Supervisor Anti-Harassment (complies with AB1825)

This course trains managers to identify, avoid, and eliminate workplace harassment and discrimination. It is divided into three parts: 

· Part I focuses on workplace sexual harassment. 

· Part II focuses on categories of illegal discrimination. 

· Part III focuses on preventing and responding to misconduct, and avoiding retaliation. 

Besides providing an overview of the laws prohibiting harassment and other forms of discrimination, this course will help managers recognize a potential "hostile work environment" and stop inappropriate behavior before trouble arises. It also covers how supervisors can avoid being a victim of harassment or being wrongly accused of harassment."

Course Purpose
Forty years ago, laws were enacted to guarantee equal employment opportunities for all workers. These laws unleashed an explosion of harassment and discrimination lawsuits that continue to the present. This course gives managers skills to fulfill their duty to prevent illegal harassment and discrimination.

Besides avoiding improper conduct, managers are legally required to identify, eliminate, and remedy inappropriate behavior. (Although sexual harassment probably receives the most attention, state and federal laws prohibit discrimination and harassment based on a variety of "protected characteristics.") This course will help prevent workplace misconduct by giving managers the skills necessary to reduce potential legal risks.

Employers cannot afford to allow managers to supervise a litigious workforce without training them on the equal opportunity laws.

Audience: managers and anyone with supervisory responsibilities

Duration: 2.5 hours


Prevent Harassment & Discrimination

This course is designed to raise awareness about workplace harassment and discrimination, and to reduce or prevent incidents of misconduct. Besides introducing employees to the equal employment opportunity (EEO) laws, the course also helps employees identify the difference between legal discrimination and an illegal "hostile environment." 

This course also covers activities that do not qualify as harassment, how to avoid being a victim of harassment, and how to avoid being wrongly accused of harassment.

Course Purpose
Over forty years ago, federal laws were enacted to guarantee equal employment opportunities for all employees. These laws unleashed an explosion of harassment and discrimination lawsuits that continue on through the present. Employers cannot afford to allow employees' ignorance or confusion about proper conduct to create the risk of legal liability. This training expresses your organization's strong disapproval of harassment. 

Although sexual harassment probably receives the most attention, state and federal EEO laws prohibit discrimination and harassment based on a variety of "protected characteristics." All applicants and employees are protected against unfair treatment based on their race, color, religion, national origin, age, disability status, and so on. 

Besides encouraging a respectful workplace, this training will: 

· prevent incidents of discriminatory misconduct 

· promote appropriate behavior 

· reduce the potential for harassment claims 

Additionally, the US Supreme Court and EEOC have declared that employers may avoid legal liability for misconduct (including punitive damages) by providing effective EEO training

Audience: non-supervisors only

Duration: 1 hour


Recognize & Prevent Workplace Violence

This course is designed to raise awareness about workplace violence and to reduce the risk of injuries if an incident should occur. Besides identifying the five most common types of attacks and four types of workplace attackers, the course explains how employees should respond in emergencies. 

This course also helps employees recognize the warning signs of a potential assailant and provides practical methods to reduce the threat of harm in a violent situation.

Course Purpose
The national media regularly reports about employees "going postal" and shootings co-workers. Although homicide is one of the leading causes of workplace deaths, the fact is that the number of employees who are murdered on the job has been steadily declining since 1994. Instead of crazed co-workers, the greater threat to workplace safety are aggressive customers and criminals (such as robbers).

This course helps create a safe workplace by dispelling three myths: 

1. It can't happen in your workplace (it can) 

2. The biggest threat of workplace violence is a crazy co-worker with a gun (it isn't) 

3. There's nothing we can do about workplace violence (not true) 

This course explains the true scope and risks of workplace violence and helps reduce the potential for injuries by giving employees the tools to avoid assailants and survive a violent attack.

Audience: all employees

Duration: 1 hour


Illness & Injury Prevention

This course is designed to raise awareness about workplace health and safety and to reduce the threat of accidents. Besides describing the sources and serious consequences of workplace hazards, the course covers practical methods for employees to reduce their risk of job-related illnesses and injuries. 

This course also explains each employee's responsibility for workplace safety and how to respond to accidents and emergencies.

Course Purpose
State and federal laws require companies to provide employees with a safe and healthy workplace. To accomplish this goal, regulations issued by the Occupational Safety and Health Administration (OSHA) specify that each employer must train employees to recognize and avoid hazards that they are exposed to in the workplace.

In addition to satisfying workplace safety laws, the ever-rising cost of workers' compensation and the threat of unlimited liability for incidents caused by untrained workers provide an even more compelling argument for offering safety training.

This course will help your organization: 

· promote a safe workplace 

· prevent injuries and illnesses 

· reduce the number of accident claims 

Audience: all employees

Duration: 1 hour


Ethics & Code of Conduct

This course is designed to raise awareness about ethical values and the principles of ethical business practices. Besides describing the core ideals underlying ethical decision making, the course covers practical steps employees must take to avoid ethical lapses or violating the law. The course also explains each employee's personal responsibility for workplace ethics and how to respond to ethical problems and challenges.
Course Purpose
State and federal laws, including the Sarbanes-Oxley Act, SEC regulations, and Federal Sentencing Guidelines, either require or provide incentives to employers to adopt a Code of Conduct and to provide training on ethical business practices. These laws seek to ensure an honest and fair marketplace, compliance with laws and regulations, and personal and corporate accountability. 

