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Workplace Essentials 
 

Course Number: CSTR 111 

 

Credits: 2.0 

 

Semester: Spring 2017 

 

Start and End Dates: January 23 – May 11, 2017 

 

Meeting Times/Dates: 10:00 a.m. - 12:00 p.m., days vary 

 

Location of Course: Regional Manufacturing Technology Center (RMTC) 

 405 Hill Brady Road 

 Battle Creek, MI  49037 

 

Instructor: Maggie Murphy, Sean Washington, and Guest Lecturers 

 

KCC Staff Email Address:  murphym@kellogg.edu, sean@mylestoneproject.com  

 

Instructor Phone Number: 269-660-5360 

 

Instructor Office &  

Mailbox Location: RMTC 

 

Course Description: Participants attending this course will learn foundational skills 

necessary for entering the workforce.  The topics covered during the 

training include:  effective communication, time and stress 

management, conflict management, personal financial management, 

accountability and workplace relationships, change management, 

harassment and hostile work environment prevention, interviewing 

techniques and resume writing, professionalism and customer 

service, and emotional intelligence.   

 

Prerequisites:  N/A 

 

Textbook(s): Provided by the instructor 

 

Learner Supplies:  None 

 

http://www.kellogg.edu/
mailto:murphym@kellogg.edu
mailto:sean@mylestoneproject.com
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General Education:  N/A; this course if not a General Education course. 

 

 

Occupational Program or Accreditation Standards: 

 

N/A 

 

Course Competencies:  
 

1. Professionalism 

a. Goal Setting 

b. Emotional Intelligence 

c. Stress Management/Business Etiquette 

d. Ethics/Diversity in the Workplace 

e. Organizational Structure in the Workplace 

f. Business Communication 

g. Leadership and Teamwork 

h. Career Change 

 

2. Sexual Harassment, Change Management, Stress Management,  

a. Sexual Harassment:  Define sexual harassment, bullying, and hostile 

environment.  Recognize inappropriate behaviors that constitute a violation.  

Determine which actions are illegal vs those that are frowned upon but at this time 

not considered a violation of the law. 

b. Stress Management:  Define stress and learn how to cope with it. 

c. Change Management:  Explain the benefits of being adaptable.  Explain the 

consequences of being inflexible. Identify the expected behaviors and change 

resistant behaviors.  Utilize a methodology and tools for managing change to 

become change resilient.  

 

3. Resume 

a. Submit a draft of resume for review by instructor 

b. Complete a professional resume 

c. Email resume to instructor 

 

4. Interviewing and Mock Interviews 

a. Attend interviewing instruction class 

b. Participate in mock interview and demonstrate effective interview communication 

skills by articulating their knowledge, skills, and experience as they relate to the 

manufacturing environment during the mock interview  

 

http://www.kellogg.edu/
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Mode of Instruction:   

This course will incorporate a variety of learning experiences. Lectures, class discussions, large 

and small group work, and oral and written assignments will be used to enhance and reinforce 

textbook readings. Guest speakers, videos, hands-on learning activities and field trips may also be 

used to support textbook theory and practice. 

 

Assignments: Professionalism 

Competency Assignment Description Possible 

Points 

 Pre-

Assessment 

Each student will be given a pre-course assessment 

to measure baseline knowledge in each of the 

competency areas 

5 

1 Participation Students will learn Goal Setting 2 

1 Class 

Assignment 

Read Chapter 1 and complete goal setting worksheet 10 

2 Participation Students will learn about Emotional Intelligence 2 

2 Class 

Assignment 

Complete Emotional Intelligence assessment and 

identify areas needing improvement 

10 

3 Participation Students will learn Stress Management and Business 

Etiquette 

2 

3 Class 

Assignment 

Read Chapters 3 & 4 and complete quiz 7 

4 Participation Students will learn about Ethics and Diversity 2 

4 Class 

Assignment 

Read Chapters 5 & 6 and complete ethics writing 

prompt and worksheet  

15 

5 Participation Students will learn organizational structure in the 

workplace 

2 

5 Class 

Assignment 

Read Chapters 7 & 8 and complete quiz 7 

6 Participation Students will learn business communication 2 

6 Class 

Assignment 

Read Chapters 9 & 10 and complete memo 

assignment 

5 

7 Participation Students will learn about leadership and teamwork 2 

7 Class 

Assignment 

Read Chapters 11 & 12 and complete quiz 7 

8 Participation Students will learn about career change 2 

8 Class 

Assignment 

Read Chapter 16 and complete career change 

worksheet 

10 

1-8 Post 

Assessment 

Post assessment covering all course competencies 5 

http://www.kellogg.edu/
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Assignment:  Sexual Harassment, Change Management, Stress Management 

 

Competency Assignment Description Possible 

Points 

 Pre-

assessment 

Each student will be given a pre-course assessment 

to measure baseline knowledge in each of the 

competency areas 

0 

1 Participation Students will define sexual harassment and recognize 

inappropriate behaviors 

5 

1 Class 

Assignment 

Complete assessments and classroom assignments 5 

2 Participation Students will define stress and how to cope with it 5 

2 Class 

Assignment 

Complete assessments and classroom exercises 5 

3 Participation Students will utilize a methodology and tools for 

managing change to become change resilient.  

 

5 

3 Class 

Assignment 

Complete assessments and classroom exercises 5 

 

 

 

Assignment:  Resume 

 

Competency Assignment Description Possible 

Points 

 Pre-

Assessment 

Each student will be given a pre-course assessment 

to measure baseline knowledge in each of the 

competency areas 

4 

1 Participation Students will learn about different types of resumes 2 

1 Class 

Assignment 

Submit a resume worksheet or draft resume to 

instructor 

5 

2 Participation Students will complete a professional, updated 

resume 

2 

2 Class 

Assignment 

Submit completed resume to instructor for review  5 

3 Participation Students will make any corrections to resume 2 

3 Class 

Assignment 

Submit completed, corrected resume to instructor via 

email 

5 

 

http://www.kellogg.edu/
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Assignment:  Interviewing and Mock Interviews 

 

Competency Assignment Description Possible 

Points 

 Pre-

Assessment 

Each student will be given a pre-course assessment 

to measure baseline knowledge in each of the 

competency areas 

5 

1 Participation Students will attend an interviewing instruction class 5 

2 Participation Students will participate in mock interview and 

demonstrate skills learned 

 

5 

 

Make-up Work, Late Assignments, and Retakes: Make-up work, late assignments, and retests 

may be available and/or accommodated at the discretion of the instructor and granted on a case-

by-case determination. It is the expectation that students complete and turn-in assigned work on-

time and in accordance with the course syllabus and instructor guidelines. Retakes on quizzes, 

tests, exams, or any other related course assessments are not common practice, and may only be 

granted as the result of extreme circumstances, as determined by the instructor.  

 

Make-up Policy (Professionalism):  Students missing Professionalism Class will be given one 

week to complete missing assignments.  After one week, missing assignments will no longer be 

accepted.   

  

http://www.kellogg.edu/
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Grade Determination:  

Competency Assignment Points Possible Weight 

Professionalism Pre-Assessment 5 5% 

Professionalism 

3, 5, and 7 

Quizzes 30 20% 

Professionalism 

1, 2, 4 and 8  

Worksheets 30 20% 

Professionalism 

6 

Writing 10 5% 

Professionalism 

1-8 

Post-Assessment 5 5% 

Professionalism 

1-8 

Participation/Attitude 16 5% 

Professionalism 

1-8 

Attendance 

Students will earn 2 points per each full day 

in attendance.  

16 10% 

Resume Class 

1, 2 and 3 

Completed Resume and attendance 25 10% 

Workplace 

Management 

Classes 1, 2 and 

3 

Attendance and participation in Sexual 

Harassment, Stress Management and 

Change Management 

35 10% 

Interview Class 

and Mock 

Interview 1, 2 

and 3 

Interview Class and Mock Interview 

Participation 

15 10% 

 TOTAL POINTS POSSIBLE  156 100% 

  

http://www.kellogg.edu/
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Grading Information: In this course, you will earn a pass (P) or no-pass (N) grade. 

