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Welcometo Resources For Living®

We’re here foryou

ResourcesFor Living (RFL) is a series of confidential services that help employees and household membersbalance
the demands of work, life and personalissues.

Resources For Living trainings bring our experts to you
RFL does morethan provide you with services to help you balance work and life. We also offer trainingsto support
your staff. Each training is listed with:

e A briefdescription

e Training objectives

e Thelength ofthe training, if morethan one hour

Our trainings give participants basic, introductory information about workplace skills, wellness topics and RFL
services. These trainingsdon’treplace in-depth, specialized trainings.

Setting up a trainingis easy

Interested in scheduling atraining? Just submitacompleted request form to Seminarrequest@rfl.comor contact
your Account Executive. Quick tip: Requestors can download a copy of the request form and use the submit button
or can attach the completed request form and email it to Seminarrequest@rfl.com. Be prepared to share any
information that will be helpful, such as new policies or changesin your workplace. Your Account Executive can help
you decide which training best meets your team’s goals. When you request a training, please have this infor mation
on hand:

Topicrequested

Number of trainings

Date(s) and time(s) preferred

Site contact person’s name, phone and email address
Delivery site address

Anticipated number of participants and group demographics
Any special security/safety requirements

Lead time for training requests

To best serveyou, we ask for enough lead time to schedule your trainers. Delivery method and topic availability are
subjectto change. We appreciate your understanding. Werequest:

e 30days’notice for allstandard trainings

e 45days’notice forall RFL topicrecordings

e 60days’notice for Mental Health First Aid® and Talk Saves Lives™ trainings

Rescheduling a training

Between 7 and 30 days in advance of the training date, rescheduling a training will need to align with the timeframes
notedin “Lead time for training requests” outlined above.
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Cancellation policy

We understand thatunexpected eventsoccur. If you need to cancela training, please contact the Training
Departmentdirectly at Seminarrequest@rfl.com at least six business days before your scheduled training.
Cancellations within thiswindow may resultin a fee. Requests made to reschedule a training will be treated the same
as a cancellation if not providing the sufficient six business days’ notice. So, please speak with your Account
Executiveif you have any questionsregarding cancellationfees.

Please notethat cancelling or rescheduling any Mental Health First Aid” (MHFA) course willincur afee. Rescheduling
within 0-30 daysfrom the delivery date will incur a charge thatis 25% of the cost of the training. Cancellation that
occurs 15-30 days from the delivery date will incur a charge thatis 50% of the cost of the training. Cancellation 0-14
days from the scheduled delivery date will incur acharge of 100% of the cost of the training. Please discuss any
concerns aboutthis policy with your Account Executive. The Training Department will work with you to reschedule
the training.

Training communication

Our trainings work best with a group of 15-25 participants, as most trainings tend to be interactive and participation is
encouraged. Often, employers select topics they believe employees would find mostuseful. We suggest that you
advertise thetrainingsto all employees and create aregistration or sign-up sheet to allow for your team to follow-up
with employees prior to the scheduled training to provide friendly reminders of their attendance commitment.

30-minute trainings

Unless otherwise noted, most of our trainings lastone hour. If you would like to schedule a shorter training, please
consultour listof 30-minute trainings. Please note these trainings are best delivered face-to-face and your
organization willbe charged one hourof training.
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Training frequently asked questions

What are the top five requested topics from last year?

Mental health awareness in the workplace
Wellness for busy people

All work and no play-Avoiding bumout
Stress management

Dealing with job burnout

Whatis the lead timefor trainingrequests?
o RFL®topics—30days
o RFLtopicrecordings—45 days
e MentalHealth First Aid® and Talk Saves Lives™ trainings— 60 days

Can a one-hour training be reduced into a 30-minute presentation?

Wedon’trecommend reducing ascheduled delivery time. If an hour-longtraining istoo long, we suggest splitting
the training into multiple trainings or choosingatraining from our30-minute list.

Can we schedule back-to-back trainings?

Yes, you can schedule multiple trainings back-to-back. We recommend short, scheduled breaks for trainings
running more than three consecutive hours.

What is the maximum number of attendees allowed for trainings?
The maximum number of attendees depends on the training and delivery medium. If you have any specific
questions, please speak with your Account Executive.

e RFL:

- In-person trainings don’thave amaximumseat limit. However, it's recommended that theroom and
equipment supportthesize of the expected audience.

- Virtual RFL trainings hosted on RFL's WebEx platformhave a base limit of 50 seats. You havethe
ability to add more, up to a maximum of 200 total seats. Please note that any extra seats will come
with a fee.

® American Substance Abuse Professionals:

- Departmentof Transportation (DOT) Alcoholand Drug Awareness trainings— Thereisa 50 attendee
maximum within the service contract terms. More attendees may be added at a rate of $5 per
attendee/per hour.

e TheNational Council for Mental Wellbeing:

- Thereis a 30 attendee maximum for Mental Health First Aid® four and six hour onsite trainings.

- Thereis a 15 attendees minimum/25 attendee maximumfor the Mental Health First Aid’ four hour
virtualtraining.

- Thereis a 15 attendee minimum/maximumfor the Mental Health First Aid® six hour virtual training.

e TalkSaves Lives™ and Talk Saves Lives™ -An introductionto suicide preventionin the LGBTQ+ community

- TalkSaves Lives™ virtual trainings have a 5-attendee minimum/50-attendee maximum.

Do attendees get a certificate of completion?

There’s a certificate of completion available on the member website found under the Webinar section. Just click on
Webinar Library and there’sa hyperlink there that says Click hereto fill outa webinar certificate of
completion. The form can be populated by attendee with name, webinar topic and completiondate.
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Which trainings are only available in-person?

Mental Health First Aid® 4 hour course MMHA14004
Mental Health First Aid® 6 hour course MMHA14005

Which trainings are best delivered in-person?

Alcoholand drug-free workplace (employee) APD9001

Alcoholand drug-free workplace (supervisor) APDM10001

Bullying in the workplace APD9004

Domestic violence awareness ADL6001

Effective collaboration APD9010

Fighting the stigma of mentalillness AMHA14001

Managing violencein the workplace (employee) (90 min) APD9015
Managing violencein the workplace (supervisor) (2 hours) APDM10003
Mental health and suicide awareness at work (2 hours) AMHA 14010
Mental health awareness in the workplace AMHA 14002

Sexual harassment prevention (employee) (2hours) APD9035
Sexual harassment prevention (supervisor) (2 hours) APDM10018
Strengthening workrelationships-Teambuilding (90 min) APD9017
Supportingfamily members with mental health issues AMHA14003
Understanding harassment APD9039

All 30-minute trainings
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Orientations

Orientation (employee)
RFL1103

Comehear what RFL is all about and whatit offersyou. In today’s times we find ourselves having to do more with less
andtimeis in shortsupply. Let us help you juggle those work and life demands. Our services are confidential. You'll
learn about:

e Whatis RFL
e Wayswe can help
o \Web-based services

Orientation (supervisor)
RFL1105

Thistraining for supervisors discusses the RFL benéfits. It details who is eligible, how the process works,
confidentiality, what types of problems are often addressed and how to access benéfits. It also providesinformation
for supervisors on how to identify a troubled employee and walks them through the process of referring an employee
to RFL. Thistraining will offer:

e Guidanceon howto focuson managingan employee’s performanceissuesinstead of th eir personalissues
e Informationabout management consultations

e Facts to help support staff after traumatic workplace events

e WaysRFLcan helpemployees
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Adultcare

Adult care overview
LAC4001

Thistraining providesinformation about the various adult care options available.

