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Blended Learning Programs

Blended Learning Programs

Our blended learning programs consist of in-class training sessions, telephonic group
coaching sessions, and access to Ceridian’s custom web portal for online learning.

“There is always more to learn so | felt it was important for me to enroll in this program with my
managers. So, from personal experience, | can tell you this program is excellent. The blend of
in-class, telephone and online learning is a great balance. Our people are very busy and these
teaching styles make it easy for them to work the program into their schedules. Most
importantly, the skills we're learning are things we can immediately apply in our work
environments. Aspiring, new and seasoned managers alike can all benefit from Manager
Essentials.”

Nick Tengelits
General Manager
Teksavvy




Manager Essentials Program Blended Learning Programs

Manager Essentials Program

This program is designed to help current and/or aspiring managers to optimize employee
performance. The focus is on the basics of people management, including recruiting and
retaining best-in- class talent, fostering communication, and managing performance.

Includes:
6 half-day seminars; 6 coaching sessions; 12-month access to e-learning

Seminar 1 - Essentials of People Management; Recommended E-Learning
Coaching session (1)

Seminar 2 -Recruiting and Retaining your Team; Recommended E-Learning
Coaching session (2)

Seminar 3 - Employee Engagement; Recommended E-Learning

Coaching session (3)

Seminar 4 - Fostering Workplace Communication; Recommended E-Learning
Coaching session (4)

Seminar 5 - Developing Employees; Recommended E-Learning
Coaching session (5)

Seminar 6 -Performance Management; Recommended E-Learning
Closing coaching session (6)

Objectives
Examine the essential components of people management
Explore recruiting and retention methods
Practice communication and engagement strategies

Discover the links between performance management and organizational
success

Applications in the Workplace
Recruit and retain best-in-class talent
Foster an engaging environment
Role model effective performance management processes




Manager Essentials Program Blended Learning Programs

Seminar 1 — Essentials of People Management (3 hours)

Forward-thinking managers know that all their other skills are only accessories to their
ability to manage people efficiently, thoughtfully, and fairly. This seminar introduces
managers to the essential principles of responsible people management.

Objectives
Explore the overall role of a manager
Examine ways to foster and maintain engagement
Explore the essentials of workplace communication
Understand the importance of reciprocal accountability

Applications in the Workplace
Enjoy the benefits of an engaged and committed workforce
Create cohesive workplace teams
Encourage accountability among team members and leaders
Role model ideal behaviour for employees

Seminar 2 — Recruiting and Retaining Your Team (3 hours)

The recruitment and retention of the best candidates are flip-sides of the same process.
Finding the best people for position vacancies and those who best suit the workplace is
only the first challenge; retaining them is a continuing one. This seminar examines proven
strategies for finding and holding on to high-performing employees.

Objectives
Examine efficient recruitment strategies
Discover proven approaches to training and motivation
Explore the importance of fostering a culture of engagement
Understand what high-performing employees want, expect, and deserve

Applications in the Workplace
Find, develop, and retain employees who really get the job done
Create a thriving, committed team
Enhance workplace culture with reciprocal accountability
Provide appropriate rewards and incentives to employees to foster engagement



Manager Essentials Program Blended Learning Programs

Seminar 3 — Employee Engagement (3 hours)

An engaged workforce boosts organizational performance, workplace morale, and
retention rates, and is therefore in everyone’s best interest. People who belong to this type
of culture feel a connection with their work and are better able to maintain a healthy
attitude and find a satisfying work/life balance. The end result is a more productive,
positive, and sustainable workforce.

Objectives
Understand the concept of engagement
Examine strategies to create a culture of engagement
Create solutions to overcome barriers to engagement
Explore the benefits of a healthy attitude

Applications in the Workplace
Build and sustain a culture of engagement
Model work/life balance
Increase employee satisfaction
Attain a meaningful connection with your work

Seminar 4 — Fostering Workplace Communication (3 hours)

Communication skills are essential for employees and managers alike. This seminar
demonstrates the principles of effective communication of ideas, thoughts, and feelings.