 

Grading Chart:  

Grade Explanation Credit  

Awarded 

P Earned 70% or more of the total possible 

points 

Yes 

N Earned less than 70% of total possible 

points 

No 

   

 A “P” indicates you have passed the course and academic 

credit is earned for the course. This is equivalent to a “C” 

grade or better 

 To earn a “P” grade, you must earn at least 70% of the total 

possible points for available for the course 

 An “N” indicates that you have not passed the course and no 

academic credit is earned 

 You should be aware that an “N” grade on your academic 

record may jeopardize your ability to obtain federal financial 

aid or your ability to transfer, since many colleges and 

universities consider this grade a failure. 

 

Instructor Course Policies: 

 

1. Students are expected to be present and engaged in class discussions and activities.  If the 

instructor believes a student is not meeting course or program expectations, then the 

instructor will reach out to a Career Coach for intervention strategies.   

  

http://www.kellogg.edu/
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Attendance:  

1. KCC Required Statement:  

Regular attendance is an essential part of the educational experience and a requirement for 

an adequate evaluation of each student’s academic progress. Excessive absence is reported 

to the Academic Advising department.  An Advisor will reach out to students to discuss 

options for success.  Continued absenteeism may lead to administration action. Faculty are 

required to report to the Financial Aid office students who have never attended class. 

Federal aid may be reduced if a student does not begin attendance in all classes. This 

includes online courses. For more information, please visit: http://www.kellogg.edu/wp-

content/uploads/2016/08/Handbook-2016-2017.pdf.  

 

2. Department Specific Attendance Info: 

 

Attendance will be taken into consideration when grades are being determined.  Points are 

assigned for attendance in the Grade Determination chart and will count toward your final 

grade.   

 

If a student has excessive absences, the instructor will notify a Career Coaches to develop 

an appropriate action plan to mitigate or eliminate barriers causing the excessive absences.   

 

Drop/Add Procedures:  
Drop/Add procedural information may be found at: http://www.kellogg.edu/catalog. The drop/add 

dates for every course may be found on the KCC web site at: www.kellogg.edu follow the schedule 

link. 

 

Incomplete Grade and Additional Grading Policies:  
For information regarding additional grading policies, please visit the KCC catalog at: 

http://www.kellogg.edu/catalog.   

 

Disability Services: 
While ensuring the academic integrity of its programs, Kellogg Community College is dedicated 

to providing the reasonable accommodations needed to ensure equal access to educational 

opportunities for individuals with verified disabilities. Disability services are provided to students 

who self-disclose a disability to the Support Services Department and provide appropriate 

documentation. Support Services may be reached at 269.965.4150 or 

supportservices@kellogg.edu.  

 

Academic Integrity Policies:  

Ethical conduct is the obligation of every member of the KCC community.  Breaches of Academic 

integrity constitute serious breaches of ethical conduct.  Academic integrity requires that all 

academic work be wholly the product of an identified individual or individuals.  This policy 

http://www.kellogg.edu/
http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf
http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf
http://www.kellogg.edu/catalog
http://www.kellogg.edu/catalog
http://www.kellogg.edu/services/student-support-services/
http://www.kellogg.edu/services/student-support-services/
mailto:supportservices@kellogg.edu
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demonstrates KCC’s concern for academic integrity and guarantees a fair procedure for handling 

these concerns.  Examples of unethical conduct include:  cheating, fabrication, and plagiarism.  

For more information regarding KCC’s Student Code of Conduct, please visit: 

http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf.  
 

Code of Conduct: 

Kellogg Community College students are expected to model the skills and behaviors of working 

professionals. This includes exhibiting behaviors which support respect and courtesy in the class 

environment. For more information regarding KCC’s Student Code of Conduct, please visit: 

http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf.  

 

Safe and Successful Campus Environment: 
KCC is dedicated to providing a safe environment which is conducive to success for all students.  

When staff notice that a student is struggling emotionally, intellectually, or behaviorally with 

classroom expectations, they may notify the appropriate personnel on campus to intervene and 

provide assistance to that student.  Academic assistance is available in The Bridge and through 

Academic Advising; personal counseling is also available in Support Services. 

 

Students whose behavior suggests they are struggling may also be contacted by the KCC Director 

of Student Relations or by KCC Public Safety.  If students have safety concerns about others’ 

behavior in class or on campus, those students are encouraged to discuss their concerns with KCC 

Public Safety directly. 

 

Academic Support Services: 

Kellogg Community College is committed to your academic success. If for any reason a student 

is struggling with a class, speak to the Professor immediately. They are the best resource. 

Additional resources available include The Bridge (http://www.kellogg.edu/services/the-bridge/) 

and Support Services (http://www.kellogg.edu/services/student-support-services/).   

 

Honors Contract Information: 

Honors contracts are a way for students to turn any college-level KCC course into an honors 

course, giving them the flexibility to take ownership over learning. At the beginning of the 

semester, with instructor approval, a student may work with the instructor to develop a unique 

honors project beyond the course syllabus. Once the honors project is clearly defined and the 

student’s project has been approved by the instructor, the student works independently on that 

project during the semester and may seek support from the instructor as needed; then, at the end 

of the semester, when the student successfully completes the honors project as outlined in the 

contract and earns at least a B+ in the course, the student will earn honors designation on their 

transcript. To download the honors contract and learn more about the Honors Program, please visit 

http://www.kellogg.edu/academics/honors-program/.  

 

http://www.kellogg.edu/
http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf
http://www.kellogg.edu/wp-content/uploads/2016/08/Handbook-2016-2017.pdf
http://www.kellogg.edu/services/student-support-services/
http://www.kellogg.edu/academics/honors-program/
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Retain this Syllabus & Syllabus Disclaimer: 

This syllabus is a record of learning outcomes associated with this course. Many institutions will 

require a copy of this syllabus to grant transfer credit. It is the student’s responsibility to retain a 

copy for future use. 

 

Information contained in this syllabus was, to the best knowledge of the instructor, considered 

correct and complete when distributed for use at the beginning of the semester. However, this 

syllabus should not be considered a contract between Kellogg Community College and any 

student, nor between the instructor and any student. The instructor reserves the right, acting within 

the policies and procedures of Kellogg Community College, to make changes in course content or 

instructional techniques without notice or obligation. 

 

Use of Technology & Student Email Accounts:  

The College has a variety of computer systems which are provided for the use of students and are 

to be used for education, research, academic development, and public service only. You are 

responsible for seeing that the computing facilities are used in an effective, efficient, ethical, and 

lawful manner. Computer systems, such as e-mail, are intended for college related activities only. 

Inappropriate messages and/or materials are not to be sent or stored. For more information, visit 

the KCC web page at: www.kellogg.edu.  

 

Textbook Statement: 

There are multiple choices for purchasing textbooks, including the Kellogg Community College 

bookstore (www.kellogg.edu - follow the on campus link to the bookstore). Please be advised that 

each student should fully investigate the refund policies of book retail stores, including the Kellogg 

Community College bookstore, PRIOR to purchasing a book for any course. When purchasing a 

book from the Kellogg Community College bookstore, students are encouraged not to break a 

textbook's binding, or open a book in shrink-wrap covering, prior to attending the first course 

session in order to verify that a correct book has been purchased. Students are advised to keep all 

receipts from book purchases. 

 

Service Learning Option:  Service learning is not an option for this course. 

http://www.kellogg.edu/
http://www.kellogg.edu/
http://www.kellogg.edu/


Time to reflect 
Instructions: Please review the following questions and provide your answers in the 
space provided. Please be as honest as possible, you will not be asked to share your 
responses with the group. 

1. Think back to your childhood. How did your parent figure behave during a conflict 
situation at home? For example, did they: 

o Avoid conflict by not discussing or communicating with one another  
o Escalate conflict by raising their voice and not listening to others  
o Treat conflict like it was a competition  
o Agree to whatever was being said to make the conflict go away  
o Talk through the situation until both parties understood how the other was  

feeling, and then agreed to an amiable solution 

1b. Is your behavior similar or different to your parent figure's behavior? Explain 
your answer. 