Understanding adult care

Assessing your loved one’sneeds

Communicating with loved ones about changing care needs
Identifying care optionsandresources

Caregiving: Are youready?
LAC4002

Thistraining provides essentialinformation, supportand encouragementto caregivers of adult loved ones. It offers
practicaltips and advice on assessing your needs, discussing care arrangements and assisting with activities of daily

living.

Assessing the needs of your loved one

Discussing caregiving arrangements with your loved one
Assessing your own needs

Areyouready?
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Caregiving: Family meetings
LAC4016

Family meetings are an essential part of making certain that conflictis diminished among all of your family members.
Thistraining will cover preparing a family meeting, dividing responsibilities and factors thatimpact caregivers.

® Preparing afamily meeting

e Formatforan effective meeting

e Dividing responsibilities

e Factorsimpacting caregivers

Caregiving: Legal/financial
LAC4008

Whatare the critical legal and financialissues involvedin caring for an older loved one?
e Talking aboutcriticalissues
e Locating and organizing importantdocuments
e Executing or updatingimportantlegaldocuments (e.g., wills, trusts, advancedirectives,
guardianships/conservatorships)
e Findingan elder care attorney
e Planningforyourown future

Caregiving: Putting YOUin the equation
LAC4019

Thistraining addresses the challenge of caregiving and offers guidance for achievinga healthy balance. The session
will help you better identify priorities and achieve objectives.

e Caregiver challengesand rewards

Impactof stress on caregivers

Steps and strategies to help caregivers
Managing work while caring for your loved one
Taking care of yourself

Caregiving: Tips for living a healthy life
LAC4020

Thistraining providesinformation ontheimportance of taking care of yourself and simple tips for living a healthy life.
e Tipsforhealthy eating

Making exercise a priority

Recognizing andreducing stress

Theimportance of agood night's sleep

The power of positive thinking
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Caring foraloved one with Alzheimer’'s disease
LAC4011

Whatare the care optionsfor people with Alzheimer’s disease and other forms of dementia? This training explores
optionsand opportunitiesfor you asa caregiver.
e Understanding Alzheimer’s disease: signs, symptoms and stages
Day-to-day caregiving techniques
Financial assistance and insurance
Care options
Resourcesfor caregivers

Caring foraging loved ones
AAC4005

More and more of usfind ourselves caring for our parents or elderly loved ones. Join usto learn some of the basics.
Learn howto assess your loved one’s needs. Hear about how to make choices with your loved one. Gettipson when
and howto discuss your loved one’s needs as independence skills decline. We'llhelp you:

e Evaluateyourlovedone’sneeds

Findresourcesfor carein thehomeand community
Communicate with other family members

Evaluate your own level of responsibility

Involve yourloved onein decision making

Learn tips for long-distance caregiving

Communicating with older loved ones
LAC4025

Thistraining discusses how to communicate with older adults aboutimportant decisions such as health, housing,
financesand legal issues. We will go over starting the conversation, effective communication, dealing with denialand
more.

e Starting theconversation
e Effective communication
e Dealing with denial

e Critical conversations

Exploring housing alternatives for older adults
LAC4009

Thistraining explores housing options and care facilities for older adults.
e Assessingalovedone’sliving situation

Typesofhousing alternatives

Evaluating facilities

Communicating with aloved one about care options

Helpfulresources

Avoiding caregiver burnout

Page 14



Home safety for Alzheimer’s disease and related dementia
LAC4021

In thistraining, we'll look at the proactive stepsthat can be taken to create a dementia friendly homethat eases
caregiver stress and promotes more positive outcomes.

Look atthe homeinanew light

Understand dementiaand age related changes
Learn about main safety challenges

Explore strategies for home safety

Long-distance caregiving
LAC4005

Thistraining providesinformation onhow to assess the needs of an older loved one who does notlive nearby.
e Assessingyour loved one’s needs from afar

Understanding care options

Determining whether relocation is appropriate

Discussing care optionsand criticalissues with your loved one

Helpfulresources

Long-term careinsurance: Everything you need to know
LAC4014

At least 70 percentof people over age 65 will require some long-term care services at some pointin their lives. And,
contrary to what many people believe, Medicare and private health insurance programs do not pay for the majority of
long-term care services that most people need. Planning is essential for you to be able to get the care you might
need and save your assets and income for uses other than long-term care. This training provides a basic
understanding of long-term careinsurance, including:

e Understanding long-term care

Whatis long-term careinsurance?

Coverage and benefitchoices

Whatdoeslong-term careinsurance cost?

Designing coverage to meetyour needs

Buying long-term careinsurance

State partnership long-term careinsurance programs

Overview of Medicare and Medicaid
LAC4010

Thistraining provides a basic understanding of health insurance and government programs associated with adult
care.

Overview of Medicare
Eligibility for benefits
Medigap Insurance
Overview of Medicaid
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Parenting your parents: Reversedroles
LAC4022

The job of safety monitoring, health care, and legal/financialissues will leave you with a fair amount of stressand
anxiety. You will learn tips on managing a healthy relationship between you and your aging parents.

Planning ahead for retirement
AAC4006

Thistraining will help you list outthingsto consider for your retirement. We'll walk you through questions to
personalize your retirement decisions and give you some assessment tools. Participants will:

Explore attitudes and beliefs aboutretirement

Discuss components of a “psychological portfolio”

Review self-assessment tools

Learn aboutresources for “whole person” retirement planning

The sandwich generation
AAC4003

Feeling pulled at both ends? Caring for your childrenand your aging parents at the same time? Tired ? Stressed? This
training explores the challenges and complexities of multigenerational living, including:

e Understanding developmental tasks of middle age
e Takingcareofyourself

e Rulesfor multigenerationalliving

e launchingchildreninto adulthood

Thriving in your empty nest (NEW 2024)
AAC4002

Theempty nest is a natural “season of life” butit can bring real challenges and uneasiness on how to move forward.
Join usfor this training to discuss:

Thedefinition of “empty nest”

Why separation can be complex and painful

Howto prepare for dealing with an empty nest

Strategies on how to thrive when your childrenhave lefthome
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Child care and parenting

Adolescents atrisk
Lcc1018

Parents will learn aboutthe factors that contribute to at-risk behavior in adolescents and discover hands-on
parenting approaches.

Factors contributing to at-risk behaviors
Proactive, positive parenting

Prevention and coping tipsfor at-risk issues
Helpfulresources

Children and stress
LCC1033

Stress impacts children as young as 7 years old. How can we help children have a happier and more balanced
childhood?Thistraining outlines the causes and signs of stress. When should parents be alarmed?

Whatare thered flags to look for in our children

Discuss the symptoms of stress in children

Techniquesto help children on an everyday basis
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Communicating and resolving conflict with your teen
LCcc1017

Thistraining will provide parents with practical communication tips to improve yourconnectionwith your teen and
techniquesfor resolving conflicts.

Effective communicationtechniques
Spending enjoyable time together
Effective discipline
Conflictresolution

Dealing constructively with anger
When and whereto seek help

Helping our children achieve their dreams (NEW 2024)
LCC1002

During thistraining, participants will gain the knowledge to help empower our children with the tools to turn their
dreamsinto realities. We will focus on theimportance of fostering a supportive and non-judgmentalenvironment. It
will also aid parentsin the transition to becoming their child's coach to help them achieve their dreams.

