Module – Communication – Fostering Communication and Participation as a New Employee

Module Name:	Fostering Communication and Participation as a New Employee
Purpose: 	The ability to communicate information, opinions and ideas using the spoken work and body language (Example; non-verbal methods that use the body as a communication device).  Speaking requires active efforts to communicate through the spoken work, paying attention to content, emphasis and focus to convey meaning and nuances. Depending on the circumstances, the content may range from every day to specialized and the purpose from well defined to open ended.

Benefits to the Participants:
· Increased self awareness of speaking skills
· Improved confidence
· Improved relationships
· Improved accuracy and efficiency
· Improved oral communication for interviewing by increased knowledge on how to ‘read’ body language
Logistics:	2-3 Hours
Facilitator:	Member of the WEM facilitation team
Special Instructions: Not applicable at this time
Essential Skills:	Oral Communication

Transferability to the Workplace
Impact to the Team:
· May increase respect and communication
· Positive work environment
· Avoid loss of productivity due to misunderstanding
Impact to the Organization:
· Facilitates higher productivity due to more effective communication






Learning Objectives
By the end of the session the participants will be able to:
· Identify behaviours of a good employee
· Identify behaviours of a good new employee
· Discuss strategies for being a new employee
· Apply the strategies for being a new employee within the workplace
· Discuss ways to ask questions as a new employee
· Identify a behaviour you could start-stop-keep when entering a new environment (life, workplace or community)
Assessment(s)
· Completion of activities during the module
· Assessments at the beginning, middle and end of the program

Program Overview
Activity: New Class Member
Option: Have the participants organize themselves to work through this activity
Examples: A leader will emerge, a scribe will emerge, a participant putting up the flipchart paper, getting markers etc.
Ask the participants to create a list of what is important to them as a new class member and then have them present it to the facilitators

Learning Objective; Identify Behaviours of a Good Employee
As the participants to identify 3 behaviours of a good employee.  After they have had time to think of 3 ideas the facilitator will scribe the participants ideas on the flip chart paper.  If there are any obvious behaviours missing the facilitator can fill them in.

Learning Objective; Identify Behaviours of a Good New Employee
Ask: What behaviours do you believe a new employee needs to exhibit in the workplace?
Ask: Why would there be a difference in the list of a new good employee and a good long term employee?
Potential Replies:
· No history with the team members
· Limited knowledge of the workplace
· Do not understand the unwritten rules in the workplace
· No good-will earned with the team

Ask: When we talk about unwritten rules, what do you think we could be referring to?
Potential Replies:
· Only employee A can park in that parking spot
· Only employee B can make the coffee
· Employees cannot smoke in that area, however, they are never told
· Never talk to employee C first thing in the morning
· Employee D & E are dating but no one is supposed to know
· Employee F is the only one who can fix that part
· Employee G makes the schedule even though it is employee H’s responsibility
Ask: As a new employee how can you learn these things?
Potential Replies:
· Ideally the employees will tell you
Ask: As a new employee, how can leaning the unwritten rules impact your ability to be accepted by the group/team?

Learning Objective: Discuss Strategies for Being a New Employee
Handout and review ‘Being the New Person at a Job is Like Being the New Kid at School – Appendix A

Learning Objective; Apply the Strategies for Being a New Employee Within the Workplace
Working in small groups assign different strategies to each group.
Ask: 
a) How could you apply that strategy within your daily life?
b) How could you apply that strategy with the workplace (or expect to apply it)?

Learning Objective: Discuss Ways to Ask Questions as a New Employee
Ask: What are the 5W Questions?
Replies: Who, What, Where, When and Why

Activity: 5W Questions
Working in your table groups create 5W questions then have the groups present their ideas. Let the participants know you are going to be coming back to these questions.

Ask: How do you like to be asked a question?

Ask: How do we often ask each other questions?
Replies: Quickly, rushed, rude, not specific etc.

Ask: What causes us to ask questions in a certain way/manner?
Replies: Not sure what is the right way to ask a question, nervous, need an answer quickly, etc.

Ask: If you had the time and had a good relationship with the person, how would you ask them a question?

Ask: Out of those questions you created, which ones would you not ask in the situation above (had time and a good relationship)?

Ask: Do you like when people ask you WHY questions?
Share: Generally, we do not care for WHY questions. We would like the question asked in another way.

Ask: How could you ask your WHY question(s) on your list in a different way?

Ask: Would there be value for you to take on this strategy (to not ask a why)?

Ask: If you catch yourself asking a WHY question, what could you do?

Activity: Asking Questions at Work
Handout 2 cue cards to each small  group with workplace examples.
Examples:
NOTE: The examples below show up in our daily lives. We could make a connection to how they connect to our daily lives before we start the group work.
a) Have a question for HR
b) Have a question for your supervisor
c) Have a question about how to run a new machine
d) Have a question about how to read communication board/huddle
e) Have a question about the expectation to produce a new part
f) Have a question about what is happening with a machine (it’s broken down)
g) Have a question about which product to use (believing yo have the wrong material)
h) Believe there is a safety concern on the floor

Provide the participants with time to think through these ideas within their groups. Then provide the participants with the opportunity to present their ideas.  There may be the need for the facilitator to lead these conversions in greater detail, but it will depend on the wealth of knowledge in the room.

Learning Objective: Identify a behaviour you could start-stop-keep when entering a new environment (life, workplace, community)

Activity: Stop Signs
Put up3 flip chart papers – Start – Stop – Keep
Hand out 3 randomly selected start, stop, keep cue cards to each participant.
Ask: Identify behaviours you could start-stop-keep when entering a new environment (life, workplace, community)
Have the participants write their ideas on the correct flip chart paper.
Review the ideas and bring the participants ideas back to the overall purpose of the module/program.

Wrap-Up:  What is the 1 thing you are committed to doing differently to enhance the way you work with your peers in this class?

Appendix A – Being the New Person at a Job is Like Being the New Kid at School
