult for some people

e identify symptoms of holiday blues

e  practice ways to cope with holiday stress

8. CAREER PLANNING

Should I go back to school? Should | change jobs? How do | begin a

job search? What should | include on my resume? What should |

wear to an interview? These are al questions people ask when

planning to make a job change or enter the job market for the first

time. The objectives of this workshop are to...

e identify the stepsinvolved in career planning

e develop skillsin self-evaluation and skill identification when
deciding on a career or beginning ajob search

e develop skillsinwriting aresume, cover letters and thank you
letters

0. CHEMICAL DEPENDENCY/SUBSTANCE ABUSE

With the high statistics regarding substance abuse, particularly in the workplace,

employee and employers alike need to recognize the impact of chemical dependency on

our everyday lives. Thistraining program addresses the nature and symptoms of

substance abuse. Upon completion of the workshop, participants will...

e learnthe prevalence of illicit drug and alcohol use in our society

e understand the nature of addiction

e understand the physical and psychological effects of illicit drugs and alcohol on
individuas, the family and the workplace

10. BALANCING WORK AND HOME \

During the 1950's, 75% of American families consisted of afather ) %_"_.,
who worked and a mother who stayed home with the children. <IN/
Today, only about 7.1 per cent of American familiesfit that pattern. f %

Upon completion of this workshop, participants will...

e understand the demands of today's society on families

e identify their own areas of stressin balancing work and home
e develop tools for managing and balancing work and home life.
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11. PARENTING

Children today, whether youngsters or teenagers, need many skills to help them deal

effectively with life and ultimately, to survive outside the home. Y ou can provide asolid

foundation that will assist your child in becoming a healthy and happy adult. Upon

completion of this workshop, participant will be ableto...

e develop guidelinesfor basic parenting skills

e learn and use various methods for building strong and positive relationships with
their children.

12 TIME MANAGEMENT
It’s an inescapable fact that timeisfinite. What differs for each of usiswhat we do with
the time we have. It may be better to replace the phrase time management with the
concept of self management. It has been said that every hour spent planning saves three
hours of doing. Upon completion of thisworkshop, participants
will...

e conduct a self-assessment of time management skills

e discussgoals & valuesrelating to prioritizing

e learntoolsfor managing time - planning, organizing and

avoiding classic time wasters.

13.  ORGANIZATIONAL CHANGE

No individual, organization or system is exempt from change. Some of these changes we
support, while we resist and struggle against other changes. All change within
organizations will have some kind of an impact as we’re confronted with new demands
that test our resiliency. Upon completion of thistraining, participants will...

e understand the nature and cycle of change in organizations

e learnthe possible effects of change on people in organizations

e learntoolsand skillsto enhance resiliency within the organization.

14. MANAGER'S TRAINING

In any organization, one of the most difficult jobsisthat of the front-line manager. The
manager deals with the most unpredictable and changeable element in the workplace, the
employee. Being able to quickly identify struggling employees and comfortably discuss

your concerns with them are vital for any effective manager.
Upon completion of this workshop, managers will... N
e understand their responsibilitiesin recognizing troubled (
employees O
e learn the seven stepsfor effective interventions with
employees (
« learn how to make a Job Performance Referral to the
EAP
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15. CARDIAC EMOTIONAL FITNESS

This training explores the link between heart disease and emotions. It is estimated
that as many as 75% of all patient visitsin primary care practice can be attributed to
psychosocia problems that present through physical complaints. Given our emerging
understanding of the link between mind and body, it’s not surprising that research
over the past decade has begun to identify ways in which our emotional state and
cardiovascular health are associated. Participants of thisworkshop will ...

RN e examine evidence linking emotions and heart disease
— e understand the risks posed by harmful emotional
states

e learn strategies for managing or preventing
problematic emotions

16. YOGA IN THE WORKPLACE
This training provides you with information and demonstrations of basic yoga
postures with emphasis on stretching, alignment and deep breathing. By bringing
awareness to your own posture, both sitting and standing, you can increase your
energy level and ability to concentrate at work. Participants of this workshop will...
e Learn about the importance of posture at your work station
e Experience the impact that breath and movement have upon relaxation
e Practice simple stretching combined with breathing exercises

17. AGEWISE

The elderly population is dramatically increasing in the United States. Based on their

past experiences and current need, older consumers are particularly savvy. They pay

great attention to quality, value, service and convenience. To ensure that your staff

has the knowledge necessary to meet the needs of this clientele, AGEWISE training is

available. Thistraining consists of an interactive seminar designed to teach

management and staff how to effectively work with older people. Thistraining

includes:

e A dlide presentation outlining the physical
changes that occur with age.

e A discussion of key psychological concerns of
older adults.

e Anempathic ssimulation designed to help staff

understand their older clients.

A review of specific suggestions for better

service.
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