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About Zoo University

I ntr oduction

Zoo University is a comprehensive
curriculum of training designed to help
employees become more effective in their
work roles and to help expand their
knowledge and skills and to qualify for
increased responsibilities and advancement
in the future. Zoo University includes
sections on conservation, management
development, professional development, and
special topics to better equip staff with the
skills and knowledge necessary to improve
individual and organizational productivity
and effectiveness. If certain topics are of
particular importance for you in your role or
for your work area, your supervisor may
require you to attend a class or classes.
Some classes are required and are so noted.

As Society employees develop their
capacities, they are able to become more
involved and, ultimately, are more
motivated and productive. As we work
together to inspire and engage two million
guests each year, to communicate with,
educate, and engage the public, and to
provide meaningful, quality  guest
experiences, we must also take time to
reinforce and strengthen the important skills
and knowledge base needed to be our most
effective in these endeavors. The 2008
program and topics were selected with you
in mind.

Format

Zoo University is structured to accom-
modate busy employee schedules. Sessions
vary in length and are offered throughout the
year to accommodate seasonal operating
needs and different work schedules.
Courses have been grouped into clusters of
similar types. Course offerings vary from
year to year based on identified training
needs, topics identified by Human
Resources staff, feedback from employees,
and information on past participation. All
full-time employees are expected to
participate each year with the approval of
their supervisor. Part-time, seasonal, and
temporary employees may participate with
supervisory approval as space and schedules
permit. Any required courses are so noted.
Sessions may consist of a lecture,
discussion, experiential learning or practice,
and/or materials that you can take back to
your work location and use for future
reference. Some courses have prerequisites
and, therefore, completion of certain courses
may be required in order to register for
others.



Why should I take a Class through Zoo University?

There are many good reasons why you should take a class
through Zoo University:

e You will gain skills and knowledge to help you
be more effective and productive in your job and
help you qualify for advancement.

e A variety of class formats, days, and class times
are offered to accommodate your busy schedule.
We have worked to provide a variety of =
convenient options for you.

e Our own staff, who are dedicated to continued staff training and
development, developed Zoo University. The topics were selected
with you in mind to provide classes that are of most benefit and
interest to our staff.

e Zoo University programs give you a time-out from your day-to-
day work responsibilities to focus on your own professional devel-
opment. These classes provide time for you to step back, refresh,
gain a different perspective, and broaden your skills and knowl-
edge base.

e You get an opportunity to meet, share experiences with, and learn
from coworkers in other departments.



Chicago Zoological Society

Mission

The mission of the Chicago Zoological Society
ISto inspire conservation leadership
by connecting people to wildlife and nature.

Vison

To be the preeminent zoological institution
working with people to achieve
a more sustainable and harmonious
relationship with nature.

Organizational Values

Measurable Impact: Conservation is our cause. Our programs and practices will achieve the
maximum possible conservation impact in the Chicagoland community and beyond, as the success of
our mission is based on these critical outcomes.

Training and Human Capital: People s attitudes, actions, values, and skills are critical to achieving
our mission. The Chicago Zoological Society is, therefore, a center for promoting conservation
leadership, applied research, and training. We will inspire leadership among our diverse constituen-
cies including our staff and volunteers.

Animal Care and Well-Being: The animals in our collection are ambassadors for international
wildlife conservation. We will promote innovation in animal well-being and husbandry practices and
will achieve the highest standards of animal care for these living ambassadors.

Fun: Transformative learning opportunities have higher impact when our guests and staff find them
enjoyable. We will provide people with entertaining learning experiences and exceptional educational
opportunities in a safe, family-friendly atmosphere.

Diversity: Our programs and staff will reflect the diverse audiences and cultures of Chicagoland and
will be relevant to their needs.

Scientific Excellence: Objective research on best principles of conservation science is a hallmark of
our institution. We will integrate and apply our research results across disciplines in pursuit of our
mission, collaborating openly with partner institutions to achieve common goals.

Alignment and Integration: Our institution will be a model for interdisciplinary integration and col-
laborative alignment of programs, support functions, staff, and volunteers.

Partnerships: We will work with other organizations to form mutually beneficial networks to
leverage outcomes.



About the Zoo

Brookfield Zoo is both a popular and beloved cultural destination. It is widely recognized as a
primary family leisure destination and a gem of the Midwest. The Society s out-standing
exhibitry, programs, and crew members contribute to Brookfield Zoo s great popularity. We
strive to provide meaningful and engaging experiences and exceptional service for each and
every guest in a setting that is clean, safe and demonstrates a spirit of caring in every aspect of
our work and operations. We want to make a connection with each guest to provide a visit that
creates lasting memories that will leave our guests wanting to return again and again.

We hold high expectations of our crew members and are constantly raising the bar to continu-
ously improve the organization, operations, programs, services, and the total guest experience.
We believe each crew member makes a meaningful difference and we strive to provide staff with
the opportunity to contribute to the institution s mission in a meaningful way. We encourage all
staff to take advantage of opportunities to learn about the institution, its operations, and the many
dimensions of its mission so that each crew member is able to contribute fully and communicate
more effectively with our over two million guests each year.



The Society s Role as a Conservation Center

A conservation center is a place that is committed to helping
society achieve a sustainable and harmonious relationship with
nature by: ensuring that its operations are as environmentally
friendly as possible, optimizing its contribution to the
management of the Earth§ biological resources, and inspiring
others to adopt Earth-friendly lifestyles and act on behalf of
animals and the natural world.

The Chicago Zoological Society plays four roles as a
conservation center. To be successful in these four roles, the
Society utilizes and continues developing all its resources
staff and volunteers, the physical plant and grounds, animal and
plant collections, knowledge base, and finances. The Society
continues to explore, develop, and evaluate new ways or roles
by which it can achieve its vision as a conservation center. The
four roles are: model citizen; wildlife, habitat, and ecosystem
conservationist; community resource and motivator; and mentor
and trainer.

Model Citizen

As a model citizen, the Society designs new facilities and operations and continues to improve
existing ones to provide for the highest quality of animal care and well being. The Society also
conducts its operations in as environmentally efficient, safe, and sustainable manner as possible.
To do this, the Society designs new facilities and operations with efficient use of energy, water,
wood, paper, petroleum-based products, and other resources as a primary consideration. The
Society also continues to increase the resource efficiency of its existing facilities and operations
and to minimize any negative environmental impacts of its operations. The Society works to
optimize the capacity of its human resources to help bring about societal change by recruiting,
developing, and maintaining staff, volunteers, and board members who foster and support the
mission and vision of the Society. The Society also conducts its financial affairs and
management practices in a manner that promotes conservation action by making operations as
efficient and economical as possible and by evaluating all costs and benefits of its operations.

Wildlife, Habitat, and Ecosystem Conservationist

As a wildlife, habitat, and ecosystem conservationist, the Society uses its resources to conserve
threatened or endangered wildlife and habitats locally, nationally, and internationally. To do
this, the Society appropriately optimizes the contributions it makes to the conservation of
endangered wildlife and habitats through the management and exhibition of its captive animal
collection, through the research it conducts and supports, and through its participation in impor-
tant conservation actions in the field.



Community Resource and Motivator

In this leadership role, the Society uses its resources to educate, inspire, and enable guests,
communities and others locally, nationally, and internationally to take informed conservation
actions, practice environmentally responsible behaviors, and to influence others as well. To do
this, the Society offers people a variety of relevant, imaginative, meaningful, and engaging
experiences. Through these experiences, the Society not only helps people learn about and
connect with animals and the natural world, environmental issues, and the important roles that
people play, but also helps them develop values and feelings of caring and concern for the
environment and the motivation to actively participate in improving and protecting the
environment.

The Society uses a variety of techniques, such as exhibits, attractions, classes, interactions with
staff and volunteers, special events, public relations, library services, travel programs, and others
techniques, to convey information and messages to audiences and to help them understand why
the Society is committed to being a conservation center. The Society also provides people with a
variety of opportunities, including the Chicagoland Environmental Network, Society
membership, parents program, donor programs, volunteer program, training programs, and other
ways to get involved in contributing and working toward resolving environmental problems.
The Society works to optimize its performance through ongoing feedback from audiences about
the effectiveness of these programs and experiences and about what they need from the Society
as a conservation center.

Mentor and Trainer

As a mentor and trainer, the Society uses its resources to develop its crew members and to train
others working for conservation. Zoo University was designed with this in mind. In fulfilling
this mentor/trainer role, the Society also encourages its staff to be mentors, advisors, teachers,
and listeners. The Society shares its experiences with other institutions and conservation
organizations and cooperates with other local, regional, national, and international conservation
organizations, such as the Chicago Wilderness Initiative, to promote actions that benefit the envi-
ronment. The Society also provides access to its facilities and its collections, as appropriate, for
student research, and provides opportunities and trains people directly involved with
conservation projects, particularly in developing countries.



About Your Instructors

Zoo University instructors consist of guest lecturers, professional trainers, and employees from
throughout the institution. Our talented staff and others share their skills, experience, and exper-
tise with you through the Zoo University program. Staff are recruited as Zoo University
instructors to present specific topics based on their background, expertise, and availability. A

brief background on each of the presenters follows.

Susan Allen: Susan has been a
Merchandise Manager/Buyer at Brookfield
Zoo for eight years. She received her
Bachelor s and Master s degrees from the
University of Illinois. She has worked in
specialty retail for many years as a manager
and buyer for several different small chain
stores. Before coming to work at Brookfield
Zoo, she managed the bookstore and
Visitor s Center at the Frank Lloyd Wright
Home & Studio in Oak Park.

Patty Anderson: Patty joined the
organization in 2004 as an Assistant Lead
Keeper in the Children s Zoo and Hamill
Family Play Zoo. She previously worked at
the Minnesota Zoo, Knott s Camp Snoopy
Wilderness area, and St. Paul s Como Zoo
as a zookeeper, animal trainer and educator.
Her experience includes working with many
different animal species. Her favorites are
bugs (of course), sea lions and raptors. Patty
also had her own business teaching classes
on invertebrates utilizing live bugs, traveling
around Minnesota. She graduated from the
University of Wisconsin at Madison with
degrees in Entomology and Biological
Aspects of Conservation.

