





“I've taken Mini-
versity courses to
enhance my skills
on the job, and I've
taken course for
pure enjoyment
and relaxation —
such as ‘handbag
making’— and
they have all been
informative and
enjoyable.

“Miniversity is one
of the greatest
benefits that RHD
offers. The staff,
specifically Mary
Russell and Traci
Madison, are very
knowledgeable and
attentive to your
needs. The courses
offer help and
promote the values
of multi-level think-
ing, creativity and
ongoing growth
and development.
And with some

of the training
courses, there’s free
lunch!”

MANAGEMENT
& SUPERVJSION,.,.

The RHD Management and Supervision Course Series is * Safe and open environment

specifically designed to support the continuing professional * (reativity
development of RHD staff in areas related to leading, manag- * Honesty and trust
ing, and supervising people in our workplaces. The emphasis * Diversity

* Organizational integrity

* Ongoing growth and development

* Personal and professional enrichment

These workshops are open to all RHD employees, yet may
be of particular interest and relevance to those who are
currently in or aspiring to move into roles as supervisors,
managers and directors.

of these offerings is on concepts and skills that support the
creation and maintenance of work environments that are
aligned with the RHD Values:

* Respect for the dignity and worth of each individual

* Multi-level thinking

* Empowerment of groups

* Decentralization of authority

Orientation to Supervision in RHD
Tuesday, October 26, 2010, 9:30 am-12:30 pm

RHD staffonly | While job duties may vary from unit to unit, at the core of every supervisor’s job is the responsibility to create and maintain
free | effective, values-based supervisory relationships with staff members. In this orientation, we will explore concepts, skills
and challenges related to being a supervisor within RHD.

Instructor: Dyann Roth, MS, RHD Deputy Director of Operations Cost: FREE, Open to RHD staff only Location: King
Room at RHD Central Office

Investigation Skills for Managers
Wednesday, December 1, 2010, 9:30 am-12:30 pm

RHDstaffonly | Thorough, consistent, and fair investigations for employee-related complaints benefit both management and staff. In this
free | workshop, learn fundamental investigative practices and techniques for coming to reasonable and defensible decisions
on allegations of employee misconduct.

Instructors: RHD Human Resources Staff Cost: FREE, Open to RHD staff only Location: King Room at RHD Central
Office

The Manager as Coach
Thursday, December 2, 2010, 9:30 am-12:30 pm

Adopting coaching as a management style requires managers to help other people unlock their potential and enhance
their own performance. It's about supporting people to learn instead of being a solution provider. This course will focus
on how managers can create an environment that fosters learning and independent thinking through facilitation, paving
the way for team members to achieve their results.

RHD staff only
Free

Instructor: Mary Russell, MS Cost: FREE, Open to RHD staff only Location: King Room at RHD Central Office

Preventing Harassment, Discrimination, and Retaliation in the Workplace
Thursday, January 6, 2011, 9:30 am-12:30 pm

RHD staffonly | Living up to RHD values means much more than abiding laws prohibiting harassment, discrimination, and retaliation. It
free | Tequires that we invest time and energy to maintain a “safe and open environment”in which to work and develop person-
ally and professionally. Sexual and other types of harassment, improper discrimination and employer retaliation are real
obstacles to creating that environment. Participants in this workshop will explore ways we can work together to prevent
and overcome these obstacles. We will look at federal and state laws, ethical considerations, and real life examples.

Instructors: RHD Human Resources Staff Cost: FREE, Open to RHD staff only Location: King Room at RHD Central
Office
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Bridging Troubled Waters: Conflict Management and Mediation Skills for Leaders
Tuesday, January 18,2011, 9:30 am-4 pm

RHD staffonly | Asaleader, itisinevitable that you will find yourselfin conflict situations — sometimes as a party in the conflict, sometimes

free | asa“mediator”between others in conflict. This one-day workshop will provide a values-based framework for understand-

Lunch provided | ing conflict situations and strategies for managing and mediating workplace conflicts constructively and respectfully.
Lunch provided.

Instructors: Stacy Bunch-Harrison, OTR/L; Nafisah Daniels, RHD Citizen Advocate Coordinator; Sandy Cox-Scales, Director
of Pine Street Programs Cost: FREE, Open to RHD staff only Location: King Room at RHD Central Office

Team Leadership
Two-session course: Tuesday, Jan. 25,2011 and Tuesday, Feb. 1, 2011, both 10 am-3 pm

RHDstaffonly | How is leading a“team” different from managing a “group?”Why work to develop a team, and what’s involved? What do you
Free | need to learn to be an effective team leader? This 2-part workshop will explore these questions, and includes experiential
Lunch provided | exercises and strategies for applying team leadership skills in your workplace. Lunch provided.