Helping parents get their kids back to school safely
ACC1006

Getting your children back to schoolis an exciting time of year but safety remainsatop priority. With continued news
aboutpeer pressure, violence, health related issues, bullying, academic pressures and mental health concerns, a
parenthasto wonder “Howdo | keep my child safe?”. Join usfor this training and we will review:

e Theprimary concernsrelated to returning to school
e Waysto help parentsaddress their return to schoolworries and anxieties
e Steps to help kids feel safe going to school

Helping your child cope with a crisis
ACC1010

After a tragedy or crisis, you may feel helpless. If you're aparent, you have the added task of supporting your child.
Buthow do you explain acrisisto achild? How do you know what your child needs? This training seeks to answer
these questions. It will provide you with concrete tips for:

e Talkingto your child aboutatragedy

o Meeting your child’'sneeds, based on age

e Understanding your child’sreaction

e Helping your child cope

Keeping children safein an uncertainworld
LCC1012

Most parentsrealize the importance of discussing safety with their children, yet many don’tknow where to begin.
Tipson protecting children from abduction, abuse and school violence are presented.

Safety guidelinesfor parents

Safety tips for children

Prevention and awareness of abduction and abuse
Internetand television safety

Schoolviolence
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Kids and sports-How parents canbe good fans and role models (NEW 2024)
ACC1015

Sportsarea great outlet for children to learn, play and build key skills for life. How can you positively contribute to
your child’s experiencein sports? In this training, we will:

e Discuss the social, emotionaland physical benefits of sportsand how itimpacts your child

e Reviewthe roleadultsplay and the scope of influence

e Learnwhat beingagoodfan androle modelmeansandhowto develop agame plan for success

Moving your adult kids to financial and emotional independence
LCC1032

Thistraining will provideinformation and helpfulideas for parents to use to empower their young adult childrento
move toward financialand emotionalindependence.

Whatis “Adultescence?”

e Historicalchangesand statistics

e Common emotions of parents and children

e Tipsto getthem going emotionally and financially

Navigating decisions as a family (NEW 2024)
LCC1006

In thistraining, participants will learn how to navigate family decisions that will have a greatimpact on their loved
ones. In thisinteractive session, we will discuss the currentfamily decisions you may be facing, address your
concerns,and how to mitigate the potential negative impact these decisions may have on your family. You will gain
skills and resources to haveimportant conversations, build a network of support,and empoweryour children to
sharetheir thoughts and feelings duringa period of transition.

Parenting andrelationships
ACC1016

Having children can place a strain on your relationship with your partner. Buthaving agoodrelationship with your co-
parenthelps children grow to be healthy adults. Learn more about whatitmeansto have a good relationshipwith
your partner and co-parentin thistraining. We'll:

e Reviewthe qualities of a strong relationship

e Discuss howyour relationshipimpacts yourchild
e Examine common strugglesfor parents
e Providetipsto overcomehurdles

Parenting and technology: The internet, texting and social networks
LCC1031

Parents willlearn critical tips to protectand guide their children to promote positive online and networking
experiences.
e Learnthelanguage
Identify concernsandrisks
Learn strategies to increase safety online
Instant messaging, texting, social networking, chatrooms
Resourcesand monitoringsoftware
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Positive parenting during the school-aged years
LCC1009

Thistraining provides basic parenting strategies for school-aged children.
e Positive parenting strategies

Healthy habits

Effective communication

Promoting academic performance

Transitions

Powerful parenting (NEW 2024)
ACC1002

No oneever said parenting was easy. Each child’sneeds are uniquejustlike your parenting style. Sometimesit's
difficultto know where to begin. In this training, we will:

e Discuss the different types of parenting styles

e Review problematic behaviorsandtheten principles of powerful parenting

e Identify strategies to manage your emotionsin the moment

Raising childrenin a diverse world
LCC1025

Thistraining covershelping childrento be proud of their heritage, introducingchildren to other cultures, religions and
races, answering tough questions, protecting them fromdiscriminationand how to be agood role model.

Raising well balanced children
Lcc1028

Raising children to be responsible, well balanced individuals can be challenging. This training will provide practical
tips to help parentsfoster a healthy, positive foundation in their children.
e Self-esteem

Emotional, physicaland socialissues
Personaldiscipline

Healthy body image

Gender differences and challenges

Single parenting-Strategies and resources
ACC1012

Being aparentis difficult under any circumstances. If you’redoingitalone, it's even harder. Single-parent families
are morecommonthan ever. Thistraining will discuss how to manage the special challenges that come with raising a
child on your own. We’'llreview:

e Common single-parentchallenges
o Tipsforsingleparents
e Stress reduction and self-care techniques
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Supporting school-age children
ACC1005

Teachers, classmates, friends... when do you step in and when do you letyour child negotiate these relationships?
Learn ways to supportyour child through elementary school and intermediate school years. Par ticipants willget a
chanceto:

Review basic parenting assumptions

Learn about Erikson’s developmental stages
Explore survival skills

Gettips on parent-teacher conferences

Find outhow to recognize whenit'stime to get help

Teen sense-Healthy body, healthy mind (NEW 2024)
ACC1004

Parents desirefor their children to do wellin life and they strive to contribute to their developmentin a positive way.
Sometimesitcan be an uphill battle when thereis resistance in the relatio nship between the parentand teenager. In
this training, we will:

Discuss how to help your teen in areas of social interaction, confidence and self-esteem
Learn abouthealthy eating strategies
Exploretheimpacts of daily stress

Working parents—-Achieving balance
ACC1013

Career, family and children — can youreally haveit all? It's hard to juggle work and family. Sometimes, you might feel
pulledin different directions. The term “balance” mighteven cause you stress! Thistraining will review:

Time managementskills
Tipsfor saying “no”

Setting realistic expectations
Skills for self-care
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Daily life

Compassion fatigue
ADL6008

Taking care of othersis a noble calling. But caring for others might takeits tollon your well-being. When you
understand compassionfatigue, you can do something aboutit. This training will:

e Define compassion fatigue

e Letyoufindoutwhereyou stand

o Helpyouidentify self-care strategies

Domestic violence
ADL6001

Whatis domestic violence and who’s affected by it? What do you do if the victim decides to stay — or leave? Learn
more aboutthisissueand who it affects by attending this training. Participants will learn about:
e Whatconstitutesdomestic violence

e Thecycle ofviolence
e Tipsfor staying safe
e Waysto help others
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Healthy relationships
ADL6014

Friendships, family, romantic partners and colleagues — they’re allimportant peoplein our lives. But notall
relationships are healthy for us. Some people make us feel bad aboutourselves or keep usfrom achieving our goals.
So how do you choose healthy relationships? Attend this training to learn more. We'llreview:

e Whatgoesinto a healthy relationship
e Howto decideif your relationshipsare good for you
o Tipsfor dealing with conflict

Home improvement
LDL6002

Finding acompetentand reliable contractor is thefirst step to a successful and satisfying homeimprovement
project. Thistraining will offer tips in doing so.
e Homeimprovement professionals
Hiring acontractor
Checking references
Understanding paymentoptions
Getting awritten contract
Keeping records
Job completion checklist
Handling problems

LGBTQ+ awareness (90 min)
ADL6012

Diverse workplaces are productive workplaces. And diversity isabout more than race and religious differences. This
training willincrease participants’ knowledge of what it meansto be LGBTQ+ and whatit meansto bean ally. It will:
e Explorediversity,gender and sexual orientation
o Define LGBTQ+ termsandreview statistics
e Discuss theimportance ofinclusion for LGBTQ+ employees
e Providetoolsto supportapositive workplace

