Personal Management Basics (PMB) – Reliability  

Module Name: 	Co-operating with Others – Reliability 

Purpose:	Respect for expectations means acknowledging, and accepting, that you are expected to perform certain tasks, in a specific way, at certain times.

Logistics: 		PMB modules are weaved throughout the 12-week program.
This module could be broken down into smaller modules to meet the participants and schedule needs.
			3 hours

Facilitator: 		Member of the WEM Facilitation Team  

Special Instructions:  This module would benefit to follow Respect for Expectations.

Essential Skills: 	Continuous learning, Thinking Skills, Working with Others, Oral Communication

Transferability to the Workplace 

Benefits to you:

· Increased understanding of why you do things or think things.
· Recognition that people have difference expectations.
· Potential to increase self-esteem. Example: Feel better about oneself when others are positive and encouraged and grateful for reliability.
· Increased understanding of personal bias or judgment based on reliability.
· Increased understanding of behaviors that can build or breach trust.
· [bookmark: _GoBack]Ability to understand why other people may do or think things - we can relate to others better.

Benefits to the team:
 
May increase respect, patience, and communication among and across the team.
May increase ability to work with others. Example:  People usually prefer to work with people they can rely on.





Benefits to the organization:


May enable individuals to move beyond their own wants and thoughts.
Have a better understanding of accountabilities and consequences of being unreliable. 
May increase understanding of interdependencies. 


Learning Objective
 
By the end of the session the participants will be able to:

· Define reliability.
· Define dependability.
· Identify and discuss how reliable you are.
· Discuss the employer expectations regarding dependability and reliability of their employees.
· Identify what gets in our way of being reliable.
· Describe how reliable you are in life and the workplace.
· List 10 ways to be dependable.
· List 10 ways not being dependable impact others. 
· Identify 2 behaviours we can demonstrate in the classroom to respect the LIFT to Work Program expectations.


Assessment(s):

· Comments and ideas shared throughout the session.
· Data will be collected through the weekly feedback form.
· Respect and Respecting Expectations Assessment, Appendix A.



Personal Management Basics (PMB) Topics include:

	Topics
	Modules

	Introduction to PMB’s
	· Introduction to PMBs
· Self-Management Skills
· Co-operating with Others

	Self-Management Skills
	· Self-Awareness
· Responsible Behaviour
· Managing Stress
· Positive Attitude
· Taking Initiative
· Adaptability and Flexibility

	Co-operating with Others
	· Interpersonal Skills
· Respect for Others
· Respect for Expectations
· Reliability
· Personal Presentation




Program Overview – Lesson Plan 


Activity: Reliability

Ask: What do you expect when you attend this class?
Ask: What happens to you if that is not in place?

That is a common feeling when we come to expect something from someone else.

Learning objective: Define reliability.
Learning objective:  Define dependability.

People inherently value reliability. In fact, every day we value:
· Reliable cars that save time and money on repairs
· Reliable mail that gets delivered on time
· Reliable investments that deliver expected returns
· Reliable cell-phone service to stay connected
· Reliable vendors who show up on time
· Reliable airlines that take off on time
· Reliable restaurants that have the food on their menu
· Reliable friends and colleagues who do what they say
Definition of reliability is when you are able to be trusted; you are perceived as being predictable and you are dependable.

Work through the following questions with the participants. The facilitator to scribe the participant’s ideas.

1) How does someone show you they trust you?
2) How do we show others we are predictable?
3) How can we show others we are dependable?


Learning objective:  Discuss the employer expectations regarding dependability and reliability of their employees.

Review the following expectations with the participants:
1) Expectation A – Appearance
Do you look like the right person for the job?
4 aspects of your appearance concern employers. Employers are concerned about your appearance as shown by the way you look, behave, write, and speak. Each type of appearance is just as important as all of the others. If you meet these expectations, your first impression will be a good and lasting one.
The Way You Look
It may seem obvious, but good personal appearance and hygiene are extremely important when you are looking for a job. Many people suffering from extended unemployment stop paying attention to their physical selves. You should realize, however, that 40 percent of those remaining unemployed do so because of poor personal appearance. Don't be one of these people!
When you go to an interview, look like the right person for the job. In the first few seconds the employer will probably decide not to hire you if you have neglected your personal appearance. It makes no difference how skilled you are. The employer will usually hire someone with a pleasing appearance.
Three factors determine the way you look. These factors are dress, grooming, and hygiene.
Hygiene
Hygiene is another important factor in your personal appearance. Practice the following basic rules for good personal hygiene. 
	[image: bullet]
	
Keep your body clean. Good personal hygiene begins with a clean body.

	[image: bullet]
	Wash your hair regularly.

	[image: bullet]
	Brush and floss your teeth every day.

	[image: bullet]
	Use deodorants.

	[image: bullet]
	Clean your fingernails.

NOTE: Be sure to reference workplace guidelines and code of conduct. 