Instructors: Mary Russell, MS and Sarah Mello, MA Cost: FREE, Open to RHD staff only Location: King Room at RHD
(Central Office

Transitioning From Peer to Supervisor
Thursday, February 3, 2011, 9:30 am-12:30 pm

RHDstaffonly | Join an exploration of the change in perspective and new skills required to make the critical shift from co-worker to supervi-
Free | sor. Participants will discuss the key role and relationship transitions needed, and will share strategies for handling these
changes thoughtfully and respectfully.

Instructors: Jameelah Bennet, MSW; Nafisah Daniels, RHD Citizen Advocate Coordinator Cost: FREE, Open to RHD staff
only Location: King Room at RHD Central Office

Performance Management: From Coaching Through Progressive Discipline
Wednesday, February 9, 2011, 9:30 am-3 pm

RHDstaffonly | Oneof the primary roles of a supervisor/manager is to assess, assist, and ensure the effective performance of all individuals

free | Who report to him or her and to promote growth and creativity among staff whenever possible. Participants in this course

Lunch provided | Will obtain tools for giving performance feedback constructively and implementing progressive discipline effectively, and
will practice these skills with “real life” scenarios. Lunch provided

Instructors: RHD Human Resources Staff Cost: FREE, Open to RHD staff only Location: King Room at RHD Central
Office

Employment Law
Wednesday, February 23,2011, 9:30 am-4:00 pm

RHDstaffonly | RHD empowers its supervisors to make employment decisions. One of the key things you need to know to make those
free | decisions is a fundamental understanding of state and federal employment statutes. This workshop will provide supervisors
Lunch provided | with an understanding of four key employment laws: the Civil Rights Act of 1964 (including sexual harassment), Americans
with Disabilities Act, Family and Medial Leave Act, and the Fair Labor Standards Act. This course is open to current

supervisors and managers only. Lunch provided.

Instructors: Human Resources Staff Cost: FREE, Open to RHD staff only Location: King Room at RHD Central Office
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Respect and
dignity

To help ensure
that the respect
for the dignity
and worth of
each individual
is upheld in our
programs, Mini-
versity offers a
values-based,
restraint-free
Crisis Prevention
and Intervention

curriculum.




Available
upon
request

man Resources
department,
including “Em-
ployment Law,”
and “Recruiting,
Interviewing and
Hiring” are avail-
able on-location
for RHD pro-
grams for groups
of 8 or more
supervisors and
managers (from
the same unit

or from several

units in the same

geographic

area). Please call
Roger Lenz (215-
951-0300, ext
3156) to sched-

ule.

MINI ‘SUPER’
SUPERVISQRBY, 5.5

This four-part series will cover key topics for current supervi-  take all four but would like to take some of the offerings,

sors focusing on self-assessment and practical application.

you must contact Greg Smiles at 215-951-0300.

Participants are required to pre-register by Oct.

4 with approval of their Unit Director. Because this

The series will be held and originate from RHD's Central

will be a live videoconference training, available slots are

[imited.

Office from the King Room on Nov. 3, 15, and 30 and from
the Mott Room on Nov. 22. Regional Units that would
like to participate via videoconference must contact

Participants are encouraged to register for all four programs  Greg Smiles by Oct. 4, 2010. There will be a limit of three

and take them in the order they are offered. If you cannot

video connections.

Part | - Supervisory Styles and the Use of Power
Wednesday, November 3,2010, 9:30 am-11:30 am

RHD staff only
Free

Seminar series
Videoconference

Prior to the seminar, participants will take a supervisory self-assessment that will identify the primary managerial style
they operate from. The seminar discussion will focus on the advantages and disadvantages of each style, how it relates to
RHD's supervisory philosophy, techniques to practice that will reinforce the desired style, and the use of power in supervi-
sion This seminar will include case study applications of values based supervision.

Instructors: Greg Smiles, MA and Bill Maroon, MSW  Cost: FREE, Open to RHD staff only Location: King Room at RHD
Central Office

Part Il - Supervisory Boundaries and Professionalism
Monday, November 15,2010, 9:30 am-11:00 am

RHD staff only
Free

Seminar series
Videoconference

The importance of professional boundaries between supervisors and staff is significant. A good supervisory relationship
is not cold and sterile, but issues of ethics and effectivemess demand that proper boundaries be maintained. From this
seminar participants will learn appropriate supervisory relationships, how to model appropriate professional relationships
and how to avoid ethical dilemmas as a supervisor.