Managing in times of personal crisis
ADL6002

Because a crisis is unexpected, people tend to experience a period of feeling lost and confused. This training will help
you understand and manage this process. We'll walk through:

e Thedefinition of acrisis

e Thephysiological, cognitive,and psychological responsesto a crisis

e Howto copewith a crisis in healthy ways and find support
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Mindfulness
ADLG6019

You've probably heard the clichés - “Stop and smelltheroses” or “Bein the moment.” Butit's easier said than done.
Practicing the skill of mindfulness can help you reduce stress, feel better and improve your life. Participants will:

e Learnaboutthebenefits of mindfulness

e Understand the science behind mindfulness

e Findtipsto chooseamindfulness program

e Discover howto use mindfulnessin day-to-day life

Money andrelationships
ADL6011

On their own, money and relationships are complicated. Put the two together and things can get messy quickly. This
training focuses on helping youcommunicate with your partner about money so itcan be a strong areain your
relationship. Goals of thistraininginclude:

e Recognizingdifferencesin how participants and their partnershandle money
e Understanding how finances can impact relationships
® Learningtoolsto helpimprovefinancial relationships

Opioid awareness
APD6004

You've probably heard about the tragic deaths of celebrities from opioid overdoses. But did you know that opioid
misuse and addiction isa growing problem for everyday people? This training will provide participants with a basic
understanding of:

e Opioidsand whatthey do
e Opioidaddiction
e Guidelinesforopioid use

Organize your life
ADL6016

Areyou always losing things? Do you know where you've putimportant papers? Organization doesn’tcome naturally
to everyone.Buthaving yourthingsin order can help save you timeand energy. Attend this training to learn about:
e Thingsthatgetin theway of order

e Stepsto get organized
e Tipsto order your work and homelife

Planning your retirement lifestyle
LDL6007

Thistraining will help you plan for and enjoy a successful and fulfilling retirement. Participants will learn how to
discover their passions and preferences and access their expectations and those of their partner.

e Changetheway you think about “traditional” retirement planning

e Discover and pursueyour passions

e Achievepersonal goals with whatever financialresourcesyou have

® Learnhowto enjoy a successful retirement with our step-by-step guidelines
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Post-traumatic stress disorder awareness
ADL6023

You may have heard of post-traumatic stress disorder (PTSD). Buthow much do you know about this anxiety
disorder thathappensto some people after a distressing event? From first respondersto victims of crime, PTSD may
affect more peoplethan you think. This training lets participants:

e Discuss typicalresponsesto trauma

e Review PTSD symptoms, causes and treatments

e Discover ways to reduce your risk of developing PTSD
® Learnhowto supportsomeone with PTSD

Simplify your life
ADL6020

Between smartphones, constantinformation, home demands, work demands and lengthy to-do lists, it'seasy to get
overwhelmed with life. We're always plugged in. It's no wonder so many people feel stressed. By simplifying your life,
youremovedistractions so you can focus on what matters. This training will discuss:

e Howtorecognizethatmodern lifeis causing you stress

o  Why keeping things simple can help youfocuson whatyou love
e Waysto prioritize whatreally matters to you

e Tipsto simplify your life

The importance of connection-Addressing loneliness and isolation (NEW 2024)
ADL6018

Humansare wired for social connection, but we have become moreisolated over time. Social connection is essential
to our overall health and well-being. Join us for this session where we will:

e Define loneliness, isolation and connection
e Discuss how connectionhelpsour physicaland mental health
® Reviewways to increase interaction and connection with others

Unplug to recharge
ADL6021

Most of us use electronics and social media. And while it's hard to deny the advantages of technology, many havean
unhealthy attachmentto it. Feeling like you’'re caught up in the social media madness and need to recharge? This
training will talk about:

e Symptomsoftechnology bumout

Physicaland emotional effects of connection overload

How to begin adigital “detox”

The positives of unpluggingto recharge our bodies and minds
Steps to have a better balance
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Financial

Budgeting basics

LF7001

Learn aboutthe basics of budgeting and how to better manage your money. This training is designed to provide an
overview of basic strategies and vehicles. It does not provide specific financial or investment advice.

Determining financial priorities
Understanding the basics of budgeting
Reducing expenses

Recognizing debttrouble

Saving strategies

Building good credit and improving your creditscore
LF7010

Your creditreportand your credit score areincredibly important factors which influence how youborrow. This
training will review each of these factors individually and how youcan monitor and improve yourcredit records.
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Holiday budgeting
LF7011

We may have our budget under controlduringthe year, butat the holidaysit can get blown o utof control. This
training will help you avoid waking up on January 2nd thinking “how could | have spentthat much money”? This
motivational class teaches a skill set to keep the holidaysin balance.

® Learnhowtoreininyourspending atthe holidays withoutbeing seen asthe Grinch.

e Re-examineyourexpectationsof the holidaysto stay out of debt

® Learnabouttheart of giftgiving

Home buying: The best investment
LF7015

Thistraining explainsthe process of buying ahome and the preparation necessary for such amajorinvestment. We
will cover terminologyand share resources so you can make informeddecisions.

Investment basics
LF7002

Understanding investment basics helps ensure your money will be there when you need it. The training will
differentiate between saving and investing, identify the principles of investing and explain how to assess your
financial health. /t does notprovide specific financial or investmentadvice.

e Clarify the difference between saving and investing
Know how to assess your financial health
Understandrisk tolerance

Identify the parts of a financial plan

Know whatto ask yourself and your financial planner
Learn the ways your money can work for you
Understand the 5 basic principles of investing

Kids and money
LF7009

Thistraining covers how to teach children about money by looking at our own money values and how we
communicate aboutmoney. We will discuss setting goals, spending and saving strategies.
Understanding different money values

Goalsetting

Spending strategies

Saving strategies

Parentcommunication

Living off your paycheck
LF7012

Common sense, no-nonsense advice for making ends meet. This training will cover goal setting and how your
money beliefs can affect the way you save and spend.

e Howtoreducedebt

e Learnthe difference between “meatvs. gravy”

e Howtoincreaseyour wealth
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Managing your money in tough times
LF7013

For yearswe have heard thatif you follow sound financial practices and stick to a plan with asolid foundationyou wil
comeoutahead. Financial times today have changed not only therules, buthow we need to react in order to survive
tough financialtimes and still come outeven, if notahead.

® Learnnew waysto think
e |Implementnewactions

Overcoming debt
LF7008

Americansareincreasingly realizing that carrying too much debttoday can jeopar dize their financial future.
However, many also feel trapped by debt. This training willaddress the different types of debt and how to work
towards living adebt free life.

e Thedifference between good debtand bad debt
e Theimpactofinterest charges

e Managing yourspendinghabits

e (Creating good savingshabits

Planning your financial future
LF7007

Preparing for the future meanshaving financial resources to fall back on, while building wealth with savings and
investments. Many of us are not saving like we should. This training will discuss typical roadblocks to saving and how
to deal with them. It does not provide specific financial or investmentadvice.

e Understand your future needs
Howto be a saver

How to build your treasure chest
How to get outof debt
Theimportance ofinvesting

Preventing identity theft
LF7005

Thistraining providesinformation onidentity theftincluding preventionand coping tips.
e Howidentity theftoccurs

How to preventidentity theft

Immediate steps for victims

Resolving specific problems

Helpfulresources
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Retirement and estate planning
LF7004

Thistraining will provide strategies and tips on creating a successful retirementand estate plan.
e Assessing your currentfinancial situation

e Settingretirementgoals
e Sourcesofretirementincome
e Investmentbasics
e Estate planning basics: wills, trusts, advance directives
e Helpfulresources
Tax tips
LF7014

Thistraining will help you understand the secrets of reducing our taxable income, how to breakdown the federal tax
reporting system and remove the mystery of the tax return. You will learn how to use deductions and exemptionsto
reduce your taxes, discover simple changesto what you are already doing and the four strategiesto save tax dollars.