In addition to satisfying the expectations of regulators, shareholders, and the public, corporate managers must also appreciate the importance of ethics training to preserve a company's reputation and assets, prevent conflicts of interest, and to avoid violations of the law. 

This course will help your organization: 

· promote ethical decision making and business practices 

· prevent damaging and embarrassing misjudgments 

· reduce the likelihood of legal or ethical violations 

Audience: all employees

Duration: 60-90 minutes
Diversity: Skills for Collaboration

This course is designed to help employees succeed in an increasingly diverse workforce. Besides identifying the challenges and opportunities arising from human diversity, the course helps employees understand the need for a respectful workplace and the barriers that prevent full participation.

This course also covers communication skills and describes practical methods to resolve conflicts and disputes.

Course Purpose
"Diversity" means different things to different people and organizations. In general, diversity becomes an issue when companies grow, shrink, move, vary operations, or simply survive long enough for the world around them to change.

Let's face it: people don't like the unfamiliar or things to change. Even so, the workforce and the world around us (and the job you're doing today) is always changing and getting more complex.

To take advantage of the opportunities from human diversity, employees need to learn to collaborate with people who are both like and unlike themselves. This course is designed to help employees successfully work together with diverse co-workers by encouraging respectful behavior, reducing bias, and explaining how cooperation can overcome conflict.

Audience: all employees

Duration: 1 hour
Duty to Stop Harassment/Discrimination

This course is designed to give managers the skills to identify and avoid all types of workplace harassment and discrimination, and to reduce or prevent incidents of misconduct. Besides describing the personal characteristics and activities protected by discrimination laws, the course helps managers recognize situations where the risk of an unwise remark or an improper decision is the greatest.

This course also provides practical methods to reduce the likelihood that an unhappy worker will file a harassment or discrimination claim.

Course Purpose
The law gives managers special responsibilities to prevent illegal harassment and discrimination. Besides avoiding all improper conduct, managers are legally required to identify, discourage, eliminate, and remedy any inappropriate behavior that they know about, are told about, or simply suspect.

Even if you avoid hiring bigots, your company can be responsible for even unintentional or accidental incidents.

For example, your managers may know that they can't discriminate based on race or harass employees based on their sex. Yet, the greatest increase in complaints to the EEOC in 2002 involved religious discrimination (up 21%), age bias (14.5%), and national origin discrimination (up 13%).

Employers can't afford to allow managers to supervise a litigious workforce without training them on the equal opportunity laws. As the US Supreme Court stated, "the employer has a greater opportunity to guard against misconduct by supervisors than by common workers; employers have greater opportunity and incentive to screen them, train them, and monitor their performance." (Faragher v. Boca Raton) 

This course is designed to: 

· encourage a more productive workplace 

· increase your company's legal compliance 

· prevent incidents of misconduct 

· reduce your exposure to harassment and discrimination lawsuits 

Audience: managers and anyone with supervisory responsibilities

Duration: 1 hour
Duty to Prevent Violence

This course is designed to give managers the skills to recognize and minimize the threat of injuries and disruption caused by workplace violence. Besides covering techniques to reduce conflict and stress, the course provides practical methods that managers can apply to defuse violent situations.

This course also helps managers identify when a violent incident may escalate beyond their control and explains when to call for help and assistance.

Course Purpose
Sadly, no organization is exempt from the threat of workplace violence. The risk comes from both work and non-work related sources, including attacks by terrorists, criminals engaged in robbery, disgruntled ex-employees seeking revenge, or even a worker's abusive spouse.

This course is designed to give managers the skills to reduce the threat of violence and minimize injuries in the event of an attack. Besides helping your organization promote a safe workplace, the course may help prevent injuries and reduce the likelihood of claims

Audience: managers and anyone with supervisory responsibilities

Duration: 1 hour
Legal Hiring I: Identifying Candidates

This course is designed to give managers the skills to interview and hire employees both effectively and in compliance with the law. Besides covering questions you can and cannot ask, the course examines the laws that govern the hiring process, including the ADA and the duty to accommodate disabled applicants.

The course also covers the risks and benefits of hiring preferences, how to identify "red flags" in resumes and interviews, and how to avoid claims for negligent hiring.
Course Purpose
The hiring process is intended to help you find capable and productive workers and build the foundation for a strong employment relationship. Unfortunately, an improper question or even a well-intentioned remark can expose your organization to liability and convert an applicant from being a potential worker into a plaintiff suing your company.

This course will help managers identify and employ the people that will fit in and satisfy your organization's needs, while at the same time avoiding improper tests, conditions, and investigations that may violate the law or an applicant's privacy.

Besides increasing the effectiveness of your hiring process, this training will help your organization avoid troublesome or unqualified applicants and reduce the risk of claims.