Objectives
Practice active-listening skills
Identify barriers to communication and examine strategies to overcome

them

Practice strategies for giving and receiving feedback to maximize effective
communication

Recognize the different types of nonverbal communication and their effects on

others

Applications in the Workplace
Communicate your ideas with vision, clarity, and purpose through different media
Build collaborative relationships that emphasize trust and respect
Recognize and overcome barriers to communication
Use effective communication skills that maximize impact, productivity, and results



Manager Essentials Program Blended Learning Programs

Seminar 5 — Developing Employees (3 hours)

Forward-thinking managers have many resources at their disposal to help their employees
reach their full potential. For example, performance coaching is the most common resource.
Employee development can also be effectively fostered through selective and thoughtful
mentoring. This seminar examines the mentoring process from identification to follow-up.

Objectives
Identify characteristics of potential mentors
Understand the differences between mentoring and performance coaching
Examine strategies for making the most of relationships between mentors and
those being mentored

Applications in the Workplace
Create a mentoring culture that encourages senior employees to mentor junior
employees
Match mentors with those who will most benefit from their experience and example
Encourage succession planning based on the inspiring examples provided to
those being mentored

Seminar 6 — Performance Management (3 hours)

Performance management is a powerful tool for maximizing employee productivity and
for achieving measurable improvements in the success of an organization. The principles
of performance management, when properly applied, can make a significant difference to
an organization’s productivity and bottom line.

Objectives

Recognize the components of a performance-management system
Examine strategies for improving performance

Discover the importance of relevant performance appraisals
Practice performance coaching

Applications in the Workplace
Improve the performance of individual employees and teams
Craft performance appraisals that deliver results and encourage improvements

Leverage performance management to improve sustainable organizational
development



Manager as Leader Program Blended Learning Programs

Manager as Leader Program

This program will help managers understand the various approaches to leading others with
confidence and authority. The focus is on learning both theoretical models and practical
skills so that participants are better prepared to understand the effects of their decisions on
those they lead.

Includes:
8 half-day seminars; 6 coaching sessions; 12-month access to e-learning

Seminar 1 — Insights or Myers-Briggs Assessment and Seminar 2 — Leadership
Foundations; Recommended E-Learning
Coaching session (1)

Seminar 3 - Constructive Feedback; Recommended E-Learning
Coaching session (2)

Seminar 4 - Conflict Management; Recommended E-Learning
Coaching session (3)

Seminar 5 - Common Problems, Innovative Solutions; Recommended E-Learning
Coaching session (4)

Seminar 6 —Conflict Resolution; Recommended E-Learning

Seminar 7 -Coaching Skills; Recommended E-Learning
Coaching session (5)

Seminar 8 -Strategic Management and Accountability; Recommended E-Learning
Closing coaching session (6)

Objectives
Examine theoretical models of leadership
Practice constructive feedback
Explore conflict management and resolution techniques
Identify a variety of coaching styles
Examine the links between strategic management and accountability

Applications in the Workplace
Adopt leadership style to varying workplace circumstances
Develop a team environment that fosters cooperation and excellence
Role model coaching in your organization




Manager as Leader Program Blended Learning Programs

Seminar 1 — Insights OR Myers-Briggs Type Indicator (MBTI) (3 hours)

These personality surveys are among the most commonly used tools in the world for
helping people gain an understanding of certain salient aspects of their characters and of
their work and communication styles. Without privileging one style over another, these tools
allow participants to appreciate their own strengths and challenges and those of their
coworkers, friends, and family members.

***Assessment is completed online and feedback is shared individually with each
participant.

Objectives

Identify themes in personal preference and behaviour
Understand how personal strengths can interact with the strengths of others
Build an awareness base for future teamwork

Applications in the Workplace

Improve communication and collegial understanding
Create and maintain more harmonious relationships at work
Appreciate how best to use people’s varied talents and skills

Seminar 2 — Leadership Foundations (3 hours)

This seminar introduces participants to concepts and theories of leadership to help them
develop the skills necessary to become leaders in the workplace, the community, and

society.