 

 

 

2. If you have siblings, how did your siblings behave when you were in a conflict 
situation with them? 

 

For example, did your siblings  

o Avoid conflict, by not discussing or communicating with one another  
o Escalate conflict by raising their voice and not listening to others  
o Treat conflict like it was a competition  
o Agree to whatever was being said to make the conflict go away  
o Agree to a compromise but then hold a grudge  
o Talk through the situation until both parties understood how the other 

was feeling, and then agree to an amiable solution 

2b. Was your behavior similar or different to your sibling's behavior? Explain your 
answer.  



Time to reflect 
continued 

3. If you have a spouse, significant other, or children, how do you behave during a 
conflict on with them? 

Spouse or Significant Other - do you: 

o Avoid conflict, by not discussing or communicating with one another  
o Escalate conflict by raising their voice and not listening to others  
o Treat conflict like it was a competition 
o Agree to whatever was being said to make the conflict go away  
o Agree to a compromise but then hold a grudge 
o Talk through the situation until both parties understood how the other was feeling 

and then agreed to an amiable solution 

Children - do you: 

o Avoid conflict, by not discussing or communicating with one another  
o Escalate conflict by raising their voice and not listening to others  
o Treat conflict like it was a competition 
o Agree to whatever was being said to make the conflict go away  
o Agree to a compromise but then hold a grudge 
o Talk through the situation until both parties understood how the other was 

feeling, and then agreed to an amiable solution 

3b. Is there any correlation between how you interact with your loved ones and  
how your parents interacted with you during a conflict situation? Explain  
your answer. 

  



Time to reflect 
continued 

4. When you are at work how does your manager or supervisor behave during a 
conflict situation?  
Do they: 

o Avoid conflict by not discussing or communicating with one another 
o Escalate conflict by raising their voice and not listening to others 
o Treat conflict like it was a competition  
o Agree to whatever was being said to make the conflict go away  
o Agree to a compromise but then hold a grudge  
o Talk through the situation until both parties understood how the other was  

feeling, and then agreed to an amiable solution 

4b. How do you behave when you have a conflict situation with your manager or 
supervisor? 

 

 

5. How do your coworkers behave during a conflict situation at work? 

Do they: 

o Avoid conflict, by not discussing or communicating with one another  
o Escalate conflict by raising their voice and not listening to others  
o Treat conflict like it was a competition 
o Agree to whatever was being said to make the conflict go away  
o Agree to a compromise but then hold a grudge  
o Talk through the situation until both parties understood how the other was  

feeling, and then agreed to an amiable solution 

5b. How do you behave when you are dealing with a conflict in your  
department or work group? 

 

 

5c. Is your behavior at work during a conflict situation similar or different to  
how you behave when you are at home? 

 



Dealing with our attitudes 
Instructions: Fill out this worksheet during the group discussion. Please review your 
responses to the "Time to reflect” worksheet then, answer the following questions and 
provide your answers in the space provided. Please be as honest as possible, you will 
only be asked to share what you’re comfortable sharing with the group. 

Type of Conflict 
Words, Attitudes or 

emotions associated 
with this type of conflict 

Result of this type of 
conflict 

Competition 

  

Avoidance 

  

Accommodation 

  

Compromise 

  

Collaboration 

  



Dealing with our attitudes,  
continued 

1. Which type of response did your parental figure use with you? 

2. Which type of response did you observe your parental figure use with each other? 

3. Which approach do you use when you are at home? If you have a spouse and/or  
children, is your approach different? 

4. Which approach do you use at work? 

5. Is there a difference in your approach at home and your approach at work? Why or 
why not? 

6. Do you feel you need to change your attitude about how you respond to approach 
conflict either at home or at work? Why or why not?  



Dealing with our emotions  
self-assessment 

Instructions: Review each of the situations and respond as to how the situation applies 
to you. 

 
All the time Usually Sometimes 

Once in a 
while 

Never 
respond this 

way 

1. When l observe two coworkers arguing, l 
usually sometimes immediately get 
uncomfortable and want to leave. 

     

2. When I hear a coworker complaining about a 
problem I tell them to ignore it  
and “put or shut up." 

     

3. When I am asked to do something I 
don't believe I should have to do, it is easier for  
me to just go ahead and complete the project 
than bring up my issues or concerns. 

     

4. When someone approaches me with a conflict 
situation, I just agree with him or her or 
apologize if I need to. 

     

5. When I have to approach a coworker about a 
conflict issue I tend to back down  
or compromise and not get what I want or need. 

     

6. When I see two coworkers in a disagreement 
I help determine a compromise that will satisfy 
both of them so that they will stop arguing.  

     

7. When I confront someone in a conflict 
situation, I have every intention of winning the 
argument or disagreement.  

     

8. When I observe a conflict situation taking 
place, I will immediately determine who is  
right and who is wrong. 

     

9. When I observe a conflict between coworkers, 
I intervene with the hopes of  
helping them reach a win-win solution. 

     

10. When I need to talk to someone about 
an issue my goal is to state my feelings,  
have them state their feelings, find common 
ground that we can both agree to, then work 
creatively to find an agreeable solution to both 
parties. 

     



 
Dealing with our emotions self-assessment  
continued 

Instructions: Now that you have completed the self assessment, review your answers 
and complete the following questions in the space provided. 

Review statements 1 and 2. They were linked to the Avoidance response. How did 
you respond to those statements? Do you avoid conflict or confront it? If you avoid 
conflict how would you I to change it in the future? 

 

Review statements 3 and 4. They were linked to the Accommodate response. How 
did you respond to those statements? If this is how you handle conflict, how would 
you like to change your response m the future? 

 

Review statements 5 and 6. They are linked to the Compromise response. How did 
you respond to those statements? If this is how you handle conflict, how would you 
like to change your response in the future? 

 

Review statements 7 and 8. They are linked to the Competition response. How did 
you respond to those statements? If this is how you handle conflict, how would you 
like to change your response in the future? 

 

Review statements 9 and 10. They are linked to the Collaboration response. How did 
you respond to those statements? If this is how you handle conflict-congratulations, 
you are off to an excellent start. If not, then how can you refocus your approach to 
respond more effectively? 

 

 








Everybody Wins 

How to Turn Conflict into 
Collaboration 



Group Activity 



WIIFM 

Employee Benefits Include: 
• Reduced Stress 
• Get More Done 
• Feel Better 
• Generally Stay Out of Court 



WIIFM 

Organizational Benefits Include: 
• Retain Valuable Assets 
• Creativity and Innovation 
• Improved Productivity 
• Generally Stay Out of Court 



WIIFM 

Understand why conflict happens in the 
workplace 
Change your perspective about conflict 
3 most common workplace conflict situations 
5 ways people deal with conflict 
Use an approach to a conflict situation 



The “Everybody Wins” 
Approach 

1.Everyone Tells it like they see it 
2.Get everything on the table 
3.Focus on the future 



Time to Reflect… 



Cause of Conflict 

Constant Change 
Stress of doing more with less 
Confusion over responsibilities 
Miscommunication 



Workplace Conflict 

• Peer to Peer conflict 
• Work-Team conflict 
• Manager-to-Employee Conflict 








Workplace Conflict 

• Peer to Peer conflict 
• Work-Team conflict 
• Manager-to-Employee Conflict 








Workplace Conflict 

• Peer to Peer conflict 
• Work-Team conflict 
• Manager-to-Employee Conflict 








Dealing with our attitudes… 

Handout 



Conflict Responses 

Competition  Win/Lose 
Avoidance   Lose/Lose 
Accommodation  Lose/Win 
Compromise  Lose/Lose 
Collaboration  Win/Win 



Dealing with our emotions… 



Everybody Wins 



The “Everybody Wins” 
Approach 

1.Everyone Tells it like they see it 
2.Get everything on the table 
3.Focus on the future 



Feeling words 



I-Messages 
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YOUR EMOTIONAL INTELLIGENCE:  

THE KEY TO YOUR CONNECTION IN 

BUSINESS…AND LIFE 

Presentation borrowed fromn Chris Hazen Molina 

Heartfelt Workforce + Lifeforce 

EDGE Program 



What is Emotional Intelligence?  