Audience: managers and anyone with supervisory responsibilities

Duration: 45 minutes
Legal Hiring II: Interviewing & Selecting

This course is designed to give managers the skills to interview and hire employees both effectively and in compliance with the law. Besides covering questions you can and cannot ask, the course examines the laws that govern the hiring process, including the ADA and the duty to accommodate disabled applicants.

The course also covers the risks and benefits of hiring preferences, how to identify "red flags" in resumes and interviews, and how to avoid claims for negligent hiring.
Course Purpose
The hiring process is intended to help you find capable and productive workers and build the foundation for a strong employment relationship. Unfortunately, an improper question or even a well-intentioned remark can expose your organization to liability and convert an applicant from being a potential worker into a plaintiff suing your company.

This course will help managers identify and employ the people that will fit in and satisfy your organization's needs, while at the same time avoiding improper tests, conditions, and investigations that may violate the law or an applicant's privacy.

Besides increasing the effectiveness of your hiring process, this training will help your organization avoid troublesome or unqualified applicants and reduce the risk of claims
Audience: managers and anyone with supervisory responsibilities

Duration: 45 minutes
How to Lawfully Fire Employees

This course is designed to give managers the skills to properly handle one of their most difficult tasks: terminating an employee. Besides describing the five critical steps in the termination process, the course explains how managers can reduce or prevent claims for wrongful discharge.

This course discusses the employer's right to terminate workers and how this right is limited by laws and contracts, as well as what managers should say (and avoid saying) during a termination.
Course Purpose
Terminating employees is not only difficult, it's also one of the riskiest steps of the employment relationship. To properly handle this situation, managers must be prepared to negotiate a thicket of legal complexities and psychological challenges. 

This course will help managers avoid common firing mistakes and to provide a fair and legal termination process. Besides increasing your organization's ability to effectively control the workplace, this training will prevent incidents of illegal termination and reduce the risk of wrongful discharge claims.

Audience: managers and anyone with supervisory responsibilities

Duration: 1 hour
Avoid Retaliation in the Workplace

This course will raise awareness about a significant and yet hard-to-recognize liability threat: claims for workplace retaliation. Besides explaining how the law defines illegal retaliation, the course helps managers identify situations when employees are protected from discipline, firing, or other negative employment consequences.

This course also gives managers strategies and skills to avoid illegal personnel decisions and to reduce the risk of retaliation claims.
Course Purpose
Everyday, managers are responsible for maintaining a productive workplace and disciplining tardy, troublesome, and insubordinate workers. Unfortunately, a manager's natural reaction to a problem employee may unintentionally result in "illegal retaliation" and expose the company to a multi-million dollar lawsuit.

This course is designed to give managers the tools to avoid personnel decisions that can result in illegal retaliation. Besides encouraging a more productive workplace and increasing your company's legal compliance, this training will prevent incidents of illegal retaliation and reduce the potential for retaliation claims.
Audience: managers and anyone with supervisory responsibilities

Duration: 1 hour
Conducting Workplace Investigations

This course is designed to educate management personnel on how to conduct legally compliant investigations. It’s easy to go wrong in an investigation and end up being sued for a faulty investigation. Besides explaining the rights and liabilities of the company, the accused, and the accuser, the course gives investigators strategies and skills to uncover useful evidence and reach legally-defensible conclusions.

The course also helps investigators protect confidential information and reduce the company's liability for future wrongdoing and claims.
Course Purpose
The media regularly reports about employers facing multi-million dollar liability for workplace accidents and misconduct. This real-world risk requires employers to take a proactive stance to reduce their exposure. Unfortunately, ignoring complaints and grievances (or even rumors and suspicions) may lead to the financial ruin of almost any organization. 

Additionally, employment laws, including anti-harassment and workplace safety regulations, require employers to conduct investigations promptly upon learning about problems. 

This course will give managers the skills to investigate suspected workplace problems. Besides creating a safer and healthier workplace, this training will help avoid unintentional liability for improper investigations and reduce the potential for claims.

Audience: managers and anyone with supervisory responsibilities

Duration: 1 hour
Recognize & Report Elder Financial Abuse
This course is designed to assist officers and employees of financial institutions in California to learn of the scams and schemes that target elders and their assets, recognize elder behavior patterns that indicate financial abuse, and identify those incidents that must be reported. Besides advising how, when and where to report, the course also covers ways to effectively handle a financially abused elder customer and persons suspected of being the abuser.
Course Purpose
California law has designated officers and employees of all financial institutions in the state as mandated reporters of elder and dependent adult financial abuse. They must make an immediate telephone report of every reasonably suspected incident, and a follow-up written report. If a reportable incident is not reported, the financial institution can be assessed a monetary penalty. In addition, if any failure to report causes a loss to the elder (or the elder’s estate or heirs), the employer and the mandated reporter may be sued. By describing what the new mandatory reporting law requires, and how to comply, this course will assist financial institutions to protect their elder and dependent adult customers while reducing the risk of fines and lawsuits.

Audience: officers and employees of every bank, savings association and credit union in California

Duration: 1 hour