The importance of having a will
LF7006

You work hard and should make sure that your moneyand other assets end up where you wantthemto onceyou are
gone. Thistraining will help you understand the basic principles and important components of awill, in addition to
alternative options.

The psychology of money
LF7003

Thistraining will help you to understand why you spend, why yousave and what money meansto you. The
“neuroscience of money” isexplored and you will learn how to leverage your money value system to reach your
financial goals. Questions that will be exploredinclude:

e Howdo | determine my money belief system?

e Whatdoes money meanto my loved ones?
® Ismoney hurting or helping me reach my goals?
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Health and wellness

Adopting a healthy lifestyle
AHW8013C

Whatdoesit mean to be healthy? In thistraining, we'll review behaviors and beliefs that make up a healthy life,
including:

An overview of a healthy lifestyle

The basics of healthy eating

Therole of exercise

Thepower of sleep

How setting and reaching goals empowers usto live well

Al work and no play - Avoiding burnout
AHW8009

Being burned out means feeling empty, unmotivated and mentally exhausted. At this point, it's hard to see any hope
of positive change. Join usto learn aboutburnoutand how to bringmore normalcyback into your life. In thistraining,

we will:

Define burnoutand learn how it differs from stress
Identify the causes of burnoutand eventual outcomes
Exploretipsforavoiding and recovering fromburnout
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Benefiting from ergonomics
LHW8021

Ergonomicsisaboutaligning our workstations/sites/tasks with our bodies. This trainingexamines theimpact of poor
ergonomics on both the worker and the workplace and identifies common risk factors and types of injuries.
Participants will have an opportunity to identify problems with an office station set up and discuss common factory
issues. Thistraining will also offer suggestionsfor properly setting up an office station.

Body image
LHW8006

If your body image is somethingyou find yourself struggling with then this training will guide you throughtips and
toolsto overcomeyourissues and help you pivot towards a more positive bodyimage.

Brain health
AHWS8022

Do you havetroublerememberingwhere you putyour keys? Do you find yourself struggling to co ncentrate during
meetings? New research shows how taking care of our brains can help us with age-related issues and improve day-
to-day coping. Thistraining will:

e Examinewhy brain health isimportant

e Providetoolstoimprove brain health

e Offer resourcesfor futurereference

Breathe your way to a better life
AHW8004

Stress is everywhere and notall of ushave the time, money or energy for an extended vacation. In this training, we’ll
look at the little things we can do each day to reduce stress and breathe our way to a better life. We will review:

e Howstress impactsyour breathing

e Statistics on the stress and health connection

e Deep breathing and relaxation techniquesto boost yourhealth

Building in daily movement
LHWSO11

This program explores the benefits of exercise, the role of attitude and goals on success, the components of a well -
rounded workout, eating well and workouts that can be done during yourworkday.

Coping with anxiety
AHWS016

How do we tell the difference between normal feelings of stress and symptoms of anxiety? This training helps
participants understand different types of anxiety and providestoolsto notice signsin your own life or the life of
someonecloseto you. This training will review:

Anxiety disorders

Anxiety symptoms

How thoughts and actions contribute to anxiety
Treatmentand care of anxiety disorders
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Coping with personal loss
AHWS8002

Griefis caused by many types of losses — the loss of a loved one, a pet, a job, a lifestyle, a function. This training
helpsyou understand the grief process and find healthy ways of coping. We'llreview:

e Whatto expect after a loss

e Healthy coping skills

e Waysto help otherswho aregrieving
e Resources

Coping with stress, anxiety and trauma for first responders
AHW8028

A first responder’sjob comes with extraordinary demands. Without proper self-care these demands may lead to
issues like acute stress and anxiety. This training will discuss:

e Theuniquestressdynamicsin a first responder’sjob
e Stress, anxiety and traumasymptoms

e Signsofemotional distress

e Tipsforself-care

Creating good health through humor
AHWS8017

They say that “Laughter is the best medicine”. It certainly is a great way to boostyour well-being, improve your health
and enhance your mood. Thistraining willexplore:
e Definitionsand humor statistics

e Thephysicaland mental benefits of laughter

e Different theoriesand history of laughter

e laughtertherapies

e Tipsto incorporate humor and laughter intodaily life
Dealing with anger
AHW8012C

Anger isa powerful human emotion that has physical, psychological and interpersonal consequences. This training
exploresthese areas and providestipsto manage angry responses. We'llreview:

e Anger’sdefinition

e Responsesto anger

e Waysto identify anger

e Healthy waysto cope with anger
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Dealing with job burnout
AHW8005

Burnoutisauniqueform of job stress. Anditcan get in the way of a healthy, productive workplace. Butit's easier to
manage when you can see the signs. This training will provide basic information onhow to recognize and cope with
burnout. Thistrainingwill provide:
e Definition of burnout
Signsto recognize burnout
Prevention tips
Personal assessment questionsto measure burnout
Waysto cope with burnout

Depression in families
AHW8006

Whatis depression? Come learn the basics of what causes depression and how depression impacts a family. What
canyoudo if a family member is depressed? This training will discuss:

e Whatis depression

Symptomsof depression

How depression impacts families

Why families are important

How to care for a depressed family member
Waysto take care of yourself

Eating right on the run and on a budget
LHW8023

Weall make excusesfor eating junk or fast food. We'llreview real strategies for quick, inexpensive mealsthat are
good choicesfor our health and our wealth. Learn the basics of eating healthy within your financialmeansaswellas
when to select organicfoods.

Emotional eating
AHW8001

Sometimesit'shard to know whether you’re truly hungry or if you'refilling another need. This traininghelps you to
learn the difference between the body’s hunger and emotionalhunger. You'lllearn:

e Thedefinition of emotional eating

e Factorsthat trigger emotional eating
e Waysto identify your triggers
e Howto distinguish between physicaland emotionalhunger
e Howto eatinresponseto hunger rather than emotions
Happiness
AHW8026

Most people wantto be happy. Butmost people don’tknow they can make changesto gethappier. New research
shows you can train yourself to be happy. Participants will learn:

e Mythsabouthappiness
e Thescience behind happiness
e Skillsto get morejoyin life
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Harnessing your personal power (NEW 2024)
AHWS8015

Mental health in the workplaceis top of mind for everyone these days. While our understanding may change, it's
worth starting with the basics. Join usfor this training where we will:

e Exploreyourinspirationsand strengths

e Helpyoufind purposein everyday tasks

e Learnaboutdaily well-being strategies and how to keep moving forward

Increase wellbeing-One burst at a time (NEW 2024)
AHW8003

Life movesfast. Many of us struggle with adding healthy habits to our day or are too exhausted to even get started.
Join usfor this training where we will:

e Discuss whatis a burstand explain its benefits

e Learnabouthow ourthoughts contribute to success

e Explain stepsfor making an action plan and how to keep going

It's holiday time already?
AHWB8007

Theholidaysare painted as cheerfuland relaxing. So, why do we get so stressed? Let’s look at what contributes to
our stress and learn ways to reduce this level and truly enjoy those special occasions. Participants will:

e |learnto addressthe stress of the holidays
e Findways to makethe holidays more enjoyable
e Learntipsto manageholiday stress