 

“Emotional Intelligence (EI) is the ability 

to identify, assess, and control the 

emotions of oneself, of others, and of 

groups.” – wikipedia.com 

 

EI is also referred to as EQ, which  

is the numerical measure of  

Emotional Intelligence. 

 
 



"Even though a high IQ is no guarantee 

of prosperity, prestige, or happiness in 

life, our schools and our culture fixate on 

academic abilities, ignoring the 

emotional intelligence that also matters 

immensely for our personal destiny." 

 

~Daniel Goleman 



How is my IQ different from my EQ? 

 

• Your IQ (Intelligence Quotient) is the value that indicates a 

person’s ability to learn, understand and apply information 

and skills in a meaningful way. 
 

• Your EQ (Emotional Quotient) is a way to measure how a 

person recognizes emotions in himself/herself and others, 

and manages those emotional states to work better as a 
group. 

 



What are the 4 skills that make 

up your Emotional Intelligence? 

 Personal Competence 

 Self Awareness 

 Self Management 

 

 Social Competence 

 Social Awareness 

 Relationship Management 

 
 



Personal Competence 



Personal Competence 

• Self Awareness 

o Being conscious of how you show up in the world.   

o Conscious of your actions, reactions, habits and behaviors.   

o Being able to self reflect on your life. 

 

• Self Management  

o Knowing how to manage your emotions.  

o Knowing your triggers and upsets, and how to process 

them.    

o Being a big picture thinking so see your part in any 

situation.  

o Self Responsibility. 

o Being able to manage yourself in any situation. 

 



Social Competence 



Social Competence 

• Social Awareness  

o Focuses on your ability to understand the emotions of those 
around you.  

o Deep listening and empathy for who the other person is.   

o Putting your own agenda aside and focus your attention on 

the other person. 

o Stop judging others. 

 

• Relationship Management  

o Focuses on building relationships with other.   

o Being able to communicate with a variety of different types 

of personalities.   

o Building solid relationships over time.   

o Creating the most out of every relationship you encounter. 

 



Examples of people with low EQ 



Examples of people with low EQ 



Five Core Areas of Emotion 
Intensit
y of 
Feelings 

Happy Sad Angry Afraid Ashamed 

High Excited 
Overjoyed 
Thrilled 
Ecstatic 
Fired Up 
Passionate 

Depressed 
Agonized 
Alone 
Hurt 
Hopeless 
Miserable 

Furious 
Outraged 
Irate 
Seething 
Betrayed 

Terrified 
Petrified 
Fearful 
Panicky 
Frantic 
Shocked 

Sorrowful 
Remorseful 
Worthless 
Disgraced 
Mortified 
 

Medium Cheerful 
Good 
Relieved 
Satisfied 
Glowing 

Heartbroken 
Somber 
Lost 
Distressed 
Let Down 

Upset 
Mad 
Frustrated 
Agitated 
 

Apprehensive 
Frightened 
Threatened 
Insecure 
Uneasy 
Intimidated 

Apologetic 
Unworthy 
Sneaky 
Guilty 
Embarrassed 

Low Glad 
Contented 
Pleasant 
Pleased 
Mellow 

Unhappy 
Moody 
Upset 
Disappointed 
Dissatisfied 

Annoyed 
Uptight 
Resistant 
Irritated 
Touchy 

Cautious 
Nervous 
Worried 
Unsure 
Anxious 

Bashful 
Ridiculous 
Regretful 
Uncomfortable 
Silly 



Can improving my EQ help me 

in my business? 

• YES!  Improving your EQ will enhance your 

relationship with yourself, your work colleagues, 

your clients and…… 

 

• …..your relationship with your friends and family as 

well! 

 

• It will change your way of being in all areas of your 

life. 



“Motivation aside, if people get better at 

these life skills, everyone benefits:  The 

brain doesn’t distinguish between being 

a more empathic manager and a more 

empathic father.” 

 

~Daniel Goleman 



What can I do to improve my 

Emotional Intelligence? 
 

• To Improve your Self Awareness: 
 

o Stop judging your feelings. 

o Feel your feelings when they are present for you:  

happiness, sadness, anger, fear or shame. 

o Keep a journal about your feelings and emotions.  Journal 

at the end of each day to reflect on your day. 

o Know and practice your core values. 

o Make loving and honorable choices to care for you. 

o Have healthy boundaries with others. 

o Have a support system who gives you honest feedback. 

 
 

 



What can I do to improve my 

Emotional Intelligence? 

• To Improve your Self Management: 
 

o Write your goals down and share them with others. 

o Wait 10 seconds before responding to something that may 
negatively trigger you.   

o Sleep on it. 

o Talk to a skilled self-manager. 

o Smile and laugh more. 

o Do a joy filled activity at least once a day. 

o Create a patterning journal to track your upsets, your joys 
and you times of equanimity. 

o Accept every difficult situation as an opportunity to learn a 
life lesson. 

 



What can I do to improve my 

Emotional Intelligence? 

• To Improve your Social Awareness: 
 

o Greet people by name. 

o Practice reflective listening in your conversations and focus 

on the other person. 

o Ask open ended questions to create a greater dialog. 

o Look for opportunities to praise someone.  Catch them 

doing something right. 

o Watch body language of others. 

o Be present with whomever you are with.  Give them your 

attention. 

o Pay attention to the EQ of others around you.   

o Use your intuition to sense the social culture around you. 
 



What can I do to improve my 

Emotional Intelligence? 

• To Improve your Relationship Management: 
 

o Be open about yourself and  be curious about others. 

o Live within your value system of honesty, respect and integrity. 

o Enhance your natural communication style 

o Learn how to receive feedback positively. 

o Build Trust. 

o Acknowledge the other person’s feelings. 

o Take responsibility for your part in the relationship. 

o When you care, show it. 

o Explain your decisions, don’t just make them. 

o Make your feedback direct and constructive. 



“Learning how to become emotionally 

literate is one of the best investments 

that human beings can make for 

themselves, their children, and the 

future.” 

 

~Ayman Sawaf 
 



Resources 

• Emotional Intelligence 2.0 by Travis Bradberry & 

Jean Greaves 
 

• Wired to Care: How companies prosper when they 

create widespread empathy by Dev Patnaik 
 

• The Empathy Factor: Your competitive advantage 

for personal, team and Business Success by Marie R. 

Miyashiro 
 

• A Whole New Mind: Why Right-Brainers will Rule the 

Future by Daniel Pink 



Now it’s your turn! 
• Take the online EI Appraisal 

• Transfer your scores into the EI Action Plan 

(pg 56) 

• Pick an EQ skill to work on.  Suggestion – 

select one you feel you most need to work 

on based on your scores. 

• Go to the section of the EI book with 

improvement strategies for your selected EI 

skill.  



EI Improvement Strategies 
• Self-awareness Strategies:  Page 61 

• Self-Management Strategies:  Page 97 

• Social Awareness Strategies:  Page 135 

• Relationship Strategies:  Page 177 

 



Group Work 
• Get into groups based on your selected EI area for 

improvement 

• If that group is large, break into smaller groups of 

about 4 people 

• Perhaps you could each skim through the choices 

in your section and note 1-2 strategies that seem 

good to you at first glance. Together review the 

strategies you have each selected from that 

section and discuss them in more detail. Note:  

there is no correct answer – the goal is for you to 

discuss various strategies and then pick 1 or 2 you 

feel you could use to improve yours skills in this area. 

• Note this strategies you have selected for yourself 

and highlight them in some way. 



Homework 
 



YOUR EMOTIONAL INTELLIGENCE:  

THE KEY TO YOUR CONNECTION IN 

BUSINESS…AND LIFE 

Some content borrowed from Chris Hazen Molina 
Heartfelt Workforce + Lifeforce 

EDGE Program 



What is Emotional Intelligence?  

