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Licensing agreement

Reproducible Program Library—End-User License Agreement
IMPORTANT! PLEASE READ!

The following terms and conditions are a legal agreement between Organization
Design & Development, Inc. DBA HRDQ (‘HRDQ") and You, Your organization, its
subsidiaries, affiliates, and legal partners (“You”) regarding the Reproducible
Program Library (“RPL”).

You may use the RPL only in accordance with the terms of this agreement as set
forth below.

1. License Grant. HRDQ hereby grants You a non-exclusive and non-transferable
license to download, reproduce, customize, and otherwise make use of the RPL
within the terms of this agreement.

2. Proprietary Rights. The RPL is the sole and exclusive property of HRDQ and/or
its authors including all right, title, and interest in and to the RPL. Except for the
limited rights given to You herein, all rights are reserved by HRDQ.

3. Term. This Agreement is effective upon acceptance, and will remain in effect in
accordance with the term of the license purchased. The specific term of this
Agreement is defined on the sale invoice provided You at the time of purchase and
available thereafter from HRDQ.

4. Authorized Use of Library. For the term of this license, You may:
Store the RPL on a computer,

Amend, edit, and change the RPL provided that all original copyright notices, and
trade and service marks, remain intact and appear on this agreement and
amended versions and reproductions thereof,

Print and distribute paper copies of the RPL for educational or training activities,
whether with direct employees, students, agents, or clients, and,

Resell the RPL, in whole or in part, provided You have a current reseller
agreement with HRDQ.

You may not:

Translate, reverse engineer, decompile, disassemble, or create derivative works
based on the RPL,

Include the RPL, in whole or in part, in any publication, product or service offered
for sale,

Lease or loan the RPL,
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Distribute the RPL through the means of a removable storage medium, such as
CD-ROM or DVD,

Copy or upload the RPL onto any bulletin board service or public Internet site, or,
Sublicense or reassign this license.

5. Termination. Failure to perform in the manner required in this agreement shall
cause this license to automatically terminate and HRDQ may exercise any rights it
may have. Upon natural expiry of the term, unless renewed by You with HRDQ,
access to the download site will be denied and all passwords rendered inactive.
Upon termination, for whatever reason, You must destroy all original and amended
versions of the RPL, in any and every format, and certify as such, in writing, to
HRDQ upon request. All provisions of this license with regard to the protection of
the proprietary rights of HRDQ shall continue in force after termination.

6. Warranty. The RPL is provided “as is.” HRDQ warrants that the RPL does not
violate any copyrights, trademarks, trade secrets, or patents of any third parties.
HRDQ disclaims all other warranties, expressed or implied, regarding its accuracy
or reliability, and assumes no responsibility for errors or omissions. To the extent
permissible by law, HRDQ accepts no liability for any injuries or damages caused
by acting upon or using the content contained in the RPL. If any part of the RPL is
defective in workmanship or materials, HRDQ'’s sole and exclusive liability, and
sole and exclusive remedy for You, shall be replacement of the defective material.
HRDQ'’s warranty shall survive the termination of this agreement. Some states do
not allow exclusions or limitations of implied warranties or liability in certain cases,
so the above exclusions and limitations may not apply to You.

7. Permissions. Any other use of the RPL not defined in this agreement is subject
to the written approval of HRDQ.

HRDQ, 2002 Renaissance Blvd. #100, King of Prussia, PA 19406, 610.279.2002,
www.hrdg.com
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Instructional design and learning
philosophy

We are committed to providing the best core-skills content possible for
Instructor-Led Training (ILT). The following principles are applied in the
development of programs:

Sound Instructional Design
All course content is developed using a variety of research techniques. These include:
= Brainstorming sessions with target audience
= Library research
= Online research
= Customer research (focus groups, surveys, etc.)
= Subject Matter Experts (SME)
= Interviews with trainers

Expert instructional designers create imaginative and innovative solutions for your training
needs through the development of powerful instructional elements. These include:

= Learning objectives — effective tools for managing, monitoring and
evaluating training
=  Meaningfulness — connects the topic to the students’ past, present, and future

= Appropriate organization of essential ideas — helps students focus on what they
need to know in order to learn

= Modeling techniques — demonstrate to students how to act and solve problems

= Active application — the cornerstone to learning — helps students immediately
apply what they have learned to a real-life situation

=  Consistency — creates consistent instructions and design to help students learn
and retain new information

= Accelerated learning techniques — create interactive, hands-on involvement to
accommodate different learning styles

Application of Adult Learning Styles

Adults learn best by incorporating their personal experiences with training and by applying
what they learn to real-life situations. Our experienced instructional designers incorporate a
variety of accelerated learning techniques, role-plays, simulations, discussions, and lectures
within each course. This ensures that the learning will appeal to all learning styles and will be
retained.
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Course timing