Letting go of worry and anxiety
LHW8009

Thistraining isdesigned to help participants cope with anxiety.
Understanding anxiety

How anxiety affects you

Reducing anxiety

Signsof anxiety disorders

Men’s health 101
LHWS8018

Theleading causes of illness and death today are heartdisease, cancer and stroke. This training will focus on disease
specific to men and offer preventative steps to decrease risk and manage major health conditions.

e Riskfactors
® Routinescreenings
e Howto findadoctor
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New Year'sresolutions-How to make themand how to keep them!
AHW8008

Thistraining reviews why we make New Year’s resolutions and the most commonones. Can you guess? We will
unveil “resolution pitfalls” and offer arecipe for resolution success. We’'ll discuss:

e Whywe make New Year’s resolutions
e Common resolutions

e Resolution pitfalls

e Resolution successtips

Nutrition basics
AHWS8018

Do you wantto have ahealthier diet? This training can help. You willcome away with an understanding of the
nutritional needs weall have. You'll also receive information on:

e Waysto maintain healthy and balanced eating habits

e Developing an understanding of the different elements of nutrition
e Thepurposeofvitamins

e Healthyfoodchoices

Power of volunteering (NEW 2024)
LHW8022

In thistraining, participants will explore how volunteering benefits both individuals and organizations. Together, we
will discuss the physical, intellectual, and emotional benefits of volunteering. Participants will gain a deeper
understanding of both the personaland professional benefits of volunteering, as well as the resources to get started
in their own communities!

Suicide awareness
AHWS8014C

Thistraining is designed to enhance understanding of behaviorsand emotions experienced by the suicidal person. It
debunks commonmythsand provides suggestions on whatto look for and how to intervene when someoneis
suicidal. Participants will:

e Learnaboutsuiciderisk factors

Become aware of feelings and actions associated with suicide
Review common myths about suicide

Learn ways to help and intervene when there are concerns
Findinformation to help them cope with grief after suicide
Discover suicide prevention resources
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Taking sleep seriously
AHW8019

Howimportantis sleep? Withoutityou wouldn’t survive. Sleep is an essential part of daily life. It helpsusto stay
focused, remember things and keeps us energized and able to face the tasks of the day. This training looks at:
Whatis considered “normal” sleep

Thingsthat mightindicate a sleeping disorder

Lifestyle influences on sleep

Waysto increase your chances of getting agood night’s sleep

Whereto go for moreinformation

Time for you-Don’tbe part of the no vacation nation
AHWB8010

Did you know that more than half of Americans do notuse up all of their paid vacation time? Family obligations, work
responsibilities and other concerns getin the way buttaking vacations can do wondersfor one’s physical & mental
wellbeing, creativity and resiliency. Join usfor this training and we will:
e Reviewvacation-related statistics
Discuss how vacations supportphysicaland mental wellbeing
Explore vacation obstacles
Learn abouthow taking time off helps you to be your best self
Review vacation activities for your mind and body

Tobacco cessation-How to manage after you've quit tobacco
AHW8020

You’'ve decided to quitusing tobacco. Now what? This training provides an understanding of what to expect after
you’ve quitusing tobacco and tipsto help manage cravings. Learn:
e Informationaboutwhathappensin your body after quitting

o Tipsto makeit through thefirstfew days
e Waysto avoid weightgain
e Skillsto manage stress and irritability

Tobacco cessation-Quitting tobacco (2hours)
AHWS8011

Thistraining provides participants with an understandingof tobacco addiction. Participants will learn where they fall
on the quitting readiness scale. And they’llhave the chance to discuss differenttobacco cessation techniques.
Participants will:
e lLearnthe facts of tobacco use
Understand what motivates them to consider quitting
Identify how ready they areto make changes
Learn how to customize a training that has the best chance of success
Find outabouthelpfulresources
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Tobacco cessation: Thinking about quitting smoking?
AHWS8021

Thefirst step in quitting tobacco is making the decision to stop. But this often takes time and research for each
person. This training provides information about quitting tobacco use. Attendees will learn the many benefits of
quitting and will discover:

e Informationabouttobaccouse

e Waysto measure their readinessto quit

e (Cessation techniquesand approaches

e Tipsto finding the approach that works best for them

Understanding depression
AHW8025

Chancesare, you've experienced or known someone with depression. Buthow muchdo you know aboutit? This
training will:

e Increaseyour awareness of depression-related issues

e Discuss the stigma of mentalillness

® Review protective factorsfor depression

e Offer tipson howto supportsomeone with depression

Wellness for busy people
AHWS8027

Youjuggle alot — work, home, family and more. And you're still expected to make time for you! Sometimesit’s just
easier to go through thedrive thru or skip your workout. Buthow does thisimpact your overall stress and wellbeing?
You can’tcreate more hoursin the day, butyou can fit health into your busy schedule. This training will discuss:

Healthy choices and how they make you more productive

Tipsforeating well onthego

Waysto squeezein exercise

Tricksto relax

How to prioritize your health when everyone and everything else is a priority

Women’s health101
LHWS8019

Thistraining willfocus on women’s health issues. We will discuss the leading causes of disease and death in women
and educate on how to preventand manage major health conditions.

e Riskfactors
e Routinescreenings
e Preventativesteps to avoidillness
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Your healthy heart
LHW8020

Paying attention to your heart health is one of the best things you can do to improve your quality of life, increase

longevity andimprove overall health. In this training we will touch on the various terms and important factors you
needto knowto improve yourhearthealth.

e Riskfactors and measurementsof ahealthy heart
e Livingaheart healthy lifestyle
® Recognizing heartattacks and strokes
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Mental health awareness

Fighting the stigma of mentalillness

AMHA14001

Mentalillness is a widespread problem. But stigma prevents alot of people from seeking help. Thistraining will

discuss whatyou can do to help fight the stigma of mentalillness. We'llreview:

Thedefinition of stigma
Statistics of mental health issues
Myths about mental health
Waysyou can stamp out stigma
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Mental health and suicide awareness at work (2 hours)
AMHA14010

Mental health issues impactus all. Even if you’ve never had amentalillness, you’ve probably known someone who
has. Thistraining will help participants learn how to recognize and respond to mental health concernsin the
workplace. Thistraining will discuss:

Mental health stigma

Common misconceptions about mental health

How to recognize thatsomeone may have amental health concern
Waysto offer support

How to recognize and respond to suicide concerns

Thistrainingincludes up to three scenariosfor discussion and/orrole-playing. In additionto a scenario on suicide
risk, requestors can choose two additional scenarios for their presentationfrom the followinglist*:

Early signsof distress
Postpartum depression/anxiety
Anxiety

Depression

Panic attack

Domestic violence

*Please detail which two scenarios you want in your training request form

Mental health awarenessin the workplace
AMHA14002

You spend a lotof time at work with your colleagues. Butwhatdo you do when your co -worker seemsto havea
mental health issue? You don’thaveto be a trained therapist to make a difference. In this training, participants will

learn:

Mental health statistics in the workplace

Toolsto help someone with amental health issue
Howto have hard conversations

Waysto offer support
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Mental Health First Aid® - 4 hour* (On-site only)

(max 30 attendees)
MMHA14004

Mental Health First Aid (MHFA) at Work General Awarenesstraining is aunique opportunity thatteaches you howto
identify, understand and respond to signs and symptoms of mental health and substance use challenges you may
encounter in the workplace. During thisfour-hourtraining, you’ll learn:

e Thepurposeandrole of Mental Health First Aid along with the impacts of mental health challengesand
recovery on well-being of adultsin the workplace

e Howtorecognizethe signsand symptoms of mental health challenges and how they impactthe workplace

e Thefive step Mental Health First Aid Action Plan (ALGEE)

e Appropriate methods of self-care

*Additional charges for this training apply. Please contact your Account Executive for more details.
Rescheduling a training within0-30 days from the delivery date willincur a charge thatis25% of the cost of the
training. Please note thatcancellation of thistraining, within 15-30 days of the delivery date, willincura charge
that is 50% of the cost of the training. Cancellation of this training, within0-14 days from the scheduled delivery
date, willincur a charge of 100% of the cost of the training. Please note that virtual trainings presented by RFL’s
vendor partner, The National Councilfor Mental Wellbeing, arehosted on the vendor’s webinar platform.

