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Human Resources

	Video Name
	Description
	Video/ CD
	Length

	1001 Ways To Energize Organizations
	In this invigorating video, Bob Nelson applies his proven   energy-boasting strategies, used so effectively with workers and teams, to increase the vitality and energy of the entire organization. You’ll  learn how to:

· Simplify policies and procedures so they don’t hold up progress

· Remove bureaucratic obstacles to getting things done

· Encourage suggestions and take them seriously
	Video
	30:00 Minutes

	1001 Ways To Reward Employees Learning Kit
	Learn how to improve employee performance with this learning kit.  Learn these important skills:
· Effective ways to use praise, rewards and recognition as a motivational tool  

· How to utilize praise, rewards & recognition to reinforce desired behavior and performance 

· How to develop low-cost/no-cost rewards and recognition ideas 

· What steps to take to get your own reward and recognition program started at work
	Manual & Learning Kit
	

	A Tool to Work With:  
The ADA
	Acquire a general knowledge of the provisions of the ADA, and the positive impact that these provisions will have on American businesses.  This film is hosted by Joni Eareckson Tada.
	Video
	18:00 Minutes

	ADA MAZE:  
What You Can Do
	This video is intended to provide a summary of the Americans with Disabilities Act (ADA).  The program will present the ADA to managers, supervisors, and team leaders within your organization and its broad effects on them and your company.
	Video
	16:00 Minutes

	Adult Learning
	This program provides tips for success when teaching adults including the concept of "just-in-time training." Relevance of training information; learning environments; interaction; students as partners. 
	Video
	14:00 Minutes

	Avoiding Sexual Harassment:  Beyond a Shadow of a Doubt
	This program is designed to increase awareness, help prevent sexual harassment from occurring in your workplace and emphasize the importance of reporting an act that may be considered sexual harassment
	Video Kit
	20:00 Minutes

	Conducting the Performance Appraisal
	As a manager, learn how you can identify your real objective during the performance appraisal based on five personnel-management techniques set forth in this exemplifying video. There are four major steps to conducting your employee meetings. After watching this video, you'll understand how to prepare, meet, document, and follow up after the appraisal using such models as the SMART method and a one-stop-at-a-time formula for making the appraisal both beneficial for yourself and the employee. Plus get time-proven advice on making difficult topics easy to cover. 
	Video
	34:00 Minutes


	Video Name
	Description
	Video/ CD
	Length


	Diversity Management
	In this straightforward question-and-answer video, Dr. R. Roosevelt Thomas, founder of the American Institute of Managing Diversity, provides answers to questions such as: 

· Why does diversity have to be managed

· Can you have too much diversity 

· Don't you have to have diversity before you can manage it 

· Where do you begin with diversity management implementation 

A total of 20 questions will help your managers develop a strong understanding for what is involved in managing diversity.
	Video
	25:00 Minutes

	Handling Employee Terminations
	If you handle an employee termination fairly and correctly, learn how you can have confidence during this difficult time.
	Video
	22:00 Minutes

	How To Interview & Hire

 The Right People 

3 Video Series
	Does interviewing seem like a game of hide and seek?  This program will help you find the candidates who will fit the position and give you an interviewing system that eliminates the guessing games.  Learn by a complete, professional training in how to select employees who will contribute most positively to your organization.
	Video
	60:00 Minutes (Each)

	Is It... Sexual Harassment?
	This video includes thought-provoking scenarios and asks viewers to decide if each scene depicts a sexual harassment situation.  The workbook, “Sexual Harassment in the Workplace and School...” (see below) reinforces materials covered and provides exercises.
	Video
	14:00 Minutes

	Preventing Burnout
	Employees can develop personal skills and strategies to cope with and insulate themselves from job burnout and its causes.
	Video
	14:59 Minutes

	Sexual Harassment is Bad Business
	Develop your management skills by viewing the impact of sexual harassment and learning types of attitudes and feelings represented by victims, managers, supervisors, and co-workers who were affected by incidents of sexual harassment in their workplaces.
	Video
	25:00 Minutes

	Sexual Harassment: 

 Crossing The Line
	The only way to eliminate sexual harassment in our workplace is to educate ourselves about the problem and provide tools and techniques to deal with it.  Learn the different kinds of sexual harassment, the factors that motivate harassers, and specific techniques for dealing with the problem. 
	Video
	30:00 Minutes

	Sexual Harassment:  

Situations for Discussion
	Six dramatic vignettes show situations that may be sexual harassment.  You’ll learn to identify two specific types of sexual harassment as well as suggestions of how to prevent or stop the behavior. 
	Video
	25:00 Minutes

	The Team Approach
	Use this video to ensure that all of your associates know what to expect from teams and what their teammates will expect from them.  Learn to identify what is – and is not – a team project, how to select the right participants, how to nurture team members, define roles and build a team identity
	Video
	24:00 Minutes

	Understanding Workers’ Compensation
	Learn about the cost of Workers’ Compensation, steps to follow if you are injured, ways to improve your communication and modified duties, your rights, responsibilities, and benefits.
	Video
	10:00 Minutes


	Supplemental Reading Material
	Page(s)
	Telcom Use Only



	ADA Questions and Answers (Booklet)
	32
	92 NIDRR



	Employment and ADA:  Supervisor Summary (Booklet)
	57
	92 Coastal Video Comm. Corp.



	How To Interview & Hire the Right People:  A step–by–step guide for managers and supervisors
	38
	Career Track 

Publications 27174



Resource Library

· Burnout

· Family and Medical Leave Act Compliance Guide

· Handling Diversity in the Workplace

· Human Touch Performance Appraisal

· Sexual Harassment in the Workplace and School

· The Americans with Disabilities Act
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