April Bisignani: April has been an officer
for the Countryside Police Department for
the last 4.5 years. She has the distinction of
being one of the first female officers ever
hired by Countryside. April is certified as a
bike officer, breathalyzer operator, child seat
technician and juvenile officer. She also
serves as a technical support officer. She is
a member of the Countryside Aging Well
Team and provides educational talks to
different community groups, including the

Senior s Club, Womens Club and the
American Legion Auxiliary.

Andre Copeland: Andre has worked for
CZS since 1988, but his passion for spiders
goes back much further. Since his second
childhood pet, a Mexican Redknee
Tarantula, he has been learning about
tarantulas and their kin to satisfy his
personal interests, but more importantly, to
dispel the myths about these fascinating
creatures.

Craig Demitros: Craig is the Associate
Curator of Primates and has worked at
Brookfield Zoo for over 25 years. His
primary focus is gorillas and African
monkeys. Craig received his Bachelor of
Arts Degree in Anthropology and the
Biological Aspects of Conservation. His
M.S. in Biology is from the University of
Wisconsin-Milwaukee. His thesis work on
gorillas was conducted at the Milwaukee
County Zoo. Craig has attended several of
the Association of Zoos and Aquariums
(AZA) schools and has attended and
presented at all the Regional and
International Gorilla Workshops. In the fall
of 2005, he traveled to Uganda to observe
gorillas in the wild. Craig is currently a
member of the Gorilla Behavioral Advisory
Group (GBAG).

Sandi Dornhecker: Sandi is an
experienced HR professional with over 25
years HR management experience. She
holds a Bachelors degree in Behavioral
Science from National Louis University and
has completed graduate work towards an
M.B.A. degree in Human Resources. She



has served as Vice President of Human
Resources for the Chicago Zoological
Society for the past 15 years. Sandi heads
the Chicago Metropolitan HR Cultural
Group, a professional group of top HR
Officers representing major Chicagoland
cultural and non-profit organizations. She
has consulted for a variety of organizations
and serves as a presenter and trainer for

colleges, community, and professional
groups.
Diane Dunlap: Diane is a Lead

Groundskeeper and has worked at the zoo
for over 25 years. She graduated from
Michigan State University with a degree in
horticulture with an emphasis in floriculture,
landscape design and business.

Pat Fagan-Jackson: Ms. Fagan-Jackson is
a Licensed Clinical Professional Counselor
(LCPC), a Licensed Clinical Social Worker
(LCSW), a Certified Addictions Counselor,
a Certified Employee Assistance Pro-
fessional and a National Certified Coun-
selor. Pat has a Masters Degree in Counsel-
ing, a Masters Degree in Social Work, and a
certificate from DePaul University in
Internal Human Resources Consulting. She
has been in the EAP field since 1992 and
has worked for Perspectives, Inc. for the
past 4-1/2 years. She is currently an
Executive Account Manager, managing two
national accounts and a number of other
organizations. Prior to working in the EAP
field, Pat worked for more than 15 years in
clinical and supervisory roles, working with
adolescents and families in a variety of
settings. She also has experience working
with  chemical dependency in both
adolescents and adults. Pat continues to see
a limited number of clients. Pat has
conducted numerous supervisory trainings,
wellness seminars, and employee orienta-
tions. She has provided countless consulta-
tions to many organizations experiencing
organizational change due to rapid growth
and changes in employee composition. Pat
has also facilitated many critical incident
stress debriefings, addressing workplace
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tragedies and trauma. Pat is a member of
the Employee Assistance Professionals
Association and the National Association of
Social Workers.

Barbara Fahy: Barbara Fahy is an HR
Specialist for Perspectives, Ltd. Her
background also includes 25+ vyears in
Association Management, Human Resource
Administration and Training/Development.
Barbara has her Masters Degree in Human
Resource Management from Dominican
University in River Forest, Illinois.

John Jocius: John is a graduate of the
Dupage Horticulture School in  West
Chicago, Illinois. He joined the Chicago
Zoological Society in 1969 while an intern
working through Horticulture school. He
has worked at the Whistling Pines Nursery
in Eustis, Florida whose specialty was the
propagation and hybridization of tropical
plants. John has also worked at the Garfield
Park Conservatory in Chicago. John
mentored under the guidance of Neil Dibol
from the Prairie Nursery in Wisconsin to co-
partner the design for the Dragonfly Marsh
at the zoo s wetlands. Join John as he shows
us the biodiversity of the Brookfield Zoo s
Dragonfly Marsh and North Gate prairies.

Josephine Johnson: Josephine is currently
Vice-President and Trainer for America
CrimeFight/Pathfinder, the Chicago area
representative of the National Association of
Safety Trainers, Inc. (NAST). Her insight
into practical crime avoidance ideas and her
entertaining presentation style have made
her a featured speaker for Fortune 500
companies throughout the area. She has
presented thousands of seminars across the
country. Seminars include law firms,
insurance companies, utilities, local, state
and federal government offices, financial
services and retailers. She has received
specialized training in the field of personal
safety and crime avoidance from experts in
victimology, rape crisis prevention and the
FBI. She is certified in the field of
workplace violence and conflict resolution.



She and her husband, Robert, live in the
Chicagoland area and have four grown
children.

John Kanzia: John joined the Chicago
Zoological Society in February 2006 and is
the Environmental Quality Manager. He
came to CZS from the John G. Shedd
Agquarium, where he spent about 9 years as a
Water Quality Technician, starting as a
volunteer. John is responsible for
monitoring the various environments here at
the zoo. Although monitoring water quality
remains the bulk of John s operation, he also
uses equipment for monitoring light,
temperature (contact and non-contact),
ambient weather conditions, solar radiation
and air quality. John will outline for you the
Society s Water Quality Program, show you
the instrumentation he uses and explain how
it works, and share with you his knowledge
about the operation of closed aquatic
systems and the importance of good water
quality.

John Matuszek: John Matuszek, a Senior
Keeper at the Swamp exhibit, was born and
raised in the Chicago-land area. He
graduated from Southern Illinois University
Carbondale with a B.S. in Zoology. John
started at CZS as a seasonal employee in the
East End Mammal Department in March of
1992; he is one of the original keepers in the
Swamp, which opened in 1996. John has
served as the Assistant Lead for the
Butterfly Exhibit for three years. He has
written three papers on Invertebrate
Husbandry and Natural History and has
presented them at the annual Invertebrate in
Captivity Conference in Arizona. Presently,
he is the Terrestrial Invertebrate Taxon
Advisory Group representative for the
Chicago Zoological Society. John has also
worked for five years with the McHenry
County Conservation District  Wildlife
Rehabilitation Center.

Tom Meehan, D.V.M.: Dr. Meehan has
served as the head of the CZS Veterinary
Services Department since joining CZS in
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1993. After graduating from the University
of Missouri College of Veterinary Medicine,
he completed a residency in Zoological
Medicine at the St. Louis Zoo. He spent 12
years at Lincoln Park Zoo as the head
veterinarian. Tom is the veterinary advisor
for the gorilla SSP, and he is currently the
President of the American Association of
Zoo Veterinarians. He served for 6 years as
a member of AZA's Accreditation
Commission and has been named an AZA
inspector of the year for 2008. He also
serves as the Chair of Research for the
Conservation Medicine Center of Chicago

Amy Nowak: Amy graduated from the
School of the Art Institute of Chicago, with
emphasis on sculpture and fiber. Before
coming to CZS, Amy was owner of her own
shop in Highland Park, Illinois and Lake
Geneva, Wisconsin for five years. Amy has
worked at the zoo for 12 years and manages
several different merchandise locations.

Jessica Reese: Jess joined the Chicago
Zoological Society in June, 2008 as
Interpretive Programs Coordinator, where
she can often be found narrating the Seven
Seas Dolphin presentation. She came to
CZS from the John G. Shedd Aquarium,
where she worked on staff as a Presentation
Specialist. Additionally, she has spent the
last five years there as a volunteer narrator
in the Caribbean Reef Dive. This
enthusiasm for diving has led her to explore
coral reefs from the Caribbean to the Indo-
Pacific, where she has witnessed, first-hand,
the devastation that the warming, acidic seas
have wrought on these fragile ecosystem. In
January, 2007, Jess was chosen by The
Climate Project and trained by Al Gore to
deliver his own presentation about global
climate change, as seen in the movie, An
Inconvenient Truth. Her passionate pursuit
to educate others about global climate
change as well as bring Gore s slide show
updates to the public, has led her to conduct
nearly 40 presentations in the last two years.
Jess also holds a B.F.A in Acting from
Wright State University.



Jim Schulz: Jim joined the staff of the
Chicago Zoological Society in 1989, as a
volunteer. He then joined the paid staff as a
seasonal Keeper in the Commissary
Department. He began his full-time employ-
ment in 1996 as the Society s Photographer.
He has a Bachelors degree in Fine Arts and
Photography from Columbia College. Jim
will share his indepth experience and
knowledge of photographing animals,
people, and events for the Society.

Carol Sodaro: Carol has worked at
Brookfield Zoo for 30 years in the Primate
Department and is the Associate Curator of
Mammals-East End. Prior to working at
Brookfield, she attended Santa Fe
Community College in Gainesville Florida
and Bradley University in Illinois. She also
volunteered at Lincoln Park Zoo in the mid-
1970 s. In 1984, she studied wild
orangutans at Tanjung Puting National Park
in Borneo. In 1999, she served as an advisor
to three orangutan rehabilitation centers in
Indonesia and Malaysia. She has served as
the Husbandry Advisor to the Orangutan
SSP for 16 years and is the editor of both
editions of the Orangutan SSP Husbandry
Manual.

Dan Wharton: Dr. Dan Wharton joined the
Chicago Zoological Society in July 2007 as
Senior Vice President, Animal Programs.
He began his career with the Wildlife
Conservation Society as a mammal curator
in 1979. As a mammalogist and zoo
biologist interested in the role of zoos in
wildlife conservation, Dr. Wharton has
worked extensively in establishing North
America s captive gorilla and snow leopard
populations, serving as chairman of the
AZA Species Survival Plans for these two
species for more than 15 years. During most
of his career with the Wildlife Conservation
Society, Dr. Wharton was Director of the
Central Park Zoo and more recently the
Director of City Zoos for WCS (Central
Park Zoo, Prospect Park Zoo, and Queens
Z00). Dr. Wharton is also the Executive
Editor of the scientific journal Zoo Biology
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and is an adjunct scientist and associate
professor with the Center for Environmental
Research and Conservation (CERC)
program at Columbia University. He holds
a Ph.D. degree in Biology from Fordham

University and a Masters Degree in
International ~ Administration  from the
School for International Training in

Brattleboro, Vermont. As a Fulbright
Scholar to Germany, Dr. Wharton studied
population genetics and zoological garden
management of German zoos. Earlier in his
career, he lived and worked in South
America, Europe, and East Africa.