Mental Health First Aid® -4 hour virtual**

(min 15 attendees/max 25 attendees)
MMHA14008

Mental Health First Aid (MHFA) at Work General Awareness training isaunique opportunity that teachesyou how to
identify, understand and respond to signs and symptoms of mental health and substance use challenges you may
encounter in the workplace. During this four-hourtraining, you’ll learn:
e Thepurposeandrole of Mental Health First Aid along with the impacts of mental health challengesand
recovery on well-being of adultsin the workplace
How to recognize the signs and symptoms of mental health challenges and how they impact the workplace
Thefive step Mental Health First Aid Action Plan (ALGEE)
e Appropriate methods of self-care

**Additional charges for this training apply. Please contact your Account Executive for more details.
Rescheduling a training within0-30 days from the delivery date willincur a charge thatis25% of the cost of the
training. Please note thatcancellation of thistraining, within 15-30 days of the delivery date, willincur a charge
thatis 50% of the costof the training. Cancellation of this training, within 0-14 days from the scheduled delivery
date, willincur a charge of 100% of the cost of the training. Please note that virtual trainings presented by RFL’s
vendor partner, The National Council for Mental Wellbeing, are hosted on the vendor’s webinar platform.
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Mental Health First Aid® - 6 hour*** (On-site only)

(max 30 attendees)
MMHA14005

Mental Health First Aid (MHFA)is an interactive, skills-based training program that teaches you and your team how
to identify, understand and respond to signs and symptoms of mental health and substance use challenges. You'll
build skills and confidence you need to reach outand provide initial support to a colleague who’s struggling. During
this training, you will learn:

e Thepurposeandrole of Mental Health First Aid along with the impacts of mental health challengesand
recovery on well-being of adultsin the workplace

e Theprinciplesof safety and privacy in the workplace

e Howtorecognizethe signsand symptomsof mental health challenges and evaluate the impact of early
intervention

e Howto apply thefive steps of the Mental Health First Aid Action Plan (ALGEE) when a person shows early and
critical signs of a mental health challenge.

e Appropriate methods of self-care for crisisand non-crisis situations

Thistraining requires that attendees complete 2 hours of online self-paced work before attending the virtual
component. Trainingmaterials for this pre-work will be sent electronically to attendees before the live virtual training.

*** Additional chargesfor this training apply. Please contact your Account Executive for more details.
Rescheduling a training within0-30 days from the delivery date willincur a charge thatis25% of the cost of the
training. Please note thatcancellation of thistraining, within 15-30 days of the delivery date, willincura charge
that is 50% of the cost of the training. Cancellation of this training, within0-14 days from the scheduled delivery
date, willincur a charge of 100% of the cost of the training. Please note that virtual trainings presented by RFL’s
vendor partner, The National Councilfor Mental Wellbeing, are hosted on the vendor’s webinar platform.

Mental Health First Aid® -6 hour virtual'

(min/max15 attendees)
MMHA14007

Mental Health First Aid (MHFA)is an interactive, skills-based training program that teaches you and your team how
to identify, understand and respond to signs and symptoms of mental health and substance use challenges. You'll
build skills and confidence you need to reach out and provideinitial support to a colleague who’s struggling. During
this training, you will learn:
e Thepurposeandrole of Mental Health First Aid along with the impacts of mental health challengesand
recovery on well-being of adultsin the workplace
Theprinciples of safety and privacy in the workplace
How to recognize the signs and symptoms of mental health challenges and evaluate the impact of early
intervention
e Howto apply thefive steps of the Mental Health First Aid Action Plan (ALGEE) when a person shows early and
critical signs of a mental health challenge.
e Appropriate methods of self-care for crisisand non-crisis situations

Thistraining requires that attendees complete 2 hours of online self-paced work before attending the virtual
component. Trainingmaterials for this pre-work will be sent electronically to attendees before the live virtual training.

tAdditional charges for thistraining apply. Please contact your Account Executive for more details.
Rescheduling a training within0-30 days from the delivery date willincur a charge thatis25% of the cost of the
training. Please note thatcancellation of thistraining, within 15-30 days of the delivery date, willincur a charge
thatis 50% of the costof the training. Cancellation of this training, within0-14 days from the scheduled delivery
date, willincur a charge of 100% of the cost of the training. Please note that virtual trainings presented by RFL’s
vendor partner, The National Council for Mental Wellbeing, are hosted on the vendor’s webinar platform.
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Supporting family members with mental health issues
AMHA14003

Do you have a family member with a mental health problem? What can you do to support them butalso take care of
yourself? Thistraining is notdesigned to provide specific diagnosticinformationor help identify mental health issues.
Butit will give participantstools to cope with the strain of helping aloved one with mentalillness. We'lldiscuss:

e Thedefinition of mentalillness

e Theimpactofmentalillnesson families

e Tipsto supportothers

e Waysto copewith a mental health crisis

e Toolsforself-care
Talk Saves Lives™*
(min 5 attendees/max 50 attendees virtual)
TSL14006

Many of ushave been touched by suicide in some way, shape or form. It starts with understanding suicide and
knowing the warning signs. The Talk Saves Lives~training developed by the American Foundationfor Suicide
Prevention ishereto help. Participants will gain an understanding of:

Thefacts aboutsuicide

Those affected by suicide
Theresearch on prevention
How to recognize and respond to suicide concerns

*This course isoffered in conjunction withthe AFSP. Availability is limited. Please contact your Account
Executive for details on scheduling availability and lead time. Please note, due to the nature of the content
customizations and recordings are not available for this training. Talk SavesLives trainings are hosted on the
RFL’s virtual platform.