Instructor: Jameelah Bennet, MSW Cost: FREE, Open to RHD staff only Location: King Room at RHD Central Office

Part Il - Resolving Conflict Positively
Monday, November 22,2010, 9:30 am-11 am

RHD staff only
Free

Seminar series
Videoconference

Conflict Management can be a chance to get to the heart of a problem, rather than only focusing on the surface or obvious
issues. Most conflicts have core causes and once those are addressed, conflict management becomes an option to choose
rather than run away from.This seminar provides techniques to assess analyze and resolve conflict in a manner that pro-
duces a positive solution for all involved. Participants will learn negotiation and mediation techniques. Participants are
required to complete a self assessment inventory prior to the seminar.

Instructor: Alicia Smith, MSW, LSW Cost: FREE, Open to RHD staff only Location: Mott Room at RHD Central Office

Part IV - The Art of Delegation
Tuesday, November 30,2010, 9:30 am-11 pm

RHD staff only
Free

Seminar series
Videoconference

Many managers remark that delegation is a difficult task and that it is quicker to do the task themselves; while others say
that they do not have the time to train someone. Yet the art of delegation is fundamental to a manager’s role. Delegation
can develop individuals, save time, motivate and improve team productivity. In this seminar participants will learn the
benefits of delegation, nine steps of delegation and a structure to delegate with confidence. Case application and personal
practice will be covered.

Instructor: Jameelah Bennet, MSW Cost: FREE, Open to RHD staff only Location: King Room at RHD Central Office
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SAFETY &

RISK MA

CPR and First Aid Certification

CPR and First Aid courses are held regularly on the second Friday of each month:
9 am-4 pm CPR/First Aid Certification; 9 am-1 pm CPR only; 1 pm-4 pm First Aid only

Opentoall
Certification

Upcoming Open CPR/FA Courses: Friday, September 10, 2010 | Friday, October 8, 2010 | Friday, November 12, 2010 | Friday,
December 10, 2010 | Friday, January 14, 2011 | Friday, February 11, 2011 | Classes may also be held at your site, as requested by the
unit. Please contact Mary Russell at 215-951-0300, ext. 3058 for more information.

Instructor: Lori Lancaster, American Red Cross Certified CPR/FA Instructor Costs: $65 Infant, Child and Adult CPR & FA;
$60 Adult CPR & FA; $37 FA Only; $37 Adult CPR only; $42 Infant, Child & Adult CPR only Note: Costs for RHD staff are
covered by journal entries from units; Non-RHD staff is required to pay by check. Please contact the Miniversity Registrar for

information on Equal Dollars rates. Location: Lucretia Mott Room at RHD Central Office.

Bloodborne Pathogens Instructor Training
Tuesday, September 28, 9:30 am-11:30 am

RHD staff only
Free

RHD programs are encouraged to send a representative from their staff to this course who will be able to conduct training
on this topic upon their return. This train-the-trainer module is designed to provide a basic understanding of blood borne
pathogens, common modes of their transmission, methods of prevention, and other pertinent information. This training
meets the requirements of the Occupational Safety and Health Administration’s (OSHA's) Blood Borne Pathogen Standard,
29 (FR 1910.1030.

Instructors: Robert Marsh, OSHA Certified Trainer, Gallagher Bassett Services, Inc., and Ruth Burnett, BSN, CRRN, CCM
& (DMS, Horizon Healthcare Consultants Cost: FREE, Open to RHD staff only Location: Maya Angelou Room at RHD
Central Office

Managing Suicidal Behavior
Managing Suicidal Behavior trainings are held on the third Friday of each month from 9:30 am-12:30 pm

Open to all

Upcoming Open Suicide Prevention/Intervention Trainings: Friday, September 17, 2010 | Friday, October 15, 2010 |
Friday, November 19, 2010 | Friday, December 17, 2011 | Friday, January 21, 2011 | Friday, February 18, 2011 | Classes may also be
held at your site, as requested by the unit. Please contact Mary Russell at 215-951-0300, extension 3058 for additional information.

This training will provide an overview to help you: define and identify the signs and symptoms of suicidal ideation, learn
how to conduct a basic risk assessment, create a safety plan, and review the RHD Protocol regarding critical incidents.

Instructors: Access Team Cost: FREE for RHD staff, $20 for Non-RHD staff Location: Lucretia Mott Room at RHD Cen-
tral Office

MANAGING 2
TRAINING 3
BEHAVIOR S
INSTRUCTOR £
CERTIFICATION
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Honesty and
trust

To help our man-
agers, supervi-
sors, and line
staff learn how
to build honesty
and trust in their
programs, Mini-
versity offers
courses in com-
munication skills
and conflict

management.
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Fill out informa-
Choose your
Select payment

Two

Mail to Traci Madi-
son, Registrar, at

4700 Wissahickon
Ave., Suite 126,

Philadelphia PA

19144. Or put in
Traci’s Central Office

mailbox.

QUESTIONS?
Contact Traci Madi-
son, Registrar, at

Enjoy your course!
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215-951-0300, ext.

Phone:

traci@rhd.org
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