Conservation Series

CONS103 THE FUTURE OF ZOOSIN CONSERVATION

Thurs., May 7, 2009 1:00 pm-3:00 pm Location: Discovery Center Holding Theater
Instructor: Dr. Dan Wharton Hours: 2

How we are applying unique zoo strengths to wildlife conservation while creating a better cultural
institution at the same time? Join Dr. Wharton to better understand the role of a broader range of
sciences in the realization of the Society s mission.

CONS114 ZOO HOSPITAL OPERATIONS (talk and tour)

Tues., March 10, 2009 1:00 pm-3:00 pm Location: Animal Hospital Conf. Rm.

Instructors: Dr. Tom Meehan Hours: 2
Hospital Staff

Join Dr. Tom Meehan and hospital staff for a fascinating behind-the-scenes tour and presentation
about the different services performed at the animal hospital. This class will be an introduction to the
various medical procedures performed at the hospital, a discussion about preventative health care,
and a look at the assortment of laboratory tests that are used to assist the veterinary team in
diagnosing and treating our animal collection.

CONS121 BUTTERFLIESUP CLOSE (talk and tour)

Tues., June 30, 2009 9:00 am-11:00 am  Location: Discovery Center Holding Theater
Instructor: Jennifer Landgraf Hours: 2

Puddling, proboscis, pupae, and pheromones are all part of the amazing work of butterflies. Explore

these and other adaptations and behaviors that make butterflies so fascinating. See what the
butterflies have to share with us during a personalized tour of our own Butterflies! exhibit.
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CONS139 NO BONESABOUT IT TENLEGSAND MORE
Tues., May 12, 2009 1:00 pm-3:30 pm Location: Discovery Center Holding Theater

Instructors: Patricia Anderson Hours: 2.5
Andre Copeland
John Matuszek

No Bones About It: Ten Legs and More. This is a continuance of the topic of invertebrates, so sign up
and learn about our friends the invertebrates. The Bug People Patricia, Andre and John, will
continue to share their knowledge and enthusiasm on the wonderful creatures of the phylum
arthropod. This year, they will be taking a closer look at Millipedes, Centipedes, and Scorpions (oh
my!), and maybe a couple of their kin. These talks are full of information, and this one promises to
follow suit.

CONS140 OUTSTANDING ORANGUTANS

Thurs., Oct. 22, 2009 1:00 pm- 3:00 pm Location: Discovery Center Holding Theater
Instructor: Carol Sodaro Hours: 2

Come and learn about those outstanding orangutans, a truly unique Asian ape. Carol Sodaro,
Associate Curator of Mammals, has served as the Orangutan SSP Husbandry Advisor for over 15
years and has over 30 years of experience working with this species. Come learn about the
orangutan s natural history, behavior, and the conservation challenges facing this highly endangered
red ape. The Chicago Zoological Society is considered a leader in orangutan care, welfare and
husbandry. Carol will highlight the CZS orangutan collection and discuss some of the innovative
animal management programs in the Tropic World Asia exhibit.

CONS141 SSPs. HOW SPECIAL ARE THEY?

Tues., Oct. 27, 2009 10:00 am-11:30 am  Location: Discovery Center Holding Theater
Instructor: Dr. Dan Wharton Hours: 1.5

Join Dan Wharton for an informative class on Species Survival Plans. Learn how AZA s managed
programs are chosen, how they are organized, what it takes to manage them, and how involved CZS

is with SSPs. Attendees will gain an understanding of how SSP animals are managed and the efforts
involved in participation.
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CONSI143 - GORILLAS: THE GREATEST APE

Wed., Oct. 28, 2009 1:00 pm 3:00 pm  Location: Discovery Ctr Holding Theater
Instructor: Craig Demitros Hours: 2

Join Associate Curator of Primates, Craig Demitros, and learn about the status of gorillas in the wild
and the threats to wild populations. Gain an understanding of the Gorilla SSP and the role of

CZS/BZ and our gorilla group in this program. Find out about CZS/BZ gorilla history and husbandry
highlights of the collection.

CONS144 BIODIVERSITY OF BROOKFIELD ZOO SPRAIRIES

Wed., June 17, 2009 1:00 pm -3:00 pm Location: Bocaditos classroom 2

Instructor: John Jocius Hours: 2

Join horticulturist, John Jocius, and journey through the wetland and prairie of Brookfield Zoo. John

will identify plants and flowers in local and non-regional prairies of the United States, how many can
you identify? Please remember to dress for the weather and wear comfortable shoes.

CONSI145 - CLIMATE CRISISTHE CLIMATE PROJECT

Tues., May 19, 2009 10:00 am 12:00 pm Location: Discovery Ctr Holding Theater
Instructor: Jessica Reese Hours: 2

Join Interpretive Programs Coordinator, Jess Reese, as she presents the most up-to-date information
on Al Gore s global climate change presentation, originally seen in the documentary An Inconvenient

Truth. Learn the true science behind global climate change, how it affects our planet s animals and
what conservation actions we can take in our lives, and most importantly, how to inspire our guests.
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CONS146 GREEN INITIATIVES
Wed., Sept. 16, 2009 10:00 am 12:00 pm Location: Discovery Ctr Holding Theater

Instructors: Susan Allen
Amy Nowak Hours: 2

Do you know how green CZS really is? Did you know that the Merchandise Department supports the
work of the Society by earning revenues to support our programs? Learn how the Merchandise
Department also supports our mission by selling green merchandise in our gift shops and raising
awareness about how consumer buying decisions impact wildlife and the planet. You will learn more
about our eco-friendly merchandise made of recycled materials to organic, sustainably harvested,
and/or other eco-friendly materials and the vendors from whom we buy directly to support
conservation and wildlife protection. Learn how the production and sale of fair trade items has a
direct benefit not only for the local craftspeople that make them, but also for the animals and
environment of the regions where they live.
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Management Development Series

Registration for the following topics is limited to Trustees, management, and supervisory employees.
MGMT101 EMPLOYMENT AND THE LAW

Thurs., March, 12, 2009 10:00 am-12:00 pm  Location: Discovery Ctr Holding Theater
Tues., Nov., 10, 2009 10:00 am-12:00 pm  Location: Discovery Ctr. Holding Theater

Instructor: Attorney Sherrie Travis Hours: 2

This class is required for all new supervisors and managers within the first year of
employment. It isrequired asa refresher class for managers every two years. Every supervisor
needs to have a sound, basic understanding of the laws and regulations that govern employment and
employment decisions. Participants will be provided with a basic overview of major employment
legislation and highlights of important provisions of Equal Employment Opportunity (EEO) law, the
Family and Medical Leave Act (FMLA), the Americans with Disabilities Act (ADA), Fair Labor
Standards Act (FLSA), which covers overtime and wage and hour laws, and other regulations that
impact daily management decisions on recruitment, hiring, selection, compensation, promotions,
discipline, benefits, overtime, and more. Join us for this interesting and informational class.

MGMT106 MANAGING AND PREVENTING HARASSMENT IN THE WORKPLACE

Tues., Sept., 22, 2009 10:00 am-12:00 pm  Location: Discovery Ctr Holding Theater
Thurs., Dec. 3, 2009 10:00 am-12:00 pm  Location: Discovery Ctr Holding Theater
Instructors: Attorney Sherrie Travis Hours: 2

This class is required for all new supervisors and managers within the first year of
employment. It isrequired asa refresher class for managers every two years. Participants will
gain a better understanding of the specifics of the anti-harassment policy, different types of illegal
harassment, what harassment is and is not, the legal aspects and liabilities related to harassment,
supervisory and personal responsibilities for maintaining a harassment-free workplace, how to deal
with complaints of harassment, and how to increase awareness and take positive steps to foster a
workplace that is harassment free.
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MGMT117 AFFIRMATIVE ACTION

Tues., April 7, 2009 1:00 pm-2:30 pm Location: Discovery Ctr Holding Theater
Thurs., Oct. 8, 2009 9:00 am-10:30 am  Location: Discovery Ctr Holding Theater
1:00 pm- 2:30 pm Location: Discovery Ctr Holding Theater

Instructor: Sandi Dornhecker Hours: 1.5 hours

This class is required for all new supervisors and managers within the first year of
employment. It isrequired as a refresher class for managers every two years. In this class, we
will review the difference between Equal Employment Opportunity and Affirmative Action, the legal
framework for Affirmative Action, discuss the key components of an Affirmative Action Plan, what
is legally required, how goals are set, and review the current year s goals, and what these mean for
supervisors. The role of managers and supervisors with respect to equal opportunity employment and
affirmative action will also be reviewed. There will be a brief review of the OFCCP
audit/compliance process and implications. Classlimit 35.

MGMT123 LEADING FOR SERVICE EXCELLENCE (Customer Service Leadership
Toolkit)

Prerequisitee PROF127- Déelivering Service Excellence

Feb. 5, 2009 10:00 am -12:00 pm Location: Discovery Ctr Holding Theater
May 7, 2009 10:00 am - 2:00 pm  Location: Discovery Ctr Holding Theater
Aug. 6, 2009 10:00 am -12:00 pm Location: Discovery Ctr Holding Theater
Nov. 5, 2009 10:00 am -12:00 pm Location: Discovery Ctr Holding Theater
Instructor: Customer Service Trainers Hours: 2

This is a required class for all supervisors and managers. In this class, participants will gain an
understanding of their supervisory roles and responsibilities with respect to customer service and
promoting a culture of service excellence. Managers will learn how to reinforce the Society s service
theme, service standards, and service beehaviors in their work locations. Supervisors will be
introduced to and practice using the Leadership Toolkit, a handy management tool to be taken back
and used on the job during daily Take 5s and in work group meetings to continue to promote a
culture of service excellence and awareness.
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Professional Development Series

PROF100 NEW HIRE ORIENTATION

This is the first required class for all new full-time and regular part-time employees when they
begin their career with the Chicago Zoological Society. This basic orientation, conducted by Human
Resources staff, consists of a half-day session, usually on the employee s first day of work. The
basic orientation introduces new employees to the mission and values of the Chicago Zoological
Society and covers: organizational culture; policies, procedures, and operating practices; employee
rights and responsibilities; review of the Society s organizational structure and the various operating
departments; employee benefits; and more. Contact Human Resources for more information.