Objectives
Identify various styles of leadership
Examine different theories of leadership
Build leadership self-awareness
Identify the characteristics and qualities of leaders

Applications in the Workplace

Adjust leadership styles to varying workplace circumstances

Pinpoint strengths and weaknesses of individual working styles

Recognize the effects of different leadership styles on different kinds of employees
Effectively lead others



Manager as Leader Program Blended Learning Programs

Seminar 3 — Constructive Feedback (3 hours)

The ability to give and receive honest and relevant feedback is a critical skill for any
profession. Giving feedback effectively helps people improve where necessary and
encourages them to continue doing what is already working well. Receiving feedback
properly helps the recipient understand and accept the information being communicated
and make improvements where necessary.

Objectives
Develop a greater awareness of how to give feedback constructively and effectively
Identify challenges associated with feedback and strategies to overcome
those challenges
Practice giving constructive and effective feedback to peers
Apply the five-step feedback model in difficult situations

Applications in the Workplace
Give feedback that is meaningful, specific, and timely
Recognize receiving constructive feedback as a tool for growth and performance
Overcome barriers encountered when giving or receiving constructive feedback
Create a welcoming “feedback culture” in the workplace

Seminar 4 — Conflict Management (3 hours)

Workplace conflicts can create a ripple effect throughout an organization and, if not dealt
with, can be very costly to morale, performance, and ultimately profits. This seminar
demonstrates the most effective practices for handling workplace conflict and defusing
difficult situations.

Objectives
Examine the origins and impact of workplace conflict
Identify different types of conflict and how to respond to them
Recognize people’s preferred styles of conflict management
Explore the various approaches people use to cope with conflict

Applications in the Workplace
Recognize common triggers of conflict
Manage conflict situations and employ techniques to handle it effectively
Implement strategies to address different conflict styles
Build better relationships with employees, co-workers, clients, team members, and

supervisors



Manager as Leader Program Blended Learning Programs

Seminar 5 — Common Problems, Innovative Solutions (3 hours)

In the workplace, we all interact with many different people in varied situations. Although
many interactions are positive, some can be difficult. In this seminar, you will learn
problem- solving techniques that will help you deal creatively with different types of
common but challenging situations.

Objectives
Develop the skills required to assess difficult situations
Practice a variety of approaches to problem solving
Identify barriers to effective problem solving
Practice group problem solving

Applications in the Workplace
Improve team productivity
Train and develop efficient problem solvers and effective decision makers in your
organization
Apply effective problem-solving and communication skills to common situations

Forge stronger professional relationships

Seminar 6 — Conflict Resolution (3 hours)

While not all conflicts in the workplace can be successfully resolved, they must be
managed, and the goal is always resolution. This seminar examines proven conflict-
resolution techniques and offers an opportunity for participants to practice those
techniques.

Objectives
Understand the factors that often cause workplace conflict
Recognize the different kinds of conflict and appropriate responses to each
Examine the processes of conflict resolution and implement behaviours that produce
effective results
Explore proven approaches to resolving conflict

Applications in the Workplace
Recognize common triggers of conflict
Implement strategies to address different conflict styles
Allow employees, co-workers, clients, team members, and supervisors to resolve
differences and work together building respect
Use proper conflict-resolution methods in accordance with the varying levels of
conflict

10



Manager as Leader Program Blended Learning Programs

Seminar 7 — Coaching Skills (3 hours)

Coaching is one of the single greatest means with which to communicate and transfer
knowledge and skills. This seminar reviews processes, styles, and techniques to unlock
the potential of individuals and teams, to maximize performance and effectiveness, and to
enhance personal work satisfaction.

Objectives
Explore the entire coaching process
Identify a variety of coaching styles
Explore employee development levels
Match coaching styles to employee development levels
Practice coaching techniques

Applications in the Workplace
Develop a team environment that fosters cooperation and excellence
Improve performance management skills
Role model coaching in your organization
Incorporate effective questioning techniques in your workplace

Seminar 8 — Strategic Management and Accountability (3 hours)

Strategic management is a means of formulating and assessing plans to improve the
performance of an organization. A high -level management process, strategic
management includes employee and team cooperation when achieving organizational
goals.