 

“Emotional Intelligence (EI) is the ability 

to identify, assess, and control the 

emotions of oneself, of others, and of 

groups.” – wikipedia.com 

 

EI is also referred to as EQ, which  

is the numerical measure of  

Emotional Intelligence. 

 
 



"Even though a high IQ is no guarantee 

of prosperity, prestige, or happiness in 

life, our schools and our culture fixate on 

academic abilities, ignoring the 

emotional intelligence that also matters 

immensely for our personal destiny." 

 

~Daniel Goleman 



How is my IQ different from my EQ? 

 

• Your IQ (Intelligence Quotient) is the value that indicates a 

person’s ability to learn, understand and apply information 

and skills in a meaningful way. 

 

• Your EQ (Emotional Quotient) is a way to measure how a 

person recognizes emotions in himself/herself and others, 

and manages those emotional states to work better as a 

group. 
 



• http://www.bing.com/videos/search?q=Amygdala+Hijack

&FORM=VRIBRE#view=detail&mid=473D671AC150E1

D65B44473D671AC150E1D65B44 

 

 

http://www.bing.com/videos/search?q=Amygdala+Hijack&FORM=VRIBRE%23view=detail&mid=473D671AC150E1D65B44473D671AC150E1D65B44
http://www.bing.com/videos/search?q=Amygdala+Hijack&FORM=VRIBRE%23view=detail&mid=473D671AC150E1D65B44473D671AC150E1D65B44
http://www.bing.com/videos/search?q=Amygdala+Hijack&FORM=VRIBRE%23view=detail&mid=473D671AC150E1D65B44473D671AC150E1D65B44


What are the 4 skills that make 

up your Emotional Intelligence? 

 Personal Competence 

 Self Awareness 

 Self Management 

 

 Social Competence 

 Social Awareness 

 Relationship Management 

 
 



• http://www.bing.com/videos/search?q=Free+Videos+On+Em
otional+Intelligence&Form=VQFRVP#view=detail&mid=79E75
A216AE3B316965C79E75A216AE3B316965C 
 
 

http://www.bing.com/videos/search?q=Free+Videos+On+Emotional+Intelligence&Form=VQFRVP%23view=detail&mid=79E75A216AE3B316965C79E75A216AE3B316965C
http://www.bing.com/videos/search?q=Free+Videos+On+Emotional+Intelligence&Form=VQFRVP%23view=detail&mid=79E75A216AE3B316965C79E75A216AE3B316965C
http://www.bing.com/videos/search?q=Free+Videos+On+Emotional+Intelligence&Form=VQFRVP%23view=detail&mid=79E75A216AE3B316965C79E75A216AE3B316965C


Personal Competence 



Personal Competence 

• Self Awareness 
o Being conscious of how you show up in the world.   

o Conscious of your actions, reactions, habits and behaviors.   

o Being able to self reflect on your life. 

 

• Self Management  
o Knowing how to manage your emotions.  

o Knowing your triggers and upsets, and how to process 

them.    

o Being a big picture thinking so see your part in any 

situation.  

o Self Responsibility. 

o Being able to manage yourself in any situation. 

 



Social Competence 



Social Competence 

• Social Awareness  
o Focuses on your ability to understand the emotions of 

those around you.  

o Deep listening and empathy for who the other person is.   

o Putting your own agenda aside and focus your attention on 

the other person. 

o Stop judging others. 

 

• Relationship Management  
o Focuses on building relationships with other.   

o Being able to communicate with a variety of different types 

of personalities.   

o Building solid relationships over time.   

o Creating the most out of every relationship you encounter. 

 



Examples of people with low EQ 



Five Core Areas of Emotion 
Intensity 
of 
Feelings 

Happy Sad Angry Afraid Ashamed 

High Excited 
Overjoyed 
Thrilled 
Ecstatic 
Fired Up 
Passionate 

Depressed 
Agonized 
Alone 
Hurt 
Hopeless 
Miserable 

Furious 
Outraged 
Irate 
Seething 
Betrayed 

Terrified 
Petrified 
Fearful 
Panicky 
Frantic 
Shocked 

Sorrowful 
Remorseful 
Worthless 
Disgraced 
Mortified 
 

Medium Cheerful 
Good 
Relieved 
Satisfied 
Glowing 

Heartbroken 
Somber 
Lost 
Distressed 
Let Down 

Upset 
Mad 
Frustrated 
Agitated 
 

Apprehensive 
Frightened 
Threatened 
Insecure 
Uneasy 
Intimidated 

Apologetic 
Unworthy 
Sneaky 
Guilty 
Embarrassed 

Low Glad 
Contented 
Pleasant 
Pleased 
Mellow 

Unhappy 
Moody 
Upset 
Disappointed 
Dissatisfied 

Annoyed 
Uptight 
Resistant 
Irritated 
Touchy 

Cautious 
Nervous 
Worried 
Unsure 
Anxious 

Bashful 
Ridiculous 
Regretful 
Uncomfortable 
Silly 



Can improving my EQ help me in 

my business? 

• http://www.bing.com/videos/search?q=Amygdala+Hijack

&FORM=VRIBRE#view=detail&mid=3D3248F2186469B

9E9D33D3248F2186469B9E9D3 

 

• YES!  Improving your EQ will enhance your 

relationship with yourself, your work colleagues, 

your clients and…… 

• …..your relationship with your friends and family as 

well! 

• It will change your way of being in all areas of your 

life. 

http://www.bing.com/videos/search?q=Amygdala+Hijack&FORM=VRIBRE%23view=detail&mid=3D3248F2186469B9E9D33D3248F2186469B9E9D3
http://www.bing.com/videos/search?q=Amygdala+Hijack&FORM=VRIBRE%23view=detail&mid=3D3248F2186469B9E9D33D3248F2186469B9E9D3
http://www.bing.com/videos/search?q=Amygdala+Hijack&FORM=VRIBRE%23view=detail&mid=3D3248F2186469B9E9D33D3248F2186469B9E9D3


“Motivation aside, if people get better at 

these life skills, everyone benefits:  The 

brain doesn’t distinguish between being 

a more empathic manager and a more 

empathic father.” 

 

~Daniel Goleman 



What can I do to improve my 

Emotional Intelligence? 
 

• To Improve your Self Awareness: 
 

o Stop judging your feelings. 

o Feel your feelings when they are present for you:  

happiness, sadness, anger, fear or shame. 

o Keep a journal about your feelings and emotions.  Journal 

at the end of each day to reflect on your day. 

o Know and practice your core values. 

o Make loving and honorable choices to care for you. 

o Have healthy boundaries with others. 

o Have a support system who gives you honest feedback. 

 

 

 



What can I do to improve my 

Emotional Intelligence? 

• To Improve your Self Management: 
 

o Write your goals down and share them with others. 

o Wait 10 seconds before responding to something that may 
negatively trigger you.   

o Sleep on it. 

o Talk to a skilled self-manager. 

o Smile and laugh more. 

o Do a joy filled activity at least once a day. 

o Create a patterning journal to track your upsets, your joys 
and you times of equanimity. 

o Accept every difficult situation as an opportunity to learn a 
life lesson. 

 



What can I do to improve my 
Emotional Intelligence? 

• To Improve your Social Awareness: 
 

o Greet people by name. 

o Practice reflective listening in your conversations and focus 

on the other person. 

o Ask open ended questions to create a greater dialog. 

o Look for opportunities to praise someone.  Catch them 

doing something right. 

o Watch body language of others. 

o Be present with whomever you are with.  Give them your 

attention. 

o Pay attention to the EQ of others around you.   

o Use your intuition to sense the social culture around you. 

 



What can I do to improve my 
Emotional Intelligence? 

• To Improve your Relationship Management: 

 

o Be open about yourself and  be curious about others. 

o Live within your value system of honesty, respect and integrity. 

o Enhance your natural communication style 

o Learn how to receive feedback positively. 

o Build Trust. 

o Acknowledge the other person’s feelings. 

o Take responsibility for your part in the relationship. 

o When you care, show it. 

o Explain your decisions, don’t just make them. 

o Make your feedback direct and constructive. 