PROF127 DELIVERING SERVICE EXCELLENCE (Customer Service training)

Mon., Feb. 16, 2009 DCOT Thurs., June 11, 2009 DCHT
Thurs., Feb. 26, 2009 DCOT Wed., June 17, 2009 DCHT
Mon., March 2, 2009 DCOT Sat., June 27, 2009 DC/2
Sat., March 07, 2009 DCOT Tues., June 30, 2009 DCOT
Fri., March 20, 2009 DCOT Sat., July 11, 2009 DC/2
Thurs., March 26, 2009 DCOT Fri., July 17, 2009 DCHT
Sat., April 4, 2009 DCOT Thurs., July 30, 2009 DCOT
Fri., April 10, 2009 DCOT Sat., August 8, 2009 DC/2
Wed., April 15, 2009 DCHT Thurs., August 27, 2009 DCHT
Sat., April 18, 2009 DC/2 Fri., Sept. 11, 2009 DC/2
Thurs., April 30, 2009 DCHT Sat., Sept. 19, 2009 DC/2
Sat., May 2, 2009 DC/2 Tues., Oct. 6, 2009 DCHT
Mon., May 11, 2009 DCHT Sat., Oct. 17, 2009 DC/2
Sat., May 16, 2009 DCHT Wed., Nov.4, 2009 DCHT
Thurs., May 21, 2009 DCHT Sat., Nov. 14, 2009 DC/2
Sat., May 30, 2009 DC/2

Instructors: Various Hours: 3

Time: 1:00 pm - 4:00 pm

One of the Chicago Zoological Society s strategic pillars is Providing Extraordinary Guest
Experiences. We strive to provide the best possible service, both internally to co-workers, and
externally for our 2 million+ Brookfield Zoo visitors each year. The class covers our service theme,
service standards, service Beehaviors, how to create memorable moments for guests and co-
workers, and techniques for service recovery. Participants will learn the Society s high standards for
customer service and have the opportunity to practice and observe these within the park. Customer
service training is required for all staff.
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PROF202 DEALING WITH DIFFICULT CUSTOMERS and
CIVILITY IN THE WORKPLACE

Tues., Sept. 15, 2009 1:00 pm-3:00 pm Location: Discovery Center Holding Theater
Instructor: Pat Fagan-Jackson Hours: 2

In this session, we will discuss civility in the workplace and how to achieve it each and every day.
Participants will also review practical techniques to help deal with angry customers, how to address

customer feelings, problem-solving approach and practice, and strategies for dealing with potentially
violent or abusive customers.
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Special Topics

SPEC101 PREVENTING HARASSMENT IN THE WORKPLACE

Thurs., Feb. 12, 2009 10:00 am-12:00 pm  Location: Discovery Center Holding Theater
Fri., April 17, 2009 10:00 am-12:00 pm  Location: Discovery Center Holding Theater
Fri., Sept. 18 2009 10:00 am-12:00 pm  Location: Discovery Center Holding Theater
Fri., Nov. 20, 2009 10:00 am-12:00 pm  Location: Discovery Center Holding Theater
Thurs., Dec. 10, 2009 10:00 am-12:00 pm  Location: Discovery Center Holding Theater
Instructor: Barbara Fahy Hours: 2

Pat Fagan-Jackson
The class is required for all new employees. A refresher is required every two years. Learn
about the Society s anti-harassment policy, Society standards and expectations, different types of
illegal harassment, what harassment is and is not, the legal aspects and liabilities related to
harassment, and how to take positive steps to foster a workplace that is free of harassment.
SPEC118 HORTICULTURE AT BROOKFIELD ZOO (talk and tour)
Tues., Sept. 8, 2009 10:00 am- 12:00 pm Location: Discovery Center Holding Theater
Instructor: Diane Dunlap Hours: 2
This class provides an overview of the grounds of Brookfield Zoo. Diane will discuss how plants are
chosen for the zoo s exhibits, factors that need to be considered when designing a landscape, why

particular plants are used or not used, and the interaction between plants and animals. Join Diane for
this informative and interesting review of the plants and fauna of Brookfield Zoo.
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SPEC123 PHOTOGRAPHY AND IT SPLACE IN THE ZOO
Thurs., Oct., 1, 2009 10:00 am- 1:00 pm  Location: Discovery Center Holding Theater
Instructor: Jim Schulz Hours: 3

This class covers the use of photography at Brookfield Zoo, not only to document the animal collec-
tion, but also to capture our staff, special events, and more. Jim Schulz will discuss how images are
selected for publications and press releases. He will also go over the properties of photography
including the use of equipment, such as lenses and computer images. A collection of photos (some of
which have never been seen by the public before) will be shown, along with tips and tricks of the
trade. Participants are encouraged to bring a photo to class for professional critique. Find out how
you can make your photography better! You will also venture into the park to watch Jim photograph
and return to the lab to process and check out the shots. Also, learn how to properly request
photographic needs to assure you get needed photographs back in a timely fashion. Participants will
also be instructed on the use of the institution s digital camera, which is available to staff for
documentation.

SPEC125 CZSENVIRONMENTAL WATER PROGRAM (talk & tour)

Wed., Sept. 9, 2009 1:00 pm- 3:00 pm Location: Animal Hospital Conference Room
Instructor: John Kanzia Hours: 2

John Kanzia, the CZS Environmental Quality Manager, will provide attendees with an overview of
the CZS Environmental Quality Program. He Il explain the importance of routine environmental
monitoring as part of preventative healthcare and review the instrumentation used for water, air, light
and thermal monitoring here at the zoo. The session will also include behind-the-scenes tours of the
Animal Hospital Environmental Quality Lab and the life support for the large Living Coast exhibits.
Participant limit 15.

SPEC128 IDENTITY THEFT

Tues., October 20, 2009 1:00 pm 3:00 pm  Location: Discovery Center Holding Theater

Instructor: Officer April Bisignani
Countryside Police Dept. Hours: 2

Join Officer Bisignani for a discussion on how you can protect yourself from identity theft. This is a

common problem today, and simple steps can help you protect yourself from this nuisance. The
session will include examples, along with questions and answers. Don t miss this important topic.

22



SPEC135 PERSONAL SAFETY - STAYING SAFE IN A DANGEROUSWORLD

Tues., April 21, 2009 10:00 am- 11:30 am Location: Discovery Center Holding Theater
Instructor: Josephine Johnson Hours: 1.5

Who is at risk to become a potential victim of crime? You are! Join Josephine Johnson from
America CrimeFight for a unique and informative presentation and an opportunity to learn about
personal safety. Josephine will cover safety in and around your home, in your car and parking lots.
Ms. Johnson will also cover safety for the stranded motorist, ways to avoid or escape common street
crimes, and how to escape the crime of rape. You will learn tips to increase your awareness and
preparedness. A great and important class for all!
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Independent Study

Many topics are available as independent study modules to accommodate employees busy schedules.
A wide array of independent study materials (books, audiotapes, videotapes) on over 40 topics is
available to staff through the Human Resources Training Resource Library. See the Training
Resource Library listing included at the back of this course catalogue for topics and staff develop-
ment materials available for library loan. Contact Carla Owens, the CZS Librarian, for loans from
the Training Resource Library.
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Calendar of Courses
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Registration Information

Pre-registration is required for all classes. To help ensure that you are able to attend those
classes in which you are most interested, register early and encourage your co-workers to do the
same.

How do | register?

Simply complete the registration form that follows and have it signed by your supervisor.
Trustees may simply complete the registration form. The completed form can be faxed or mailed
to the Human Resources Department at (708) 688-8930, Chicago Zoological Society, 3300 Golf
Road, Brookfield, IL 60513, or sent through interoffice mail. Additional forms are available in
Human Resources. Human Resources staff will confirm your registration by return mail so that
you can schedule the training session on your calendar and notify your work group, if applicable.
Seating is limited, and all class registration is on a first-come, first-served basis. Full-time
employees and Trustees will be given first preference.

Once registered and confirmed, this is viewed as a firm commitment on your part. If classes fill
up before you register, you will be placed on a waiting list and notified in the event of a
cancellation. Please note that some of the courses are reserved for supervisory or management
employees. Others have prerequisites, and, therefore, completion of certain classes is required in
order to register for others.

Employees must obtain supervisory approval to attend any classes offered, particularly if atten-
dance will result in overtime and/or a need to reschedule your lunch or break periods.
Employees may not attend on a voluntary, unpaid basis.

Cancedllations

Although emergencies do arise, you are required to notify Human Resources at least 48 hours in
advance of any cancellation so that wait-listed employees can be promptly notified of the
opening and have the opportunity to attend. If you fail to notify Human Resources within 48
hours of any cancellation, your department will be charged back for any class-related materials
or costs.
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Z00 University
2009 Registration Form

(Please Print)

Name:

Department:

Phone Number/Extension:

Status:

Email:

] Full-time employee
[1 Regular, part-time employee

[ 1 Seasonal/temporary employee
] Trustee

COURSE INFORMATION

Date Time

Location

CourseTitle

Class Confirmed?
(HR will complete)

[] Yes

[] Class full. You
are on a waiting list.

[] Yes

[] Class full. You
are on a waiting list.

[] Yes

[ ] Class full. You
are on a waiting list.

[] Yes

[] Class full. You
are on a waiting list.

[] Yes

[] Class full. You
are on a waiting list.

Registrant s signature

Supervisory approval

Return completed form to Chicago Zoological Society, Human Resources Department, 3300 Golf Road,

Date

Date

Brookfield, IL 60513. Fax to 708-688-8930 or email to pat.turcsanyi @czs.org.