Objectives
Explore the theory of organizational culture as it applies to strategic management
Examine the links between strategic management and performance management
Practice the basics of implementation strategies

Applications in the Workplace

Improve the implementation of policies and procedures
Increase accountability of employees and managers
Boost comprehension of systems within business

11



Change Management Program Blended Learning Programs

Change Management Program

This program will help managers and employees to deal effectively with changes in the
workplace while supporting people as they overcome their resistance to change. It will also
demonstrate the principles of clear communication throughout the change process.

Includes:

6 half-day seminars; 6-month access to online learning

Seminar 1 - Fundamentals of Change; Recommended E-Learning

Seminar 2 - Stakeholder Analysis; Recommended E-Learning

Seminar 3 - Fostering Workplace Communication; Recommended E-Learning
Seminar 4 - Employee Engagement; Recommended E-Learning

Seminar 5 - Managing Resistance; Recommended E-Learning

Seminar 6 - Developing Resilience; Recommended E-Learning

Objectives
Create a vision and understand the basis for change
Examine different communication styles to help overcome resistance
Recognize barriers to change and strategies to overcome them
Explore strategies to motivate, persuade, and inspire employees

Applications in the Workplace
Create strategies to manage the transformation of people through change
Develop skills to motivate and empower people through change
Build abilities to lead change successfully
Implement techniques to manage the impact of change and people’s
response to it
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Change Management Program Blended Learning Programs

Seminar 1 — Fundamentals of Change (3 hours)

Given that organizations often experience rapid change, sustainable success can
depend on how this change is managed. This seminar addresses the foundations of
change, change strategy, and the inevitability of change.

Objectives
Understand the foundations of change strategy
Examine strategies to create and sustain buy-in for the change process
Explore the risks of not changing

Applications in the Workplace

Boost understanding of the necessity of change
Create a change-ready environment
Build and sustain change momentum

Seminar 2 — Stakeholder Analysis (3 hours)

Sustainable success is often affected by how well an organization plans for and adapts to
change. An important part of this process is timely and meaningful stakeholder analysis.
This seminar helps managers understand not only the necessity and benefits of
stakeholder analysis but also the process.

Objectives
Understand the importance of stakeholders

Examine strategies to foster buy-in
Learn the basics of stakeholder analysis and its benefits

Applications in the Workplace
Develop a clear understanding of processes surrounding stakeholder analysis

Increase buy-in
Successfully execute change from the stakeholder’s perspective

13



Change Management Program Blended Learning Programs

Seminar 3 — Fostering Workplace Communication (3 hours)

Communication skills are essential for employees and managers alike. This seminar
demonstrates the principles of effective communication of ideas, thoughts, and feelings.

Objectives
Practice active-listening skills
Identify barriers to communication and examine strategies to overcome
them
Practice strategies for giving and receiving feedback to maximize effective
communication
Recognize the different types of nonverbal communication and their effects on

others

Applications in the Workplace
Communicate your ideas with vision, clarity, and purpose through different media
Build collaborative relationships that emphasize trust and respect
Recognize and overcome barriers to communication
Use effective communication skills that maximize impact, productivity, and results

Seminar 4 — Employee Engagement (3 hours)

An engaged workforce boosts organizational performance, workplace morale, and
retention rates, and is therefore in everyone’s best interest. People who belong to this type
of culture feel a connection with their work and are better able to maintain a healthy
attitude and find a satisfying work/life balance. The end result is a more productive,
positive, and sustainable workforce.

Objectives
Understand the concept of engagement
Examine strategies to create a culture of engagement
Create solutions to overcome barriers to engagement
Explore the benefits of a healthy attitude

Applications in the Workplace
Build and sustain a culture of engagement
Model work/life balance
Increase employee satisfaction
Attain a meaningful connection with your work

14



Change Management Program Blended Learning Programs

Seminar 5 — Managing Resistance (3 hours)

Organizations experiencing change must take care to support internal as well as external
clients during the change process. This seminar addresses the value of providing that
support and discusses techniques to counter different forms of resistance.