Chapter One: Trust: The Seeds of Success

Type of Activity Segment Time
' ‘ ﬁ\ ‘ Where does trust come from? 15
Ao I\
1,
Reading [ =]
=\ Trust and your Coat of Arms 20
h '
A Taking the risk 15
Written N
. N Assessing your organization’s trust levels 15
Exercise -... )
. l“ The benefits of working with trust 10

Chapter Two: Trust Essentials

Type of Activity Segment Time

Building the pillars of trust 10

a8

:

L
o]

Competency and consistency 15

i

Group
Activity

Life as a tornado 10

a8

7

Integrity by design 15

§
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Course timing

Type of Activity
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Segment

Values, actions, and integrity

Your word is your bond

Showing concern in the workplace

Listening skills

Give trust time

Chapter Three: Building Trust Through Leadership

Type of Activity

1 ) K

C

I d

Segment

Which leader are you?

Leading with trust and mutual respect

Translating trust into actions

Time

20

10 @ﬁ

Reading
15
15
Written
Exercise
5
Time
10
15
Group
15 Activity

vii



Written

Exercise

Group
Activity

viii

Building Organizational Trust

Course timing

Type of Activity

e
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Segment

Build loyalty

Keep open lines of communication

Empower employees

Turning mistakes into opportunities

Delegation quiz

Delegating means ‘I trust you”

Steps to delegate

Hold employees accountable

Trust traps

Time

10

10

15

10

15

10

10

10

10
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Course timing

Chapter Four: When Promises are Broken: Rebuilding Trust

Type of Activity

Segment

Trust lost

Trust found

Investing in your organization’s future

Trust in action

Time

15

10

15

Written

Exercise

Group
Activity
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Building Organizational Trust
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Course Objectives

s
culture of trust
» Regain trust that has been lost

PR Al

Xii

Course objectives

Successful completion of this course will increase your knowledge and
ability to:

¢ Understand the benefits of working in a high trust
environment

¢ Learn risk aversion techniques when deciding whether to
trust another person

Assess your organization’s trust levels
Recognize and practice the five pillars of trust

Use leadership techniques that will encourage a culture of
trust

¢ Regain trust that has been lost

© 2008 TreeLine Training Inc. Published by HRDQ.



Chapter One

TRUST: THE SEEDS OF SUCCESS
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Where does trust come from?

a m rea

person and finding them to be con;
your own way of thinking?

« Does trust come frot
come from percepti

Welcome participants and
introduce the topic of trust in
the workplace. As a warm-up
activity have the participants
read through the scenarios on
this page and fill in the
thermometer picture with their
level of trust. Let them know
that a “full” thermometer
represents a high level of
trust, where an empty
thermometer represents low
level of trust. Encourage
participants to think through
the questions below the
scenarios before they fill in
their illustrations.

Have volunteers share their
experiences and ideas with
these scenarios.

Continue the discussion by
asking the questions below:

Why do we trust someone?

- Does trust come from talking
and friendship?

- Does it come from meeting
someone face-to-face and
gaining a “vibe” or can that
vibe be gained remotely?

- Can trust come from reading
various works by a person and
finding them to be congruous
with your own way of thinking?
- Does trust come from
association (meaning that
someone you know and trust
also believes strongly in
another person and the trust
simply transfers)?

- Does trust come from
perceptions of status and
class (meaning everyone
always talks about the person,
so they must be good)?

- Does trust come from
qualifications (speaking at
conferences, moderating at
forums, articles published)?

Building Organizational Trust

Where does trust come from?

Read the scenarios below and color in the trust thermometer on the right-
hand side of the page. A full thermometer represents a high level of trust
in that situation; an empty thermometer represents a low level of trust in
the situation.

Your best friend asks to borrow $50.
An acquaintance asks to borrow $50.

A new employee wants more responsibility.

Your team tells you that they have some important issues
they need to discuss with you.

Your boss wants you to give a presentation to the CEO.

You give an important document to a temp to overnight to a
client.

Your boss wants you choose to an employee to represent
the organization at a local industry association meeting.

oCoCoCOCOCOCO

Check your body:

When you think of that situation, what is happening in your body? Are you
fidgeting, tense, in pain?

Check your heart:

How do you feel emotionally? Are you happy and excited?

Check your mind:

What do you think rationally? Given what you think, is trust reasonable?
Check your gut:

If you had to make an immediate decision about this situation, what would
it be?

© 2008 TreeLine Training Inc. Published by HRDQ.



Trust: The Seeds of Success I.Im

Trust and your Coat of Arms

- %ﬂ
Trust and your Coat of Arms \Hﬁ/w

HIQ

A Coat of Arms is generally

used to represent the highest
visual symbols given to a
model or organization, such

as a state, government, or
family. They can also be used,
as in this activity, to illustrate
important elements of a
concept or idea.

In this exercise, have
participants think about a
person or persons in their life,
work or personal, that they
trust deeply. Have them write
down the most important
aspects of why they trust that
person. Ask leading questions
such as, “What characteristics
does this person have?” and
“What actions do these people
display that makes trusting
them easy?”