NOTE: Use another registration form for more classes if needed. You are required to notify the Human Resources
Department of any cancellation at least 48 hour s in advance so that wait-listed registrants can be notified. 1f employeesfail to
notify Human Resour ces within 48 hours of any cancellation, the employee s department will be charged back for any class-

related costs.
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Chicago Zoological Society
Training Resource Library

Staff may contact the Society Library to borrow items from the
Human Resources Training Resource Library

TOPICS

For crew members who wish to supplement on-site training, a resource library of learning
materials is available for regular full-time and part-time staff. The training library includes
books, videotapes, audiotapes, and a variety of other resources on the array of topics outlined
below. The resources available are outlined in the information that follows. Those who wish to
utilize these resources may do so through the Library.

Absenteeism

Anger, Dealing with
Assertiveness

Attitude

Business Skills

Career Planning

Change

Coaching

Communications Skills
Computer-related Topics
Conflict Management
Conservation/Zoo-related Topics
Creativity

Customer Service
Decision-making Skills
Delegation

Difficult People, Dealing With
Disabilities/ ADA Issues
Discipline

Diversity

Empowerment

Equal Employment Opportunity
(EEO)

Goal Setting
Interviewing/Recruiting

30

Language/Grammar/Writing Skills
Leadership

Management Skills (general)
Meeting Planning

Motivation

Negative Attitudes, Dealing with
Negotiating Skills
Organizational Skills
Performance Reviews/Performance
Management

Procrastination, Overcoming
Public Speaking

Quality

Recognition

Self Discipline

Sexual Harassment

Stress Management

Supervisory Skills (general)
Team Building

Terminations

Time Management

Training and Staff Development
Wellness

Workplace Violence



Training Resource Library

Absenteeism

Success Essentials
How to Handle and Control Employee Absenteeism
Learn the five-step process to turn a bad attitude around. 1 hour
Audiotape

Anger, Dealing With

Success Essentials
How to Handle Anger (Without Losing Your Cool)
From The Success Essentials series, learn proven techniques for handling your own anger and
that of others.
Audiotape

Keeping Your Cool When OthersDon't - Strategiesfor Conflict M anagement
This video helps you understand that conflict is a part of life and can be dealt with in a thought-
ful, productive way that allows for peaceful solutions, personal growth, and lasting relationships
both at home and work. 25 minutes

Videotape

21 Waysto Defuse Anger and Calm People Down
Learn peacekeeping skills to prevent blow-ups, mediate disputes, and foster teamwork. Learn
how to invite candid conversation, honest feedback, mend relationships, clear the air and move
on to productive business solve recurring problems, increase efficiency, and introduce new ideas
and innovations through this program (includes workbook). 4 one-hour cassettes

Audiotape

Assertiveness

Assert Yourself
From the Ultimate Keys to Success series. Learn how to confidently ask for what you want and
need. Express yourself and say "no" without regret. 1 hour

Audiotape
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Attitude

A New Attitude
This quick study booklet examines the importance of developing and maintaining a positive
mental attitude. 85 pages

Book
Great |deason Attitude and Success
Motivational thoughts to help you develop a successful attitude. 50 pages

Book
What's So Funny About Work?
How to Bring Humor to the Workplace
Learn how humor can motivate, when to use it, and when to avoid it. 1 hour

Videotape

Business Skills

Beyond the Basics

The Ultimate Guide to Success

This audiotape series provides practical solutions for today S toughest business challenges. The
16 tape set includes: Make Ongoing Learning a Way of Life, Develop and Pursue A Guiding
Vision, Manage Change in a Changing World, Strive to Serve All Stockholders, How to Keep
Top Performers on Top, Personality Conflicts: When People DonT Get Along, Time Manage-
ment, Managing the Difficult Performance Review, Empowering Others Empowering
Yourself, The Exceptional Team: How to Get It, How to Keep It, How To Handle Employee
Complaints, All Aboard: Winning Approval for your Ideas, One-To-One Communication: How
to Get the Results You Want, Assert Yourself, Putting Procrastination Behind You, and Small
Talk, Smart Talk: How to Build Business Rapport Through Business Conversation. 16 Hours

Audiotapes
Career Planning
The Career Game
Booklet and game to help employees plan their careers and futures.
Booklet/Game
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Becoming the Obvious Choice
A Guideto Your Next Opportunity
A roadmap showing each employee how they can maintain their motivation, develop their
hidden talents and become the best.
Booklet

Change

50 Activitiesfor Achieving Change
Group activities and exercises that illustrate the value of change, along with reproducible hand-
outs and overheads. 50 pages

Group Activities

Manage Changein a Changing World
From The Ultimate Keys to Success series. Learn to manage change fearlessly and effectively.
1 Hour

Audiotape

New Work Habitsfor a Radically Changing World
13 Ground Rulesfor Job Successin the Information Age
This book guides you through change, uncertainty, morale, and values to keep up with a
constantly changing world. 50 pages
Book

Walking the Talk Together
The challenge of bringing organizational values to life is right there in front of us, and it s not
going away any time soon. We can choose to ignore it and point fingers at others, or we can
choose to do something about it and be responsible. Walking the Talk Together is a 46-page
booklet that speaks to the challenge of change, top management responsibility for leading
change, individual responsibility, how you can better support a values-driven work environment,
and personal accountability. 46 pages

Book

Coaching

The Practical Coach - Encouraging, Correcting and Challenging Your Team
Practical tips and study guides on inspiring, encouraging and changing attitudes in a team.
Twenty-four (24) minutes

Videotape
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50 Activitiesfor Coaching/M entoring
Group and individual activities and exercises to develop coaching and mentoring skills, along
with reproducible handouts and overheads.

Group Activities

Coaching and Counseling A Practical Guide for Managers
A 50-minute workbook with practical tips and exercises on coaching, how to give feedback,
preparing for a counseling session, and how to avoid coaching pitfalls. 60 pages

Book

Mentoring - A Practical Guide

A workbook/study guide includes practical tips and exercises on recognizing whether mentoring

is right for you, understanding needs, and how to get the most from the relationship. 60 pages
Book

Communication Skills

Communicate for Productivity
From The Success Essentials series. Learn the three principles of effective verbal communi-
cation. 1 hour

Audiotape

Communicating with Employees
Improving Organizational Communication
A 50-minute workbook/study guide with practical tips and exercises on conducting a communi-
cation audit, developing a communication program, involving employees, and encouraging
feedback. 90 pages

Book

Focused Listening Skills
Learn how to sharpen your concentration and hear more of what people are saying through this
program, which includes four one-hour audiocassettes and workbook.

Audiotape
How to Improve Your Skills
Case Studiesin Leadership, Motivation and Communication
Short exercises and case studies for discussion. 50 pages
Book
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Conflict Management

Dealing with Conflict and Confrontation
Learn the difference between disagreement and conflict, how to recognize good and bad conflict,
and how to develop a problem-solving partnership. Study guide included. 4 hours

Audiotape
How to Improve Your Skills
Case Studiesin Delegation, Performance Feedback, Conflict M anagement
Short exercises and case studies for discussion. 50 pages
Book

The Manager s Conflict Resolution Handbook
A Practical Guidefor Creating Positive Change
A practical guide to approach conflicts as opportunities to produce positive outcomes for your
team. 53 pages
Book

M anaging Conflict
A workshop on communication with reproducible handouts, overheads, and trainer materials.
Workshop

M anaging Conflict
Examine the causes of conflict, conflict prevention, proactive conflict management techniques,
communication, and self-management skills. Workbook included. 4 hours

Audiotape

M anaging Disagreement Constructively
A 50-minute workbook/study guide with practical tips and exercises on recognizing patterns,
managing differences, minimizing pitfalls, and developing problem-solving frameworks. 90
pages

Book

Resolving Conflicts, Clashes and Flare-Ups
From The Success Essentials series. Learn how to resolve conflicts, ease tension, and alleviate
the hard feelings conflict can cause. 1 hour

Audiotape
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Keeping Your Cool When OthersDon't - Strategiesfor Conflict M anagement
This video helps you understand that conflict is a part of life and can be dealt with in a thought-
ful, productive way that allows for peaceful solutions, personal growth, and lasting relationships
both at home and work. 25 minutes

Videotape

Talk it Out!
Dialogue-building skills are presented in this conflict management and relationship-building
book. 200 pages

Book

Conservation and Other Zoo-Related Topics

Beforelt'sToo Late
Originally aired on PBS ™Nature series, this video looks at efforts to save species from extinction
and preserve global biodiversity. 48 minutes

Videotape

Thisis Chicago Wilderness
Discover habitats that are more rare than tropical rain forests right here in the Chicago area!
15 minutes
Videotape

The Green Quiz
Hosted by David Suzuki and originally run for The Nature of Things series, this video explores
how we play a part in improving the health of our planet. 45 minutes

Videotape

Savethe Earth - A How-To Video
The Save the Earth Brigade combs the globe exploring solutions to serious environmental prob-
lems and shows you how to make a difference. 1 hour

Videotape

Thelsland
Originally aired on PBS, this video discusses the environment and conservation initiatives.
45 minutes
Videotape

Return to the Wild
Follow golden lion tamarins as they travel from Brookfield Zoo to their nature home in Brazil.
40 minutes

Videotape
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The Training Game
This video discusses animal training techniques used in the zoo and how these techniques are
used to more effectively manage animal health and welfare.

Videotape

Zoo Crew - Careersin aModern Zoo
This entertaining video explores a variety of career opportunities available in today s modern
Z00.