Objectives
Identify the drivers of and restraints on organizational change
Assess how individuals and teams deal with and adapt to change
Examine communication strategies to reduce resistance to change

Applications in the Workplace

Lead successful change initiatives
Create effective communication strategies
Manage change to help the organization recover, rebound, and learn faster

Seminar 6 — Developing Resilience (3 hours)

During times of change, managers and employees may experience stressors that, if left
unmanaged, can lead to strain-related health and performance symptoms. This seminar is
designed to help managers understand stress and strain at a personal level, introduce the
concepts of resilience, and promote improved coping strategies.

Objectives
Understand the context of change
Understand the difference between stress and strain
Understand our body’s response to stress
Define resilience
Learn the 3 “C’s” of hardiness
Develop resilience skills/strategies
Learn characteristics of resilient organizations and employees
Explore Building Resilience: An Organizational Tool Kit

Applications in the Workplace
Develop and model personal resilience
Create an organizational culture of resilience
Strengthen employee engagement
Increase employee and organizational performance and productivity

15



A-La-Carte Seminars

A-La-Carte Seminars

A-La-Carte seminars are offered individually or as adjuncts to blended learning
programs.

16

“Exceptional and inspiring! Those two words really express how | felt about the
presentation today. Thank you HR for organizing these events.”

-Seminar Participant




Communication Skills and Strategies A-La-Carte Seminars

Communication Skills and Strategies

Constructive Feedback (3 hours)

The ability to give and receive honest and relevant feedback is a critical skill for any
profession. Giving feedback effectively helps people improve where necessary and
encourages them to continue doing what is already working well. Receiving feedback
properly helps the recipient understand and accept the information being communicated.

Objectives
Develop a greater awareness of how to give feedback constructively and effectively
Identify challenges associated with feedback and strategies to overcome
those challenges
Practice giving constructive and effective feedback to peers
Apply the five-step feedback model in difficult situations

Applications in the Workplace
Give feedback that is meaningful, specific, and timely
Recognize receiving constructive feedback as a tool for growth and performance
Surmount barriers you may encounter when giving or receiving constructive
feedback
Create a welcoming “feedback culture” in the workplace

Fostering Workplace Communication (3 hours)
Communication skills are essential for employees and managers alike. This seminar
demonstrates the principles of effective communication of ideas, thoughts, and feelings.

Objectives
Practice active-listening skills
Identify barriers to communication and examine strategies to overcome
them
Practice strategies for giving and receiving feedback to maximize effective
communication
Recognize the different types of nonverbal communication and their effects on
others

Applications in the Workplace
Communicate your ideas with vision, clarity, and purpose through different
media
Build collaborative relationships that emphasize trust and respect
Recognize and overcome barriers to communication
Use effective communication skills that maximize impact, productivity, and results

17




Communication Skills and Strategies A-La-Carte Seminars

Writing Skills (7 hours)

This workshop will help you develop effective writing skills and convey a concise message
in a professional manner. Through practical hands -on exercises, you will learn to create
compelling and powerful business documents and reports

Objectives
Write persuasive documents that accomplish your business objectives
Fine-tune language to improve persuasiveness
Apply proper grammar, usage, and mechanics to improve vyour written
communication
Organise key ideas to match the reader’s expectations
Construct effective, appealing email

Applications in the Workplace
Enhance team communication through clear and specific messages
Increase your chances of getting your messages read and quickly acted upon
Build your business-writing confidence

Enhancing Presentation and Facilitation Skills (3 hours)

Facilitation skills are in high demand as organizations search for specialists to manage
training, development, and core team interactions. A skilled facilitator enables a group of
people to solve problems or develop an action plan for delivering results. This seminar
examines proven and practical techniques that will help participants to gain confidence as
facilitators of groups of all kinds.

Objectives
Recognize the importance of creating positive, participatory learning environments
Identify basic characteristics and skills of an effective facilitator
Explore common challenges to facilitation

Applications in the Workplace
Clearly communicate content
Assess group dynamics to advance discussions and decisions
Move a team toward achievement
Improve design and delivery capabilities

18



Health and Wellness A-La-Carte Seminars

Health and Wellness

A Lifetime of Health (3 hours)

It is important that we make healthy lifestyle choices in order to enhance our quality of life.
This seminar provides strategies for living more healthily and reaping the benefits of
reduced stress, more energy, and a positive attitude.