· Dress, grooming, and hygiene are closely related. Neglect of one hurts the others. Even if you are well-dressed and well-groomed, you will not have a good personal appearance if you have overlooked your hygiene.

The Way You Write
The third aspect of appearance is the paperwork that you must do to make your job-search successful. For example, almost all employers require applicants to fill out application forms. You must do your paperwork in a way that shows employers you are neat, complete, and accurate.
The Way You Speak
Another part of your appearance is the way you speak. Your manner of speaking is most important during the interview and during your phone contacts. Making a good appearance with your speaking means 
	[image: bullet]
	*Thinking and organizing your thoughts before talking




2) Expectation - Dependability

Can you be counted on to do the job?
Employers hire people who show the most promise of being at work on time every day. Most companies operate on the idea that time is money. In turn, workers are usually paid the amount of time they give the company. Employees who often miss work entirely, or frequently arrive late, or cannot contribute fully. A highly skilled worker who is often absent will not produce as much as a more dependable worker with fewer skills. Nonproductive employees do not stay employed for long. Such workers often cost the company money rather that help it make a profit.
The second important employer expectation, then, is dependability. Dependability includes two specific qualities: attendance and punctuality. It also includes a general quality of reliability. During all parts of your job-search, you must convince employers that you meet their expectations in these areas.
Attendance
Employers want to hire people who will maintain good attendance. Employers expect all workers to be on the job as scheduled. Employees who are at work every day produce more. In this way they make more money for the company and for themselves.
During an interview your task is to give the interviewer specific and concrete examples of when and how you've shown good attendance in the past. You can do this with examples from any of your life, work, or educational experiences.
When you give employers specific examples of your skills, you show employers your ability to do good work. This also shows employers that you invested time and energy in preparing for your job-search and that you have the communication skills they want their workers to have. A specific example tells a story by describing some of the who, what, where, when, why, and how of that example.
There are a few basic ways for you to show the employer during an interview that you meet his or her expectations of attendance. Show the employer that you've not missed many days at work or at school. If you did miss a few days and made up the work, say so! As a rule of thumb, six missed days a year, without serious illness are considered acceptable to most employers ... but not all.






Hand out a sample of the following words on cue cards to each small group. 

Hand out the article, 8 Ways to Be the Most Reliable Person in the Room, Appendix A.
1) Manage commitments
2) Proactively communicate
3) Start and finish
4) Excel daily
5) Be truthful
6) Respect time, yours and others’
7) Value your values
8) Use your BEST Team

Have the participants review and report back on one of the 8 items handed to them on a cue card.

Learning objective: Identify and discuss how reliable you are.

Handout Appendix B, How Reliable am I, and work through the questions with the participants.

Learning objective:  Identify what gets in our way of being reliable.

With the participants review what gets in our way of being reliable. An option could be to ask what the opposite of the 8 ways to be the most reliable person in the room are.

1) Manage commitments
2) Proactively communicate
3) Start and finish
4) Excel daily
5) Be truthful
6) Respect time, yours and others’
7) Value your values
8) Use your BEST Team

Goal: For each participant to identify what is or has gotten in their way of being reliable.

Ask: (Solo) What is your number 1 and number 2 things that gets in your own way of being reliable?



Learning objective:  List 10 ways to be dependable.
Learning objective:  List 10 ways not being dependable impact others. 

Hand out Appendix B, list 10, and work through the questions with the participants.

Learning Objective: Identify 2 behaviours we can demonstrate in the classroom to respect the LIFT to Work Program expectations.

Solo or in pairs.

Ask: Identify 2 behaviours you could demonstrate in the classroom to respect the LIFT to Work Program expectations?

Have the participants sit in a circle and share 1 idea with the group.


APPENDIX

Appendix A - 8 Ways to Be the Most Reliable Person in the Room
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Appendix B – How reliable am I?
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Appendix C – List 10 
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List 10 - Reliability

List 10 ways o be dependable.

List 10 ways someone who is not dependable and reliable impacts others.
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8 Ways to Be the Most Reliable Person in the Room

People inherently value reliability. In fact, every day we value:

« Reliable cars that save time and money on repairs

« Reliable mail that gets delivered on fime

« Reliable investments that deliver expected returns

« Reliable cell-phone service to stay connected

« Reliable vendors who show up on fime

« Reliable airlines that take off on time

« Reliable restaurants that have quality food and service
« Reliable friends and colleagues who do what they say

When these things are reliable, they yield winning relationships and results. A
business that delivers reliable results is a sum of reliable individuals. o business

reliability starts with each person. Since reliability is so important o daily success,

the most important question to ask is "How reliable am 12"

We want fo collect reliable people in our lives. We do not want to deal with
those who aren't. Reliable people get and keep friends more easily, forge
deeper relationships, receive the best opportunities, are granted more
autonomy at work, have more self-confidence, live with integrity, and carry a
clear conscience. So, fo realize these benefits of being reliable, here are eight

simple actions you can take.