Talk Saves Lives™: An introduction to suicide preventionin the LGBTQ+
community** (90 min)

(min 5 attendees/max 50 attendees virtual)
TSL14011

Weall havearoleto play in preventing suicide, and those in the LGBTQ community may face additional challenges
and barriersto help because of discriminatory factors. This programinforms people of the best ways to provide
caring and supportto those who need it. In this module, Talk Saves Lives™: An Introductionto Suicide Preventionin
the LGBTQ+ Community gives participants essential and lifesaving understanding of topicsincluding:

e Suiciderisk andits unique considerationsin LGBTQ+ communities
Recognizing suiciderisk factorsand warning signsfor LGBTQ+ people
Protective factors that can help lower the suicide rate

Thelatest research related to LGBTQ+ suicide prevention

How to seek and offer supportfor yourself or others

Crisis resources and services for the LGBTQ+ community

What communities can do to support LGBTQ+ people

**This course isoffered in conjunction withthe AFSP. Availabhilityiis limited. Please contact your Account
Executive for details on scheduling availability and lead time. Please note, due to the nature of the content
customizations and recordings are not available for this training. Talk SavesLives trainings are hosted on the
RFL’s virtual platform.
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Personalimprovement

Assertiveness
API11001

Assertiveness doesn’t come naturally to everyone. Many people avoid potential conflicts. But most of us aim to solve
problemsand getthe best results. This presentation can help participantslearn:

e Thedifferences between assertiveness, aggressiveness and passiveness

e Why assertivenesshelpseveryone

e Waysto becomemoreassertive

Becoming a better you
API11018

Personal growth isimportant. Itcan lead to new and fun experiences. Anditcan open doorsto success. Butwhatdo
you do when you feel “stuck”? This training will review:

e Barrierstoimprovement

e Howtocommitto yourgoals

e Waysto becomeabetter version of yourself
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Change mastery
API11004

Thistraining explorestheimpact of change and our responseto it. Take a brief personalinventoryto see how change
may affect youin the nextyear. Do you tend to be proactive or reactive? Do your beliefs limit or empower you? Come
and learn positive strategies to cope with change. Discover how you can handle change successfully. We'llreview:

e Theimpactofchange (personalinventory exercise)
Personal strategies when facing change

Phases of transition

Proactive vs. reactiveresponseto change

Change hardiness (resilience)

Communication skills
API11002

Do you know your communication style? Do you know what goesinto a successful message? This training willhelp
you overcome barriers to effective communicationand will provide tips to improve your communication skills. This
training will review:

e Communication styles
Thecommunication process
Guidelines for effective communication
Barriersto effective communication
Tipsfor successful communication

Creating a healthy work and home relationship
API11021

Thistraining helps you consider the multiplerolesyou play in life. You’'llexplore how much time you spend onthese
roles and how this works for you. Do you wish you had more time for other pursuits? This trainingwill help you:

e Identify theimportantprioritiesin your life

e Determineif your life givesyou the balance you seek

e Learnstrategies to create more balance and harmonyin your life

e Create a planforchange

Don’t wait until Monday-Get motivated now (NEW 2024)
API11023

Feeling stuck? Notknowing where or how to begin? It happensto all of us. We just need some strategies to get
moving. Join us for thistraining to:

e Understand motivationand procrastination

e Learndifferent typesof motivation

e Gettips for getting started

o Makechanges, create new habits and stay motivated
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Emotionalintelligence
API1017

People with high emotionalintelligence tend to have stronger relationships and bounce back more easily after
negative life events. This training provides participants with some tools to improve their emotionalintelligence.
Attendees willhave achanceto:

e Define emotionalintelligence

e Understandtheir feelings and the feelings of others

e Developtoolsto cope with feelings

Goal setting for life and work
API11006

Do you wantto achieve morein allareas of your life? You can improve your performance, enhance motivation and
increase your self-confidence by setting and achieving your goals. This training willincrease your pride and
satisfaction by:

e Teachingyou effective goal setting skills

e Helping youto recognize barriersto goalachievement

e Havingyou establish appropriate and realistic goalsin the context of your liferoles

How to boost your self-confidence
LPI11001

Thistraining willoutline why confidenceis so importantand how to continue feeling strong and empowered. We will
have an interactive, engaging conversation that will help you feelmore confidentboth atwork and athome.

Impact of gratitude
API11009

Whatare you thankfulfor? Accordingto currentresearch, gratitude is strongly associated with happiness. You feel
good aboutsomething and in turn your appreciation makes someone else feel good aswell. So, how do we bring
more gratitude into our life? In thistraining, you willlearn about:

Thedefinition, impacts andimportance of gratitude

e Howgratitude affects the body and mind

e Howto expressgratitudein your lifeandinto the lives of others
e Incorporating gratitude exercisesin your life

Improving your memory*
API11020
Do you forget dates and names? Do you wish you could remember more? Simple memory problems can be common

for everyone. Join thistraining to find out:
e Howyourmemoryworks

e Whywetend to forgetthings
e Waysto improveyourmemory

*The material in this training is notintended for those diagnosed with cognitive loss orimpairment.
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Learning to embrace failure
API11019

Let's face it —failing often feels bad. It can bring up all kinds of insecurities. Butavoiding failure may lead to a lack of
growth. Failing can be good for you — personally and professionally. This training will discuss:

e Why peopleare afraid of failure

e Howfailurecan help you

e Waysto embrace failure and gain more success

Managing emotions under pressure
API11003

Self-regulation isa valuable tool that can help us manage our stress and other feelings. This training will provide
information onthe concept of self-regulation while introducing the physical and emotional effects of being under
pressure. Participants will learn toolsto:

e Understand the definition for self-regulation

Understand effects of being pressured

Learn to communicate effectively when under pressure
Implementaplan to relieve pressure

Find life balance

Managing our emotions during times of uncertainty
API11014

Now, morethan ever, many of us are feeling surrounded by a sense of uncertainty. Whether itconcerns global
issues, the economy, finances, health or relationships, much of whatliesahead in life remainsuncertain. While these
items are outside of our control, our mindsetis key to coping with difficult circumstances and being able to
confidently face the unknown. Join usfor this training where we will:

e Discuss typesof responses during difficult situations

e Understand theimpactof stress and uncertainty on ouremotions

e |dentify and develop coping strategies for managing emotions and emotional regulation
e Discuss tips on creating aplan

Managing the difficultinteraction (90 min)
API11008

Thistraining discusses ways to manage a difficultinteraction whether at your workplace or athome. We'll discuss:
e How perception influencesourbehavior
e Optionsfor handling adifficultencounter
e Skill-building techniques

Managing work and life
LPI1016

Thistraining provides strategies to successfully manage your work and personal responsibilities.
e Causes of work/life stress
e Assessing goalsand priorities
e Managing personal/family responsibilities
® Managingresponsibilitieson the job
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No excuses! Getting beyond the ifs and buts in life
API11010

Making excusesis a natural human response. While some excuses might appear harmless, the truth isthat every
excuse takes you away from reaching your full potential. How can you stop makingexcuses and live your bestlife? In
this training, we will:

e Explorethe mostcommontypesof excusesand why we use them

e Understandthe cycle of excuse making

e |learnabouttheimpactto ourlives

e Discover tips on howto break the excuse habit

Overcoming procrastination
LPI11015

Help overcome procrastination and become more motivated and productive. This training covers commonreasons
for procrastination and offers advice for overcomingit.

e Howwe procrastinate

e Reasonsforandtheimpactof procrastination

® Practical tips on overcoming procrastination

Perils of procrastination and perfectionism (NEW 2024)
API11024

Is there a project you know you should startbut can’t just seem to get started? Perhaps you heard the expression “Do
it rightordon’tdoitat all”. Thisback and forth can create increased anxiety and stress which further complicates the
problem. Thistraining will:

e Explorethedefinitionsand rootcauses of procrastinationand perfectionism

e Discuss mythsandtruthsbehind thisdynamic

o Reviewtips to tame procrastination and perfectionism

Planning, prioritizing and organizing your time
LPH1018

Timemanagementand organizational skills are critical to successfully balancing work, life and family. You will learn
strategies and tips for organizing and managing that willmake a critical difference in the quality of your work and life.
e Planning, prioritizingand organizingyourtime
o (Goalsetting
e Helpfulresources

Resilience
API11013

Have you ever noticed how some people seem to bounce back from negative life events? What enables them to
adapt so well? