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Training DVD’s

The DVD’s listed below can be checked out for at least two weeks. You can email
Demetris Jones at djones@ccharities.org to request DVD.

DVD Title

Summary

After All, You're the Supervisor

This video helps new and veteran supervisors gain confidence and
knowledge. It also allow them to develop their supervisory skills,
learn how to increase team success and help new supervisors
avoid common pitfalls. This video will overall help you manage
your staff effectively.

23 minutes  * Study Guide Included

Avoiding Common Discipline Mistakes

This video helps managers recognize actions that could result in
charges of discrimination, defamation of character, wrongful
discharge, or constructive discharge. It presents a three-step
approach that can help avoid the “I vs. You” confrontation, and
an eight-step outline to help keep disciplinary discussions on
track.

26 minutes

Breakthrough Listening

You will learn that listening is always interpretive. That each of us
has our own cultural and personal history that affects our
interpretations. That feelings about status and power can limit
our ability to listen, as can changes in our mood. By listening
beyond the words and expanding our awareness, we can all
become better listener - and thus, better communicators.

20 minutes

Conflict in the Workplace
“Sources and Solutions”

This video acknowledges common sources of workplace conflict:
gossip, defensiveness, dwelling on it, bullying, and assuming the
worst.

17 minutes

Hiring Success

Learn skills and techniques that will help you find the candidate
most likely to be successful in your organization. Understand the
legal issues in hiring, and how to avoid discrimination-especially
in the questions you ask. Apply an eight step process that will
boost your success in finding the right person for the job.

25 minutes * Study Guide Included

How Supervisors should appraise
employee performance

Handling employee performance appraisals can be a difficult
process. But such reviews provide an opportunity for feedback
and continuous improvement that can be pivotal to the success
and productivity of your team. You’ll learn a step-by-step process
for effective reviews.

23 minutes
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Leadership at Every Level

This video illustrates appropriate circumstances for using four
effective management styles: direction, influence, collaboration,
and delegation. It then portrays the attributes that inspire the
respect and admiration of a successful leader.

24 minutes  * Study Guide Included

Legal and Effective Hiring

This video explains proper hiring procedures that help you get to
know your job applicants while at the same time protecting
yourself and your organization from discrimination and legal
liability.

37 minutes

Legal Survival Skills for the Modern
Manager

This video teaches 12 basic survival skills that help companies
remain in compliance with major employment legislation while at
the same time encouraging worker moral and productivity.

26 minutes  * Study Guide Included

Managing People “Key Skills for Great
Managers”

As a manager, the productivity of your workforce is a primary
responsibility. And a major source of productivity is employee
satisfaction. Therefore, the most important question you face is,
“How can | help my people to grow and develop?”

29 minutes

Managing the Workplace Bully

This video was filmed in five diverse workplaces, shows you what
to do when someone comes to you for help or if you notice
repeated conflict among employees. You’ll learn how to step in
right away and conduct effective conversations, calmly and
professionally. And you'll see when it might be appropriate to
reach out for help, especially in cases where discipline may be
applicable.

19 minutes  * Study Guide Included

Motivating your Employees “Reward and
Recognition”

Recognition helps bring out the best in your people. It improves
productivity and retention, and encourages your employees to
grow and strive to accomplish more. One of your most vital
responsibilities as a manager is providing consistent recognition.
This video shows managers how to create a culture of
achievement by celebrating accomplishments, large and small.
21 minutes

Performance Appraisals
“Getting Results”

In this video, two different companies address their performance
appraisal shortcomings, you’ll see a large firm working to make its
review process more effective, while a small company begins to
formalize its process for the first time. You learn the advantages
of following a formal process, the importance of fairness and
consistency, proper preparation techniques, methods of
motivating the top producers, how to deal with under-performers
and the value of employee feedback.

18 minutes *Study Guide Included
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Performance Coaching

Coaching helps employees to meet expectations and become
more productive. There are four key steps to effective coaching.
This video shows how to apply each of these steps while including
employees in the process. Managers will learn new skills for
encouraging positive change and guiding employee performance.
17 minutes

Preventing and Managing Stress

In this video you will learn from expert about the causes of stress
and how to lessen its negative impacts. Use the program to
optimize your company’s overall stress levels and gain valuable
insights to enhance your own personal well-being.

Professional Email Etiquette

Emails is an important component of the business relationship
you forge with customers and colleagues. In this video you will
learn email etiquette and best practices, opening and closings,
proper formatting and subject lines, grammar and punctuation,
writing “bad news” emails, and email customer service.

26 minutes

Successful Terminations

This video explains performance techniques and discipline
methods that will support your attempts to salvage an employee
who might still come around. And for those who can’t - or won’t
— it gives you procedures for properly terminating their
employment with minimal disruption and in compliance with the
law.

39 minutes

The Power of Positive Discipline

As a manager, part of your job is helping the people you supervise
to satisfy job requirement. Employees who fail to meet
expectations not only reduce the productivity of your workgroup
but also hinder their ability to advance- and possibly even risk
their jobs. Positive, progressive discipline provides a solid basis to
improve the situation. Six step process. (See video).

21 minutes

Time Management “Getting Control of
your life and Work”

This video will help you learn to make each day more productive-
and more satisfying —by controlling your time. Start with written
goals, and make sure that they are SMART goals:
Specific*Measurable*Aggressive*Realistic*Time-bound

26 minutes

Workplace Violence
“The Early Warning Signs”

This video details the ten warning signs that can foretell violence,
provides examples, and explains steps that managers can take if
employees report any concerns. It describes how an information
gathering meeting can be helpful in determining the severity of
the problem. And it discusses safety precautions for holding a
difficult meeting where a volatile reaction is possible. Most
importantly, it emphasizes the need to get support and not try to
“go it alone” when dealing with potential risk situations.

24 minutes *Study Guide Included
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