“Learning how to become emotionally 

literate is one of the best investments 

that human beings can make for 

themselves, their children, and the 

future.” 

 

~Ayman Sawaf 
 



Resources 

• Emotional Intelligence 2.0 by Travis Bradberry & 

Jean Greaves 
 

• Wired to Care: How companies prosper when they 

create widespread empathy by Dev Patnaik 
 

• The Empathy Factor: Your competitive advantage for 

personal, team and Business Success by Marie R. 

Miyashiro 
 

• A Whole New Mind: Why Right-Brainers will Rule the 

Future by Daniel Pink 



Now it’s your turn! 
• Take the online EI Appraisal 

• Transfer your scores into the EI Action Plan (pg 

56) 

• Pick an EQ skill to work on based on 

assessment results. (One will be suggested for 

you.) 

• Go to the section of the EI book with 

improvement strategies for your selected skill 

area.  The page number of your suggested 

strategies is provided. 

• Read the strategies that have been suggested 

for you. 



EI Improvement Strategies 
• Self-awareness Strategies:  Page 61 

• Self-Management Strategies:  Page 97 

• Social Awareness Strategies:  Page 135 

• Relationship Strategies:  Page 177 

 



Group Work 
• The instructor will put you into groups based on your 

suggested EI area for improvement 

• If your group is large, break into smaller groups of up to 

3-4 people 

• Refer to the suggested strategies for improving your 

score in the skill area you are working on. 

• After you have read your recommended strategies work 

with the other members of your group to: 

o Brainstorm ways you could use this strategy in you life 

o Take notes on your discussion as we may revisit this later in the 

course 

 

 



Homework 
• Keep referring to your strategies and the ideas you have 

taken notes on that could help you use these strategies. 

• Keep track of these notes and your progress in using 

these strategies as we may revisit them later in the 

course. 



 EDGE 



 Define sexual harassment, bullying, and 
hostile environment 

 Recognize inappropriate behaviors that 
constitute a violation 

 Determine which actions are illegal vs those 
that are frowned upon but at this time not 
considered a violation of the law. 



 
 

 Ensures a safe, positive work environment is 
created 

 Maintains or Increases productivity 
 Increases moral 

 



Company Partnership 

 A form of aggressive behavior in which 
someone intentionally and repeatedly causes 
another person injury or discomfort 

 Verbal abuse 
 Offensive conduct which is threatening, 

humiliating, or intimidating 
 Work interference – sabotage 
 Negative consequences for the target 
 Bullies are trying to control others 



Company Partnership 

 A form of aggressive behavior in which 
someone intentionally and repeatedly causes 
another person injury or discomfort 

 Sending hurtful or threatening e-mails or 
texts 

 Spreading rumors 
 Posting embarrassing photos of others 



Company Partnership 

 What are some examples of inappropriate 
behavior that could viewed as bullying? 
 



 A violation of Title VII of the Civil Rights Act of 1964. 
 A form of discrimination. 
 Actions that make another person feel uncomfortable, 

offended, intimidated, or oppressed. 
 Unwelcome conduct 

of a sexual nature. 

 Would offend a 
reasonable person in 
this situation  



 What are some examples of inappropriate 
behavior that could offend one of your 
coworkers? 



 Unwanted sexual advances 
 Leering or ogling (“elevator eyes”), whistling 
 Making sexual gestures or displaying sexually 

suggestive objects, pictures, cartoons, or posters 
 Sending or displaying inappropriate email 
 Making or using derogatory comments or jokes 
 Sexual comments about a person’s body 
 Physically touching someone in a sexual way 
 Blocking or impeding someone’s movements 
 Repeatedly asking someone out 



 The person who is the target of the behavior 
 A third party – someone who witnesses or 

overhears the behavior and finds it offensive 



 What are some examples of friendly behavior 
at work that would most likely NOT offend a 
reasonable person?  



 Which of these situations is sexual harassment? 
• Someone is telling crude sexual 

jokes to the new employees.  You 
suspect some of them are 
uncomfortable but they are not 
complaining. 

• Someone winks at you and says 
“looking good” as means is as a 
compliment. 

• Someone is touching people 
inappropriately of the same sex.  

• Your boss lets you know that you 
will be rewarded with a better 
shift if you go on a date with her. 

• Someone indicates that 
they have the right to tell 
dirty jokes while on break 
because “in America we 
have freedom of speech.” 

• Nobody at work is 
inappropriate, but the 
delivery driver is always 
making sexist comments 
to female employees. 

• Someone dresses “sexy” at 
work and flirt with 
everyone, including 
supervisors.  This is 
causing distractions and 
making other workers 
uncomfortable. 



 Maintain a professional image always!!! 
◦ Dress appropriately for work 
 No low cut tops, short skirts, or tight pants 

◦ Refrain from flirting with coworkers 
◦ Don’t gossip or tell jokes 
◦ Don’t share inappropriate photos or hold 

inappropriate conversations at work  
◦ Don’t post negative remarks about anyone on 

Facebook; don’t post inappropriate photos on 
Facebook or other social media sites 



 Let someone know if you they are offending you 
and ask them to stop 
◦ “I overheard you telling a joke to Bob yesterday and I 

found it offensive.  The company is committed to 
providing a positive work environment, and I would 
appreciate it if you wouldn’t do that again.”  

 Sometimes people don’t realize they are being 
insensitive or their behavior is unwelcome 
◦ Studies show that people usually stop if they have been 

asked. 

 If that doesn’t work, then go immediately to your 
immediate supervisor or Human Resources. 



 The employer will need to investigate to find out 
exactly what happened 

 The investigator will counsel all parties in the 
investigation about confidentiality and warn not to 
discuss it among themselves. 

 All parties will be warned against retaliation 
 The investigator will ask for evidence 
 The employer will look for appropriate ways to 

correct any harm that resulted and take measures 
to prevent it from happening again. 
 



 STOP IMMEDIATELY! 
◦ That means don’t wait for a call from your supervisor 

or HR to stop your behavior 



 Reputable employers are committed to 
providing a positive work environment in which 
each Associate has the opportunity to work free 
from all forms of discrimination and conduct 
which can be considered harassing, coercive, or 
disruptive. 



 Employers will not tolerate an form of sexual 
harassment.  Sexual harassment consists of 
unwelcome sexual advances, requests for 
sexual favors, or other verbal or physical 
conduct which is: 
◦ A condition or term of employment 

◦ A basis for continuation of employment, or 

◦ An attempt to influence an individual’s work 
performance. 



 Employers will not tolerate an form of harassment 
based on race, color, religion, gender, height, 
weight, martial status, age, disability or other 
applicable, legally protected status. Harassment 
can take many forms, but is generally conduct 
which:  
◦ Creates an intimidating, hostile, or offensive work 

environment 

◦ Interferes with another individual’s work performance, or 

◦ Affects the employment opportunities of another 
individual 



 If any individual believes they have been 
subjected to any form of harassment at work, 
they are urged to report such conduct 
immediately to their immediate supervisor or 
a member of Human Resources.  

 All employees are protected against any 
retaliation if they report any allegations of 
illegal or dishonest activities. 

 Document all incidences clearly 
 
 



 Workplace Violence - Any act or threat of 
physical violence, harassment, intimidation, 
or other threatening disruptive behavior that 
occurs at the work site. 

 Serious Misconduct 
◦ Endangering your own safety or the safety of a co-

worker or visitor 
◦ Fighting or provocation to fight, either on or off 

company property while on Company business 
 Violations of Standards of Conduct is 

addressed through the corrective action 
process up to and including termination. 

 
 





 
 
 

What do you think? 



1. If my intentions were good, for example, I meant to 
compliment someone on how great they looked, there 
is no way my conduct could violate my  employer’s 
sexual harassment prevention policy. 

 



 
 
 

False 
 



2. It may be some form of harassment, but it cannot be 
“sexual harassment” if both the offender and the victim 
are of the same gender.  