Videotape
Creativity

A Pocket Course on Innovation
Motivational thoughts on the subject of innovative ideas. 50 pages

Booklet
A Pocket Course on Creative Thinking
Motivational thoughts on the subject of creative thinking. 50 pages

Booklet
Great Ideason Innovation & Creativity
Motivational thoughts on the subject of innovation and creative thinking. 50 pages

Booklet

Wake Up Your Creative Genius
A quick-read workbook and study guide with practical tips and exercises on generating ideas and
keeping them flowing, from playful to practical mental skill building. 125 pages

Book

Brain Bank Idea Capturing System
Reproducible overhead and handout materials to tap creative thinking and brainstorming power.
Training tools

An Inside Job - M eeting Internal Customer Needs
Identifying your internal customers and providing systems and support are presented in this
humorous video with study guide. 23 minutes

Videotape
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Great |deason Customer Satisfaction
Motivational thoughts on the subject of customer service. 50 pages
Booklet

Customer Service

20 Training Workshops for Customer Service, Volume 1

Twenty (20) complete workshops, including group activities and exercises, which illustrate the

value of outstanding customer service. Reproducible handouts and overheads are included.
Workshops

In Two Minds - Customer Relationsin Practice
This video includes demonstrations of good versus bad customer service with facilitator§ guide
to help discussion. 18 minutes

Videotape

Solving Customer Complaintsand Problems
From The Success Essentials series. This audiotape describes how to deal with customers and
leave them feeling terrific about outstanding customer service. 1 hour

Audiotape

The Guest - Everything You Already Know About Customer Service
This humorous video shows how treating customers like a guest inspires customer loyalty.
Facilitator § guide included to facilitate group discussion. 19 minutes

Videotape

Decision-Making Skills

Decisions, Decisons
This video outlines the decision-making process, how to develop strategies, and incorporate the
views of others. 30 minutes

Videotape

38



Delegation

How to Delegate Work and Ensure It's Done Right
Four (4) audiotapes help you determine what to delegate, how to choose the right person for the
job, and how to follow up. 4 hours

Audiotape

How to Improve Your Skills
Case Studies in Delegation, Performance Feedback, and Conflict Management. Short exercises
and case studies for discussion. 50 pages

Book

The Secrets of Effective Delegation
From The Success Essentials series. Learn how to break the "I N-do-it-myself" habit. 1 hour
Audiotape

Difficult People

Handling the Difficult Employee - Solving Perfor mance Problems
A 50-minute workbook/study guide includes practical tips and exercises on recognizing difficult
employees, appropriate interventions, constructive feedback, setting performance standards, and
dealing with terminations. 80 pages

Book

How to Deal with Difficult People
Strategies for Getting Results with Hard-To-Handle People in Your Life
Four (4) audiotapes help you understand difficult people, what makes them tick, and how to get
results (humorous). 1 hour
Audiotapes

How to Handle the Difficult Peoplein Your Life
From The Success Essentials series. Learn how to get people working for you instead of
against you. 1 hour

Audiotape
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Disabilities/ADA Issues

Americanswith Disabilities Act
ADA Facts & Fears
This video provides information to help you better understand the Act and make it work, includ-
ing business case studies and tips on what you can do and where to seek help.
42 minutes
Videotape

Everyone sWelcome
This manual, prepared by the American Association of Museums addresses accessibility issues
and strategies for museums related to facilities, exhibits, and communications.

Book

Information on Disabilitiesand Working with Guests who are Disabled
This self-study guide contains information on the Americans with Disabilities Act and a wealth
of information to assist employees in dealing with disabled visitors.

Self-study Guide

What M anagers Should Know About the Americans with Disabilities Act
A quick-study overview of the ADA, its provisions, and examples of job accommodations.
60 pages
Book

Working Together/Deaf and Hearing People
Video, audio, study and facilitator5 guide will lead participants through situations that deaf
persons encounter in the workplace, from applications through employment. Topic is presented
in four units, including Working Together, How We Hear, Speech Reading, Communications,
and Portraits. 1 hour (facilitator required)

Videotape

Discipline

How to Discipline Employees and Get the Results You Want
From The Success Essentials series, this tape will teach you how to turn a problem employee
into a star. 1 hour

Audiotape
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ThisisGoingtoHurt MeMore Than it HurtsYou
The Bad News Interview
With Monty Python§ John Cleese, this video examines why bad news needs to be told, and
techniques for telling it in a productive manner, from preparation through damage limitation.
Facilitator and self study guides included. 30 minutes

Videotape

Diversity

Diversity Simulation Games
These simulations are designed for diversity training, including debriefing and facilitator infor-
mation.

Group Activities

50 Activitiesfor Managing Cultural Diversity
Group and individual activities and exercises illustrate the value of diversity, along with repro-
ducible handouts and overheads.

Group Activities

Cultural Diversity
From The Success Essentials series, learn to avoid problems and capitalize on the opportuni-
ties diversity presents. 1 hour

Audiotape

Designing and Implementing Successful Diversity Programs
Guidelines to develop a program that works for your company. 300 pages
Workshop

Diverdity Activitiesand Training Designs
Workshops, exercises, and activities help trainers to facilitate group diversity activities. Includes
reproducible handouts and overheads.

Workshop

Diverdity in the Workforce - A Common Destiny
This video has examples of diversity issues for discussion within a group. 12 minutes
Videotape
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Human Diversity Workshop
Full workshop with activities for improving diversity awareness and sensitivity. Instructor
guide, participant guides, and reproducible handouts and overheads included.

Workshop

M anaging Diversity - A Complete Desk Reference and Planning Guide
This book guides through a range of cultural behaviors and etiquette, integrating diversity, con-
ducting diversity audits, and recruiting a diverse work force. 450 pages

Book

Tapping the Potential of Diversity
This video looks at the value of diversity, what we can learn from it, and how we can benefit
from diversity in the workplace. Trainer § guide included. 30 minutes

Videotape

Valuing Diverdgity at the Interpersonal L evel
Looking at diversity from the perspectives of personalities, rather than groups, is outlined in this
video. 16 minutes

Videotape

The Diverdity Series
A four-part video training series on diversity in the workplace including: On the Threshold of
Change, Gender and Sexual Orientation Work Place Issues, Race, Ethnicity, Language, and
Religion Work Place Issues, and Age and Physical Abilities Work Place Issues. Facilitator§
guide assists with discussion. 1-%ohours (facilitator required).

Videotape

The Sexes at Work
Workshop designs and activities for improving gender relations in the workplace. Reproducible
handouts and overheads included.

Workshop

What You Need to Know About M anaging Diversity
A quick-study looks at diversity in the workplace from equal employment to multiculturalism.
50 pages

Book
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Empowerment

50 Activities for Empower ment
Group and individual activities and exercises that illustrate the value of empowerment are
included, along with reproducible handouts and overheads.

Group Activities

Empower Yoursef, Every Woman's Guideto Self-Esteem
Learn how to feel good about yourself, discover the keys to self-confidence, become a rising star
and get what you want out of life. 250 pages

Book

Empowering Others, Empowering Y our self

From The Ultimate Keys to Success series, learn how to utilize your employees as active

partners working to achieve organizational goals so everyone comes out a winner. 1 hour
Audiotape

Equal Employment Opportunity (EEO)

EEO 101 Final Exam
A video demonstrates potential employment law violations, and you can take a quiz to see what
you know. Facilitator § guide helps answer questions and direct group discussions. 30 minutes
(facilitator required)

Videotape

Jack Cade'sNightmare
The Nightmare
More from Jack Cade, the new supervisor, who illustrates how to avoid employment law
mistakes. Twenty-five (25) minute video with study and trainer § guide.
Videotape

Jack Cade's Nightmare - Preventing the Nightmare
Jack Cade is a newly appointed supervisor. His mistakes help you better understand
employment law and how to avoid costly violations. Includes twenty-five (25) minute video
with study guide and trainer § guide.

Videotape
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Goal Setting

A Pocket Coursein Goal Setting
Motivational thoughts and short, practical exercises lead you to identify and realize your goals.
50 pages

Booklet

Interviewing/Recruitment

Hiring the Best
Learn how to develop principles around hiring, hire individuals with philosophies and values
consistent with the organization to assure a good fit, better define the position and skills required,
recruit beyond traditional avenues of recruitment to find the best people, maximize the interview
and selection process, and develop an orientation for your work area that has meaning and
impact to assure new employees get off on the right foot. 51 pages

Booklet

How to Recruit, Interview, and Select the Right Employee
Examine the law and learn how to better develop a recruitment strategy, review resumes, plan for
interviews and perform reference checks. Workbook included. 4 hours

Audiotape

Interviewing, Getting Beyond the Image
Video and study guide give practical tips on how to structure interviews, get information, and
keep your questions legal. 26 minutes

Videotape

Legal and Effective Interviewing

This video examines preparation, setting the tone, avoiding discrimination, choosing questions,

structuring an interview, and closing interviews. Self study guide included. 20 minutes
Videotape

Legal and Effective Interviewing, revised
This sequel video further explores interview preparation, setting the tone, avoiding discrimina-
tion, choosing questions, and formatting and closing interviews. A self-study guide is included.
20 minutes

Videotape
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More Than a Gut Feding ||
This video teaches how to ask the right questions, probe for better answers, and read the signals
being sent. 30 minutes

Videotape

Quality Interviewing - A Step-by-Step Action Plan for Success

A 50-minute workbook/study guide includes practical tips and exercises on planning and con-

ducting an interview, evaluating candidates, and examining what you have learned. 80 pages
Book

Language/Grammar/Writing Skills

Better Business Writing
A 50-minute workbook/study guide includes practical tips and exercises on spelling, punctua-
tion, memo and letter writing, and persuasive writing. 70 pages

Book

Business Grammar and Usage for Professionals
This series examines speech, grammar, spelling, and composition, and includes a 21-day con-
tinuous learning program. Self study workbook included. 6 hours

Audiotape

Put it in Writing
Video and self study guide outline styles of writing, clarity, and organizing your thoughts on
paper. 90 minutes

Videotape

The Language of Business
Vocabulary Essentialsfor Business Professionals
This vocabulary-building series reviews business, computer, accounting, foreign, legal and
advanced vocabulary usage, including self study workbook exercises. 6 hours
Audiotape

TheWrite Stuff Effective Business Writing
Guidelines for getting it right, including structure, punctuation, spelling, and form. 110 pages
Book
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Vocabulary mprovement
A 50-minute workbook/study guide includes practical tips and exercises on how to avoid being a
word wimp, how to play with your dictionary, and how to make vocabulary building easy. 140
pages

Book

Leadership

A Pocket Course on Leadership
Motivational thoughts and short, practical exercises help you become a better leader. 50 pages

Booklet
How to Improve Your Skills
Case Studiesin Leadership, Motivation and Communication
Short exercises and case studies for discussion. 50 pages
Book

Learning to Lead - An Action plan for Success
A 50-minute workbook/study guide with practical tips and exercises on developing leadership
power sources, including role power and knowledge power, then developing and executing a
vision. 90 pages

Book

Principle-Centered L eader ship
Developed by Steven Covey, Principle-Centered Leadership series is presented In twelve 1/2-
hour audiotapes: Facing Critical Leadership Challenges, The Law of the Harvest, The Critical
Role of Trust in Principle-Centered Culture, The Foundation of Any Successful Organization,
Producing a Powerful Organizational Culture, Identifying and Improving Our Leadership Styles,
Leadership vs. Management, Managing Things, Leading People, Cultivating the Elements of
Trust in Business Relationships, Tasks for the Principle-Centered Leader, Combating Organiza-
tional Fatigue and Cynicism, The Leadership Focus, and Taking Immediate Action. 6 hours
Audiotape
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Management Skills (general)

Creating the Ultimate Work Environment
Learn how to coach employees to adapt to the changes of a new work environment, find and hire
the best people for the organization, effectively manage performance, reward and recognize
employees for their contributions, and better understand and meet internal and external customer
needs. 43 pages

Booklet

Living the Seven Habits

The Seven Habitsare Habits of Effectiveness.