1. Manage Commitments. Being reliable does not mean saying yes to
everyone. On the contrary, reliable people use discretion when they
make promises to others. However, most people tend to slip on their
commitments because they overestimate their available free time and
want fo please others. So, to more reliably manage commitments:

o Ask yourself if a commitment is a high priority for you. If it is a low
priority for you today, what will really change to move it up fo a
high priority tomorrow?

o Focus on timelines (when work gets done) versus deadlines (when
work is due). Since people tend to think a task will take less time
than it actually will take, double your estimate to ensure it will fit
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within your other commitments. Better fo underaramise and

xsdslixer

o Think about a commitment. Particularly if you feel pressure to please
the other party, ask for a day to think about the commitment and
check your schedule. Reluctant or forced commitments are always
alose-lose in the long-term.

o Know when fo say no. You can even say yes with limits. Avoid
noncommittal answers like maybe. Be clear and direct. Redefine
the term polite by taking the long view. You might be appeasing
the other party by saying yes now, but you will ultimately disappoint
them (and yourself) by overcommitting and then not delivering.

2. Proactively Communicate. Avoid surprises. If you make a promise that you
can't meet because of truly terrible and unforeseen circumstances, let the
person know as soon as possible. Bite the bullet and do not wait until the
last minute to tell him or her that you cannot do it. If you are late, call
ahead to let the person know when you can meet instead of letfing the
person wonder where you are. Respond to inquiries and emails within 24
to 48 hours, even if it's just to say."l got it and will get back to you by next
week." When you use excuses and simply do not let the other party know
your status, you are basically saying, "You are not important to me."

3. Start and Finish. Initiative and closure are the bookends of reliability and
success. The best way to finish strong is to start strong. Keeping your word
or simply doing the right thing is rarely convenient, so reliable people let
their actions rise above their excuses.

4. Excel Daily. Implement daily disciplines to sharpen your focus, and strive
for everyday excellence. Excellence does not equal perfection (which
can be a barrier to reliability). It is doing the very best you can at that
moment and always looking for ways to improve the next time. A task
worth doing is worth doing well, regardless of how rewarding and
important or menial or mindless. The person who takes pride in his or her
work, whatever it is, moves ahead: he or she who cannot be trusted with
little things will not be trusted with big things. The reliable person chooses

to focus on what he or she can control and to excel regardless of
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circumstances. In short, the person blooms where he or she is planted. As relationship, you can play the role of teacher or student. In either role, you
my friend Tim Durkin's grandmother used to tell him, "If you can't get out of need people who will support your success. Your BEST team can help you:
it. getinto it." o Hone your self-awareness. Depend on your team to give you

5. Be Truthful. Be full of truth-tell the full fruth. Deceiving others is not simply a truthful, constructive feedback to keep your beliefs hased in reality.
matter of lying, cheating, and stealing. It can be in a look or a gesture. o Affirm that your actions are aligned with your values.
We can tella lie by omission or when we pass along gossip. Anything that o By giving you a chance to help them. As the proverb says, "In
leads people to believe something that isn't true is dishonest. Does teaching others, we teach ourselves."
everything you use to communicate tell the full fruth? If not, you are a o Rehearse challenging situations before you go live.

source of unreliable information.

6. Respect Time, Yours and Others'. If you fell someone you can meet at a Take a baby step by focusing on just one action, and create a habit. You will

certain fime, you have made a promise. Being on fime shows others hat become more reliable each day. and soon you will be the most reliable person

you are a person of your word. When late, you are saying, "My time is in the room.
more valuable than your time.” Source: https://www.inc.com/lee-colan/8-ways-to-become-the-most-reliable-
7. Value Your Values. Your values should dictate your behavior, not your person-in-the-room.htmi

circumstances or fleeting feelings. Maya Angelou said, "You can tell a lot
about a person by the way he or she handles these three things: a rainy
day. lost luggage, and tangled Christmas tree lights.” Being a reliable
person not only means doing what you say, it also means doing what s
right, regardiess of what you have committed to. Many tasks in life and
work are inherent in the role you play (a boss, parent, friend, sibling,
mentor), and the reliable person does not have to be told what to do. For
example, if you have a job, you show up to work on time. If a friend loses
someone close fo him or her, you attend the funeral regardiless of how
uncomfortable you might feel. If a child s struggling, you give your
support. If a team member looks overwhelmed, you help out.

8. Use Your BEST Team. Your BEST (buddies who encourage success and
truth) team is a personal and powerful way to ensure your being reliable.
Rome was not built in a day; neither is the reliable person. Choose wisely
those you want on your team. Ensure they offer the energy. truth, and
positive perspective you need to orchestrate your actions. There is no
better test than fime when it comes to relationships, so start small and
build your BEST team slowly. The key is to connect with your BEST team,
individually or as a group, on a consistent basis. Depending on the
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