 



 
 
 
 

False 



3. If someone is offended by my behavior in 
the break room, they should take their break  
somewhere else, or at another time, since I am 
not “working” while I’m on my break and I have 
a right to freedom of speech. 

 



 
 
 

False 



4.  If most people find a comment amusing and 
inoffensive, then the one person who is  
offended does not have a right to complain 
about harassment.  

 



 
 
 

False 



5.  Harassment based on sex can include 
making stereotypical remarks about someone’s  
gender. 

 



 
 
 

True 



6. If a delivery person who brings supplies to 
the workplace makes sexual remarks to the  
receptionist, there is very little the employer 
can or must do under the law.  



 
 
 

False 



7. If an employee flirts with some of her 
coworkers and dresses in sexy clothes, both 
the men and the women she works with may 
have a legitimate harassment complaint.  



 
 
 

True 

































































































































Sexual Harassment: Assessment 

Name____________________________________  Date __________________ 

TRUE (T)  OR FALSE (F) 

________ 1. If no one complains, then it’s not sexual harassment. 

The law does not require a complaint in order for the employer to identify harassing 
behavior.  In fact, sometimes employees don’t come forward for fear of retaliation.  

________ 2. If my intentions were good, for example, I meant to compliment someone on how great  
they looked, there is no way my conduct could violate my employer’s sexual harassment         
prevention policy. 
 
Harassment is seen through the eyes of the victim, not the intentions of the harasser.  So  
even well-intentioned comments could offend and violate the policy. 
 

________ 3. It may be some form of harassment, but it cannot be “sexual harassment” if both the  
        offender and the victim are of the same gender.  

 
          Men and women can both sexually harass, and it doesn’t matter what gender the victim is. 
 
________ 4. Quid pro quo harassment occurs when a female boss tells dirty jokes to the other women in  

         the office.  
 
         Quid pro quo happens when job benefits are exchanged for sexual favors, or threatened if  

        sexual favors aren’t given; telling dirty jokes is an example of “hostile work environment”  
        harassment. 

 
________ 5. If someone is offended by my behavior in the break room, they should take their break  

        somewhere else, or at another time, since I am not “working” while I’m on my break and I  
        have a right to freedom of speech. 
 
        The break room and break time are part of the “workplace” and no one should be forced to  
        take breaks at their desk in order to avoid unwelcome behavior in the break room, or  
        anywhere else in the workplace for that matter (copy room, storeroom, etc.). 

 
________6.  If most people find a comment amusing and inoffensive, then the one person who is  

        offended does not have a right to complain about harassment.  
 
         Discrimination and harassment laws are meant to protect individuals employees.  The  

        majority doesn’t rule in setting the tone in the workplace.  Discrimination and harassment  
        can never be justified because the “majority” engages in the illegal behavior. 

 
________ 7.  Harassment based on sex can include making stereotypical remarks about someone’s  

          gender. 
 



The courts recognize that one form of discrimination based upon a person’s sex is gender- 
based harassment where for example, women object to being asked to make the coffee or  
take notes at the meeting and men object to being told to change the tone on the copy  
machine when that is not a routine part of their job.  

 
________ 8.  If a delivery person who brings supplies to the workplace makes sexual remarks to the  

         receptionist, there is very little the employer can or must do under the law.  
 
         The employer has a duty to provide a discrimination-free workplace and this includes  
         protecting its employees from the actions of “outsiders” to the extent reasonably possible.   
         For example, in this case, the employer could get supplies from someone else if the  
         conduct doesn’t stop.  

 
_______ 9.   If an employee flirts with some of her coworkers and dresses in sexy clothes, both the men  

        and the women she works with may have a legitimate harassment complaint.  
 
        Third party complaints could be filed by coworkers who find such behavior distracting, or  
        where the behavior leads to allegations of quid pro quo favoritism.  

 
_______ 10. Two employees who are dating outside of work must keep their relationship a secret  

         because they are violating sexual harassment laws.  
 
         This kind of behavior is not prohibited by discrimination and harassment laws; most  
         employers with anti-fraternization policies simply ask that supervisors be told of any  
         relationship that could cause security or management problems (e.g., where there is a rule   
         that a spouse may not be the other’s supervisor).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



What Is Sexual Harassment? 
 
Examples of Unwelcome Conduct 
• Unwanted sexual advances 
• Leering or ogling (“elevator eyes”) 
• Making sexual gestures or displaying sexually suggestive objects, pictures, cartoons, or posters 
• Sending sexually inappropriate email or displaying Internet pornography or “pop-ups” 
• Making or using derogatory comments, epithets, slurs, or jokes 
• “catcalls” or whistling 
• Making sexual comments about a person’s body 
• Using sexually degrading words to describe an individual 
• Sending suggestive or obscene notes, cards, or invitations 
• Physically touching someone in a sexual way 
• Blocking or impeding someone’s movements 
 
 

       
 
 
 
 
 



Sexual Harassment: Assessment 

Name____________________________________  Date __________________ 

TRUE (T)  OR FALSE (F) 

________ 1. If no one complains, then it’s not sexual harassment. 

________ 2. If my intentions were good, for example, I meant to compliment someone on how great  
they looked, there is no way my conduct could violate my employer’s sexual harassment         
prevention policy. 
 

________ 3. It may be some form of harassment, but it cannot be “sexual harassment” if both the  
        offender and the victim are of the same gender.  

 
________ 4. Quid pro quo harassment occurs when a female boss tells dirty jokes to the other women in  

         the office.  
 
________ 5. If someone is offended by my behavior in the break room, they should take their break  

        somewhere else, or at another time, since I am not “working” while I’m on my break and I  
        have a right to freedom of speech. 
 

________6.  If most people find a comment amusing and inoffensive, then the one person who is  
        offended does not have a right to complain about harassment.  

 
________ 7.  Harassment based on sex can include making stereotypical remarks about someone’s  

          gender. 
 

________ 8.  If a delivery person who brings supplies to the workplace makes sexual remarks to the  
         receptionist, there is very little the employer can or must do under the law.  
          

_______ 9.   If an employee flirts with some of her coworkers and dresses in sexy clothes, both the men  
        and the women she works with may have a legitimate harassment complaint.  

 
_______ 10. Two employees who are dating outside of work must keep their relationship a secret  

         because they are violating sexual harassment laws.  
 

 
 
 
 
 
 
 
 
  



What Is Sexual Harassment? 
 
Examples of Unwelcome Conduct 
• Unwanted sexual advances 
• Leering or ogling (“elevator eyes”) 
• Making sexual gestures or displaying sexually suggestive objects, pictures, cartoons, or posters 
• Sending sexually inappropriate email or displaying Internet pornography or “pop-ups” 
• Making or using derogatory comments, epithets, slurs, or jokes 
• “catcalls” or whistling 
• Making sexual comments about a person’s body 
• Using sexually degrading words to describe an individual 
• Sending suggestive or obscene notes, cards, or invitations 
• Physically touching someone in a sexual way 
• Blocking or impeding someone’s movements 
 
 

       
 
 
 
 
 



STRESS MANAGEMENT 



      Are You Stressed Out? How Do You Respond to Stressors? 

� I tend to lose my temper easily. 

� I often have digestive problems.  

� I have trouble sleeping. 

� I feel tired without a good reason.  

� I get headaches often. 

� I feel burned out.  

� I have backaches often.   

� I feel anxious.   

� I am more forgetful.  

� I don’t want to be around people.  

 

Stressors of Life Video 

� I eat to calm down.  

� I drink alcohol. 

� I smoke cigarettes.  

� I delay doing things I need to do.  

� I sleep too much or not enough.  

� I drink too much caffeine. 

� I spend money that I don’t have.   

� I lash out at others.  

� I obsess over negative things. 

� I rush around and don’t accomplish 

anything.  

https://www.youtube.com/watch?v=TZZlIKXcolo


Stressors and Responses Activity  
Directions: Work with a partner to give an example of how a person might react 

negatively to a situation and the effect on the body from this negativity.   