True effectiveness is based on timeless principles that are in harmony with the laws of nature.
Effective people are guided by their own goals and manage their lives according to principles. In
this five-tape audio series by Stephen Covey, you will learn about the seven habits, including
how to influence, how to build trustworthiness, time management, resolving disagreements, the
power of diverse thinking, achieving consensus, listening skills, empathy and understanding,
organizational systems, and much more. Five tapes approximately 30 minutes each, plus a
Listener s Guide.

Audiotapes
My Number 1 Power Secret
Quick tips and ideas on business topics from advertising to writing. 60 pages
Book
101 Waysto Succeed as a M anager
Great tips and answers to common management questions. 75 pages
Book

Success Essentials
Learn the skills that help the nation 8§ most successful people. This 16-tape set includes: How to
Control Employee Absenteeism, How to Handle Anger (Without Losing Your Cool), Resolving
Conflicts, Clashes and Flare-Ups, Communicate for Productivity, Counseling Employees on
Personal, Sensitive, and Emotional Issues, The Secrets of Effective Delegation, How to Handle
the Difficult People in Your Life, How to Discipline Employees and Get the Results You Want,
Cultural Diversity, How To Reach Any Goal, Front-Line Interviewing/The Firing Session, How
to Get the Results You Want in Meetings, Motivating Yourself and Others, Negotiating Skills
For Everyone, Managing Problem Employees, How To Boost Productivity Now! Total Quality
Management, How To Conduct Performance Reviews, Solving Customer Complaints and Prob-
lems, and Getting Results Through Teamwork. 16 hours total

Audiotapes
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The Frank and Ernest M anager
A Friendly Introduction to the Principles of M anagement
Filled with Frank & Ernest cartoons, this 50-minute self-study book contains a humorous look at
organizations, goals, creativity, delegation, and all aspects of work. 125 pages
Book

The Self-M ade L eader
This workbook includes 25 structured activities for self development, from time management to
developing others. 250 pages

Book

Meeting Planning

How to Get the Results You Want in Meetings
From the Success Essentials series, learn to plan and run a meeting, so it doesnT run you. 1 hour
Audiotape

M eetings, Bloody M eetings
M aking M eetings M ore Productive
With Monty PythonS John Cleese, this humorous video and self-study booklet examines
planning, informing, preparing, structuring and summarizing meetings. The Discussion Guide
helps facilitators manage group learning. 35 minutes

Videotape

M ore Bloody M eetings

The Human Side of M eetings

With Monty Python § John Cleese, this humorous sequel video and self-study booklet examines
leading, decision making, problem participants, and uniting the group. Discussion Guide helps
facilitators manage group learning. 30 minutes

Videotape
Motivation
How to Improve Your Skills
Case Studiesin Leadership, Motivation and Communication
Short exercises and case studies for discussion. 50 pages
Book
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M otivating People
How to M otivate Othersto Do What You Want and Thank You for the Opportunity
A quick-read workbook and study guide with practical tips and exercises on how to motivate and
develop performance from staff. 135 pages
Booklet

Motivating Yourself and Others
From The Success Essentials series, learn how to pump new energy into your employees.
1 hour
Audiotape

Rewarding for Results
This booklet presents industry best practices for employee rewards and recognition. 50 pages
Booklet

Negative Attitudes, Dealing With

Negaholics - How to Handle Negativity in the Workplace
This topic is presented in three volumes. Explore how to deal with negative attitudes: What is
Negaholism and What is it Doing to You?, How to keep negaholism from creeping up on
you, and Developing Positive, Productive Relationships with Negaholics. A self-study guide
is included. 3 hours

Videotape

Your Erroneous Zones
Wayne Dyer § original self-help video will help you learn how to overcome negative thinking.
225 pages

Book

Negotiating Skills

Negotiating Skills For Everyone
From the Success Essentials series, learn how to get what you want with proven negotiation
techniques. 1 hour

Audiotape

49



Organizational Skills

Organizing Your Work Space - A Guideto Personal Productivity
A 50-minute workbook/study guide includes practical tips and exercises on how and why to
organize, backlogs, what to save, and what to toss! 90 pages

Book

Performance Reviews/Performance Management

High Performance M anagement Skills
This booklet provides insight on effective coaching, managing employees for peak performance,
and translating strategies into effective actions. 44 pages

Booklet

How to Conduct Performance Reviews
From The Success Essentials series, learn how to conduct productive performance reviews you
and employees will feel good about. 1 hour

Audiotape
How to Improve Your Skills
Case Studiesin Delegation, Performance Feedback, and Conflict M anagement
Short exercises and case studies for discussion. 50 pages
Book

L egal and Effective Performance Appraisals
This program examines how to prepare and conduct performance appraisals in accordance with
the law. Video and self-study guide is included. 30 minutes

Videotape

M anaging the Difficult Performance Review
From The Ultimate Keys to Success series, learn how to turn the review into a building block
for better job performance. 1 hour

Audiotape

The Dreaded Appraisal
Learn how to prepare for performance appraisals, structure the discussion meeting, set the tone
and get your points across with this video and study guide. 30 minutes

Videotape

50



The Dreaded Appraisal - The Appraisee Video
Designed for the person being evaluated, this video helps appraisees better understand the
appraisal process, how to keep your cool, and get your points across.

Videotape

Procrastination, Overcoming

Overcoming Procrastination
A simple plan to help get you off dead center and start right now. Learn how fear of success and
failure stop you from achieving your goals. 1 hour

Videotape

Putting Procrastination Behind You
From The Ultimate Keys to Success series, learn techniques to manage procrastination and
break the cycle of stress and guilt. 1 hour

Audiotape

Stop Procrastinating - Get to Work!
A 50-minute workbook/study guide includes practical tips and exercises to help you recognize
why you procrastinate and how to stop -- for good. 60 pages

Book
Public Speaking

33Major Mistakes Speakers M ake
Quick, informative tips for public speakers. 20 pages

Book
66 Waysto Improve Your Next Speech
Quick, informative tips for public speakers. 20 pages

Book
Quotes To Motivate and Inspire
Notable quotations which can be used to beef up your next public presentation. 20 pages

Book

Statistics That Will Add Power to your Speeches and Presentations
Impressive statistics on many topics that can be used to beef up your next speech and add credi-
bility to your presentation. 20 pages

Book
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Quality

Great |deas on Quality
Motivational thoughts on the subject of quality. 50 pages
Booklet

Total Quality M anagement
From The Success Essentials series, learn the basics of Total Quality Management (TQM) to
create and maintain quality. 1 hour

Audiotape

Innovating Quality
Training workshop to establish and maintain quality control and performance. Facilitator3
guide, reproducible overheads, and handouts included (facilitator required).

Workshop

Recognition

1001 Waysto Reward Employees
Great, low-cost, and no-cost ideas and proven strategies to reward and motivate staff. 220 pages
Book

Creating the M oment
Self-guided videotape on how to give effective employee award presentations.
Videotape

Self Improvement

Self Discipline and Emotional Control
How to Stay Calm and Productive Under Pressure
Six humorous audiotapes and a study guide help you learn how to remain calm and clearheaded,
avoid being manipulated, say no and mean it, and remain productive. 6 hours
Audiotape
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You? -- A High Velocity Formula for Multiplying Your Personal Effectivenessin Quantum
Leaps
This quick-read booklet provides information on how you can accomplish more, in far less time,
with only a fraction of the effort you have been giving. The booklet contains strategies for
penetrating imaginary barriers and pursuing your true potential. 35 pages

Booklet

Self Management

Job Satisfaction
On the Job Survival
A self-help guide for dealing with everyday work problems. This quick-read provides common-
sense strategies for securing job stability and satisfaction. 93 pages
Book

The Power of Self-M anagement
A follow-up to On the Job Survival, this book focuses on self-management as a strategy for
successfully dealing with in-the-job stress, change, and interpersonal conflict. Although written
for employees in a healthcare career, the information transcends industry. 194 pages

Book

Sexual Harassment

You M akethe Difference
Sexual Harassment in the Workplace
Situations are presented for discussion about the legality and appropriateness of behavior. 10
minutes
Videotape

Stress Management

M easure and M anage Stress
Evaluate and measure your stress, discover your inner sources of strength, learn relaxation
methods, and build resistance against the daily grind. 150 pages

Book
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Manage Your Stress!
This self-directed learning program helps you learn about stress, recognize your stress patterns,
improve your mental fitness to combat stress, and even put stress to work for you. Quick-study
one (1) hour book, audiotape, and videotape program.

Self-study Module

Supervisory Skills (general)

Stepping Up to Supervisor
How to be personally effective, work with individuals and groups, and plan for development.
200 pages

Book

Supervisory Proficiency Tests
Assessment tools and trainer § guide to assess supervisory strengths.
Assessment Tool

The New Supervisor - A Guidefor the Newly Promoted
A 50-minute self study/workbook helps you develop a managerial attitude, learn the
fundamentals of supervision, and deal with special problems. 70 pages

Book

Team Building

Building Your Own Dream
This booklet provides information on how to develop a team, reinforce team concepts using
communication and training, use performance assessments, and rewards to reinforce team con-
cepts, and assess readiness for developing a team. 59 pages

Booklet

Do Your Best!
This team effectiveness game uses building blocks to help participants better understand the
value of cooperation. Facilitator§ guide and team effectiveness profile are included (facilitator
required).