Objectives
Distinguish between normal aging and disease
Understand the various physiological changes that occur during the normal aging
process
Recognise ways to maintain good health

Applications in the Workplace
Enjoy greater employee awareness of healthy lifestyle choices
Reduce preventable health issues
Learn strategies for fostering wellness
Create a healthier workforce

Retire, Rewire, Renew: Embracing the Transition (3 hours)

With a significant segment of the population reaching retirement age, organizations will
have to help these employees prepare for their retirement. This seminar will help
employees plan and set realistic expectations for the future.

Objectives
Recognize how retirement is changing
Create a personalized blueprint for retirement that yields the greatest
satisfaction
Explore leisure interests and build on relationships that would be beneficial in the
future
Learn to embrace the attitudes and beliefs that will lead to a brighter future

Applications in the Workplace
Encourage employees to manage their expectations about retirement
Ensuring a smooth transition for both the employee and organization between the
employee’s role in the company and retirement
Indirectly aid in succession planning since a seminar like this helps the organization
gauge when an employee is ready to retire, and when that position should be filled

19




Manager and Leadership Training A-La-Carte Seminars

Manager and Leadership Training

Leadership Foundations (3 hours)

This workshop introduces participants to concepts and theories of leadership to help them
develop the skills necessary to become leaders in the workplace, the community, and
society.

Objectives
Identify various styles of leadership
Examine different theories of leadership
Build leadership self-awareness
Identify characteristics and qualities of leaders

Applications in the Workplace
Adjust leadership styles to varying workplace circumstances
Pinpoint strengths and weaknesses of individual working styles
Recognize the effects of different leadership styles on different kinds of employees
Effectively lead others

Leadership Workshop (7 hours)

This workshop introduces participants to concepts and theories of leadership to help them
develop the skills necessary to become leaders in the workplace, the community, and
society.

Objectives
Identify various styles of leadership
Examine different theories of leadership
Build leadership self-awareness
Identify characteristics and qualities of leaders

Applications in the Workplace
Adjust leadership styles to varying workplace circumstances
Pinpoint strengths and weaknesses of individual working styles
Recognize the effects of different leadership styles on different kinds of
employees
Effectively lead others

20




Manager and Leadership Training A-La-Carte Seminars

Manaqging Remote Workers (3 hours)

Reduced commutes, work/life flexibility, and increased autonomy are just a few of the
benefits of a virtual arrangement. Nonetheless, virtual employees also share some common
challenges, ranging from isolation and a perceived lack of visibility within the organization,
to practical issues such as managing technology and household distractions. This seminar
focuses on strategies that have proven most effective for managers in a remote work
environment.

Objectives
Identify the benefits and challenges of managing remote workers
Implement strategies to stay connected with a virtual team
Effectively manage performance through a results-oriented approach
Increase visibility and job satisfaction of remote workers

Applications in the Workplace
Encourage more connected, engaged, and satisfied remote employees
Increase productivity
Enhance your knowledge of performance management

Performance Management Workshop (7 hours)

Performance management is a powerful tool for maximizing employee productivity and
achieving measurable improvements in the success of an organization. The principles
of performance management, properly applied, can make a significant difference to an
organization’s productivity and bottom line.

Objectives
Recognize the components of a performance-management system
Examine strategies for improving performance
Discover the importance of relevant performance appraisals
Practice performance coaching

Applications in the Workplace
Improve the performance of individual employees and teams
Craft performance appraisals that deliver results and encourage improvements
Leverage performance management to improve sustainable organizational
development
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Manager and Leadership Training A-La-Carte Seminars

Keeping Our Best: Retention of Key Talent (3 hours)

Research shows that effective retention efforts require more strategy or discipline than
managers might think. In fact, a “high-quality boss” is consistently cited as one of the
most important job attributes by key talent. Managers are in a unique position to drive
retention, as they are the main factor in influencing an employee’s intent to stay or leave
an organization.

Objectives
Understand the concept of employee engagement
Learn how to recognize key talent within the organization
Identify key motivators and individual goals of top talent
Assess t