Have participants create
pictures to symbolize these
attributes in the spaces
provided in the Coat of Arms.
Let hem know that many Coat
of Arms include animals, tools
or weapons, and natural
events such as a rising sun or
moon.

After they have created their
symbols of trust let
participants know that the
banner on the bottom of the
Coat of Arms is used to
display a motto or words to
live by, have participants write
a motto pertaining to trust.

Ask for volunteers to share
their Coat of Arms with the
group. Let them know that
they will be referring back to
these later in the training.
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If you are reluctant to take risks, you
will be unlikely to see how competent
and trustworthy others are. If you are
unable to let go of your defenses you
will never gain the trust of others. Not
taking risks in trusting others can be
just as risky.

We must balance focus on the task
with building a valued relationship,
healthy skepticism with well-founded
trust, somewhere between total
assurance, deep suspicion, and fear.

Sometimes a concern needs to be
surfaced and addressed—unearth
the consequence you want to avoid,
assess the actual risk vs. potential
reward, and do something to mitigate
the risk. At other times, it's best to just
acknowledge a concern and let it be.

If you acknowledge a concern and
you still feel anxiety, confusion, or
doubt, you can ask yourself, "What's
the worst thing that could happen?"

The 10-10-10 rule

Use the 10-10-10 rule to help you
decide the consequences of a
decision. It works like this: Envision a
decision that you want to make, for
instance, you want to ask an
employee to take on a scheduling
duty that has become too time-
consuming for you to handle. Ask
yourself: What are the consequences
of this decision in the next 10
minutes. You would have to support,
train, and give them the needed
resources to do the job well. That
would take time right now. The
employee may feel empowered and
trusted to do the task.

Continue on asking what the
consequences would be in 10 months
and 10 years. Worst case/best case
scenarios. This activity helps
participants to put things into
perspective and allows them to take a
risk based on forward thinking and

clear judgment.

Building Organizational Trust

Taking the risk

When it comes to building
relationships based on trust, a
certain amount of discomfort
or “edge” is probably a good
sign. After all, many times
putting your trust in someone

else can also be a reflection on you. Reaching out of your comfort zone is
a critical factor in being able to trust others, and in return gain their trust. If
the “motto” above resonates with you, use the tips below to break down
your trust defenses. It could mean the difference between success and

failure.

“Trust is
not an issue
for me. I
never
trust.”

Breaking through your defenses

Embrace your concerns

¢ Address the consequence you want to avoid.

¢ Assess the risk vs. reward by trusting another.

¢ Create a plan to diminish the risk involved.

¢ Acknowledge the concern, take a deep breath, and move forward.

Focus on strengths

¢ Look for strengths in others and start with those.

¢ Display confidence and encouragement in others abilities.

¢ Practice positive intent.

Use the 10-10-10 rule

Decision Ten minutes

Ten months

© 2008 TreeLine Training Inc. Published by HRDQ.
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Assessing your organization’s trust

levels

In this organization...

Power and control are
in the hands of a few
individuals or groups.

“Turf wars” among
teams or departments
is common.

Employees “play it
safe” and don't like to
rock the boat.

Employees hold back
feelings and thoughts.

No one takes
responsibility for their
mistakes and they are
repeated over and
over.

People are constantly
trying to pass the
buck and are
reluctant to make a
decision.

People feel micro-
managed and
restrained in what
they can do.

Overall, people do not
trust each other in the
organization.

1

Employees at all levels
feel like they have
ownership in the
business.

Groups and teams
across the organization
work collaboratively
together.

Employees are willing to
take personal risk in
order to help the
organization grow.

Employees express
their views openly, even
if it is not in agreement
with the majority.

We are open about
mistakes and learn from
them by discussing
alternatives.

Individuals are reliable
and feel free to make
decisions.

People are given
freedom and flexibility to
do their jobs.

Overall, people trust
each other in the
organization.

HDQ

When talking about trust in the
workplace, there are two
levels of trust that are in play:
organizational trust and
personal trust. Many times
these two levels are
intertwined and are hard to tell
apart. Leaders of
organizations often have an
incredible amount of influence
over the culture of trust in an
organization. Have
participants complete the
assessment on this page.
Discuss.



HIDQ

The benefits of working with trust

Review the benefits of
working with trust and the
warning signs that trust is
not a priority in an
organization.

Red flags

Building Organizational Trust

The benefits of working with trust

S OO

More productive individuals and teams
Empowered workforce

Collaborative teams and groups

Enhanced organizational learning

Responsive and effective virtual communications
Effective conflict management

Happier employees

Low trust warning signs

Low retention, high turnover
Turf wars

Defensive, “protect yourself at all costs” attitude

Backstabbing
Inaccurate rumors and grapevine
High employee fear factor
Low morale
Low productivity
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