Workshop

Effective Team Building
This workbook and audiotape set defines teams and helps develop communications using
leadership and fellowship examples and motivational techniques. 6 hours

Audiotapes
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Getting Results Through Teamwor k
From The Success Essentials series, learn the ten things that make a difference to teamwork,
and why a team can accomplish what a group cannot. 1 hour

Audiotapes

How to Lead a Team
Training the Manager Turned Team L eader
Seven (7) part video series on all aspects of teambuilding: Volume 1, Where to Begin, outlines
the different types of teams, the function of the team leader, and defining teamwork. VVolume 2,
Building a Strong Foundation, outlines unity of purpose, identifying and supporting team vision,
and creating commitment. Volume 3, The Facilitation Tool Kit, outlines getting people
involved, encouraging participation, and dealing with difficult situations. Volume 4, A Problem-
Solving and Decision-Making Tool Kit, outlines big picture strategies, identifying problems, and
brainstorming. Volume 5, Ensuring Accountability, outlines built-in accountability systems,
performance agreements, and performance problems. Volume 6, Dealing with Conflict, outlines
the six main sources of team conflict, how to deal with them, and changing conflict to creative
opportunity. Volume 7, Leadership Issues, outlines innovative solutions for dealing with issues,
helping the team develop internal leadership skills, and bridging gaps. Facilitator§ guide in-
cluded. 3-1/2 hours

Videotapes

K eeping Teams Together
Learn how to assess your effectiveness, overcome disputes or power struggles, manage conflicts
and re-establish synergy. 23 minutes

Videotape

Self-Directed Work Teams. Getting It Done
This videotape and study guide outline how to develop teams that run themselves, get them
started, and keep them motivated. 30 minutes

Videotape

Succeeding With Teams/101 Tips That Work
Great, quick tips and ideas on team building and how to execute them. 125 pages
Book

Team Empower ment Proficiency Tests
Assessment tools and trainer 5 guide to assess team strengths.
Assessment Tools
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The Exceptional Team: How to Get It, How to Keep It
From The Ultimate Keys to Success series, identify the traits of a productive team and build
results-driven work groups. 1 hour

Audiotape

The Pocket Course on Teamwork
Motivational thoughts and short, practical exercises help team building. 50 pages
Booklet

The Team Handbook
Twelve modules to lead you through team building: The Basics of Quality Leadership;
Changing Your Philosophy of Business; Principles of Quality Management; Guidance Teams
and Project Teams, How They Function; Getting the Quality Improvement Team Started; Keep-
ing the Meetings on Track; Developing Meeting Skills; Planning the Quality and Improvement
Project; Planning for Continuous Improvement; Helping a Team Reach its Goal; Learning to
Work Together; and Finding Solutions to Team Problems. 6 hours

Audiotapes

Teamwork Games
These simulation games are made to be adapted for team training, including debriefing and
facilitator information.

Group Activities

Workplay
Eighteen (18) group activities and exercises that promote team building and group learning.
Group Activities

Terminations

Legal and Effective Employment Terminations
This video reviews the termination process, including contractual and at-will agreements, docu-
mentation of charges, investigations, and final termination. Thirty-minute (30) video and self-
study guide are included.

Videotape
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M anaging a Quality Workforce
Rightful Discharge, Part 1: The Risk
An overview of termination law and an examination of the risk of firing are outlined, from risk
analysis to interviewing, performance evaluations, and termination. Includes video with training
manual and self-study guides. 30 minutes

Videotape

M anaging a Quality Workforce
Rightful Discharge, Part 2: Minimizing the Risk
This sequel outlines how to minimize risk and includes guidelines for interviewing, conducting
reviews, and handling a termination meeting. Self-study guide included. 20 minutes
Videotape

Time Management

Manage Your Time!
This self-directed learning program helps you learn about time wasters and action planning.
Package includes a personal time management assessment tool. Quick-study one-hour book,
audiotape, and videotape program.

Self-study Program

Managing Your Time, Energy & Relationships
Learn how to increase your personal productivity, gain cooperation, and accomplish most of
what you want with these four 30-minute audiotapes.

Audiotapes

Managing Your Timeto Achieve Your Goals
After an introduction and time management skills survey, learn about your procrastination
quotient, time wasters, how to set goals, use time tools, organize work space, and apply
effective delegation skills. Study guide included. 4 hours

Audiotape

Practical Time M anagement
How to MaketheMost of Your Most Perishable Resource
Workbook-style, self-study course examines concepts, accomplishments, goal setting, and
executing time management plans.
Independent Study Module
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Time M anagement
From The Ultimate Keys to Success series, learn how to prioritize your workload, achieve
greater productivity, and turn time into an asset. 1 hour

Audiotape

Time M anagement
Training materials to develop time management skills. Includes a facilitator 8 guide, reproduc-
ible overheads, and handouts (facilitator required).

Training Module

Time Management - A Productivity Plan
Using a study guide, learn to better understand and eliminate time wasters and use time planning
tools that work. 20 minutes

Videotape

Time M anagement Inventory
Self inventory and trainer § guide will help you to assess time management skills.
Assessment tool

Training and Staff Development

20 Reproducible Assessment Instruments
Assessment tools, surveys, and quizzes to assess managerial, cultural, people, and communica-
tion skills.

Assessment tools

Beginnings & Endings
Seventy (70) ice breakers, openers, and closure activities for training sessions.
Training Tools

Brain Bank Idea Capturing System
Reproducible overhead and handout materials to tap creative thinking and brainstorming power.
Training Tools

Cash Games
These four (4) attention-getting simulations are designed for negotiation, persuasion, trust, and
team-building activities. Debriefing and facilitator information is included.

Group Activities
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Computerized Management Training Library
One-hundred (100) customized activities, instruments, and role plays that cover all managerial
subjects, from coaching to time management, creative thinking, and more.

Training Tools

Creative Training Techniques Handbook
Tips, tactics, and how-to 8 to deliver effective training. Reproducible handouts and overheads
are included. 200 pages

Book

Designing and Implementing Cost-Effective Training
Training Magazine guidelines to develop programs that work for your organization and how to
evaluate them. 750 pages

Book

Effective Supervision
Training materials to develop individual and group management skills. Program includes a
facilitator § guide, reproducible overheads, and handouts.

Training Module

Encyclopedia of Gamesfor Trainers
Fifty (50) games and activities to help trainers and facilitators with group activities.
Reproducible handouts and overheads included.

Group Activities

Energizers
Forty (40) ice breakers, getting acquainted exercises and energizers to motivate and involve
training groups are included for trainers.

Training Tools

Flex
Activities and materials to evaluate training effectiveness are included.
Training Tools

Getting Work Done
Training materials to establish and maintain productivity, including time management skills.
Facilitator § guide, reproducible overheads, and handouts included.

Training Materials
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Great Gamesfor Trainers
Seventy-five (75) games and activities to help trainers and facilitators with group activities.
Reproducible handouts and overheads included.

Training Tools

Group Grope
These small-group activities are made to be adapted for controversial issues, brainstorming
sessions, or learning new concepts. Debriefing and facilitator information included.

Group Activities

HR Training Repros
Reproducible overheads and handouts on human resource topics, such as legal, safety, employ-
ment practices, etc.

Training Materials

L ecture Games
These games are made to be adapted for any type of session that requires lecture as well as audi-
ence participation, including debriefing and facilitator information.

Group Activities

Life Skill Builders
Training materials to help develop anger management skills, assertiveness, relationship building
skills, communications, and other interpersonal skills. Facilitator5 guide, reproducible over-
heads, and handouts included (facilitator required).

Workshop

Matrix Games
These board games are made to be adapted for teamwork, informational testing, and concept
comparisons. Includes debriefing and facilitator information.

Group Activities

Quizo
This "Bingo" style game converts any subject to a fun learning experience. Develop questions
on your topic, and then participants fill in a "Quizo" square for every correct answer.

Game
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Training for Impact
Learn how to turn training into a performance objective, define employee and customer expecta-
tions related to training, guide and encourage continuous employee development, help
employees to set performance and training goals and expectations, and promote an environment
of ongoing learning through meaningful feedback and coaching. 39 pages

Booklet

Triangles
These simulation games are made to be adapted for customer service, quality management,
employee participation, and other types of training sessions where audience participation is
beneficial, including debriefing and facilitator information.

Group Activities

X-0O-Cise
This small-group training game converts any subject into a learning experience. Develop ques-
tions on your topic, and then participants score X-O-Cise points for each correct answer.

Group Activities

Wellness

Lowering Your Cholesterol
This booklet is designed to help reduce cholesterol levels, and reduce risk of heart disease,
stroke, and other cardiovascular diseases. Learn key information and proven approaches to help
you succeed. 16 pages

Booklet

M anaging Stress
This booklet will help you learn to manage the stress in your life. It will help you think about
how stress affects your personal effectiveness and show you successful approaches that will help
you to manage it. 16 pages

Booklet

Weéll Informed

This book is designed to give a basic introduction to the principles of prevention, medical self-

care, and medical consumerism. The book is intended to give the reader greater health and

vitality, help prevent and/or manage major health problems, learn to treat common medical

complaints through self-care, and improve the quality of health care received. 298 pages
Booklet
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Woman sHealth
This book highlights some of the most commonly recommended screening tests for women.
These tests screen for common health conditions, such as heart disease and certain cancers, based
on your age and health risks. The booklet also covers self-care skills and covers topics including
stress, depression, healthy eating and eating disorders, birth control, menopause, prevention, and
more. 16 pages

Booklet

Workcare A Resource Guidefor the Working Person
This book discusses how to take care of yourself in the workplace. The book discusses how to
achieve balance between personal and work life, be flexible, face change, and master new
demands, opportunities, and ways of doing your job. It provides the basic skills and resources
employees need to improve job performance and protect safety and health, and offers support
when the pressures of work and family may seem too much to handle. 389 pages

Book

Workplace Violence

Terror and Violencein the Workplace
The problem of workplace violence is introduced, as well as an employer§ responsibility in
combating this growing workplace issue. 170 pages

Book

Workplace Violence - The Calm Before the Storm

This program helps you better understand and be aware of workplace violence, including how to

recognize and report the warning signs. Video and study booklet included. 25 minutes
Videotape

62