 
Stressor Immediate Negative Reaction Body’s Response  

Too much homework     

Car breaks down     

Lost your wallet     

Unprepared for work     

Argument with someone     

Too much housework     

Death in the family     

Feeling unappreciated     



Positive Ways to Cope with Stress 
 1. Have Realistic Expectations: Setting high expectations may in some instances increase 
performance, but if these expectations are set too high they become unrealistic and will cause 
unnecessary stress. 
 2. Be Prepared: Stress is often caused by a particular situation we are in. Many people, for example, 
have a fear of public speaking. An effective strategy is to prepare well in advance. Ways to do this may 
include visiting the location ahead of time to familiarize yourself with it and rehearsing your speech in 
front of a family member or friend.  
 3. Daily Relaxation: Many of us work in a fast-paced environment and it’s easy not to notice the signs 
that its time to rest. We can pace ourselves throughout the day by monitoring our levels of stress and 
energy, and taking breaks when we need them.  
 4. Use Positive Self-Talk: Say positive things to yourself, “I can do this,”   or “I won’t let this problem 
get me down.”  
 5. Get Enough Sleep: many people do not get a good night’s sleep on a regular basis. Your body needs 
sleep to repair and reenergize itself.   
 6. Emergency Stress Stoppers: You need different stoppers for different situations.  

 Deep Breathing  
 Physical Activity 
 Get in Control-Make a Plan 
 Talk About It-Have a Laugh 
 Get Down with Nature  
 Progressive Muscle Relaxation  

Managing Stress Video 
 

 

https://www.youtube.com/watch?v=hnpQrMqDoqE


Positive Reaction to Stressors Activity 

Directions: Work with a partner to give an example of how a person might react 
positively to a situation and the body’s response.   

 Stressor Positive Reaction Body’s Response  

Too much homework     

Car breaks down     

Lost your wallet     

Unprepared for work     

Argument with someone     

Too much housework     

Death in the family     

Feeling unappreciated     



Stress Reduction Activity 
 With a group, choose one of the Emergency Stress Stoppers 

and give a 2 minute demonstration and presentation of how to 
incorporate this into daily life.   
 



Stress Management Plan- The 90:10 Rule 

 In order to change your reactions to stress, it’s important to understand how to 
cope with stress.  The 90:10 rule will help you learn to change your thinking and 
learn to cope with stress.   

 WHAT is the 90:10 Principle? It means that 10 percent of life is made up of 
what happens to you; 90 percent of life is decided by how you react.   

 For instance, we cannot stop the car from breaking down, which throws our 
whole schedule off. We have no control over this 10 percent. The other 90 percent 
is different. You can control the 90 percent.  

90/10 Rule Video 

 

https://www.youtube.com/watch?v=I6402QJp52M




  

 

STRESS 

MANAGEMENT 
      

Tips for handling stress in everyday life.   
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Stress is any demand-positive or negative-that affects the body or mind.  It is the way in 
which we respond to pressure. Positive stress is where your body reacts in a positive way to 
stress, while negative stress is the opposite.  Stress can cause both mental and physical 
symptoms, and the effects of stress are different for different people.  The reaction to stress 
often depends on how the person views the situation or event.  It is also influenced by a 
person’s past experiences and skills in handling stress.    

 
Stress Quiz 

 
      Are You Stressed Out? How Do You Respond to Stressors? 

� I tend to lose my temper easily. 
� I often have digestive problems.  
� I have trouble sleeping. 
� I feel tired without a good reason.  
� I get headaches often. 
� I feel burned out.  
� I have backaches often.   
� I feel anxious.   
� I am more forgetful.  
� I don’t want to be around people.  

 

� I eat to calm down.  
� I drink alcohol. 
� I smoke cigarettes.  
� I delay dong things I need to do.  
� I sleep too much or not enough.  
� I drink too much caffeine. 
� I spend money that I don’t have.   
� I lash out at others.  
� I obsess over negative things. 
� I rush around and don’t 

accomplish anything.  
 

List 5 Negative Stressors in your Life 

1. 

2.  

3. 

4. 

5. 

  

1 
 



Stressors and Responses 

https://www.youtube.com/watch?v=TZZlIKXcolo 

Directions: Work with a partner to give an example of how a person might react negatively 
to a situation and the effect on the body from this negativity.   

Stressor Immediate Negative Reaction Body’s Response  

Too much homework   

Car breaks down   

Lost your wallet   

Unprepared for work   

Argument with someone   

Too much housework   

Death in the family   

Feeling unappreciated   
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https://www.youtube.com/watch?v=TZZlIKXcolo


Positive Ways to Cope with Stress 

People react to stress in different ways.  What is important is that we learn to manage our 
stress because that is essential to good health.  Too much stress can impact our bodies 
negatively.  When your body feels stressed for long periods of time, your body will react 
with natural stress responses, which are increased heart rate and blood pressure.   

1. Have Realistic Expectations: Setting high expectations may in some instances increase 
performance, but if these expectations are set too high they become unrealistic and will cause 
unnecessary stress. 

2. Be Prepared: Stress is often caused by a particular situation we are in. Many people, for 
example, have a fear of public speaking. An effective strategy is to prepare well in advance. 
Ways to do this may include visiting the location ahead of time to familiarize yourself with it 
and rehearsing your speech in front of a family member or friend.  

3. Daily Relaxation: Many of us work in a fast-paced environment and it’s easy not to notice 
the signs that its time to rest. We can pace ourselves throughout the day by monitoring our 
levels of stress and energy, and taking breaks when we need them.  

4. Use Positive Self-Talk: Say positive things to yourself, “I can do this,”   or “I won’t let this 
problem get me down.”  

5. Get Enough Sleep: many people do not get a good night’s sleep on a regular basis. Your 
body needs sleep to repair and reenergize itself.   

6. Emergency Stress Stoppers: You need different stoppers for different situations.  
https://www.youtube.com/watch?v=hnpQrMqDoqE 
 
 Deep Breathing  
 Physical Activity 
 Get in Control-Make a Plan 
 Talk About It-Have a Laugh 
 Get Down with Nature  
 Progressive Muscle Relaxation  

Stress Reduction Activity 

With a group, choose one of the Emergency Stress Stoppers and give a 2 minute 
demonstration and presentation of how to incorporate this into daily life.   

Which Emergency Stress Stopper can you incorporate into your daily life?   

______________________________________________________________________________ 
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https://www.youtube.com/watch?v=hnpQrMqDoqE


Positive Responses to Stress 

Directions: Work with a partner to give an example of how a person might react positively to 
a situation and the body’s response.   

 

Stressor Positive Reaction Body’s Response  

Too much homework   

Car breaks down   

Lost your wallet   

Unprepared for work   

Argument with someone   

Too much housework   

Death in the family   

Feeling unappreciated   

4 
 



Stress Management Plan- The 90:10 Rule 

In order to change your reactions to stress, it’s important to understand how to cope with 
stress.  The 90:10 rule will help you learn to change your thinking and learn to cope with 
stress.  WHAT is the 90:10 Principle? It means that 10 percent of life is made up of what 
happens to you; 90 percent of life is decided by how you react.  For instance, we cannot stop 
the car from breaking down, which throws our whole schedule off. We have no control over 
this 10 percent. The other 90 percent is different. You can control the 90 
percent. https://www.youtube.com/watch?v=I6402QJp52M 

“Between stimulus and response, there is a space.”  

Step 1:  Commitment:  Keep your eye on the prize 

Step 2:  Control:  Be confident about what you can control  

Step 3:  Change:  Use stress and change as a stepping stone to a better life 

 Stimulus #1 
Stimulus #2 

(choose one of your negative 
stressors from page 1) 

Stimulus 
 

Child spills milk on your shirt as you 
are leaving for work 

 

Commitment 
(Bigger Picture)  

Being a good parent;  keeping calm in 
a stressful situation 

 

Control 
(Response) 

Had no control over the milk, but 
have control over how I will react 

 

 
Change the Way 

you Think  
 

You have the power of choice each 
and every time  
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https://www.youtube.com/watch?v=I6402QJp52M
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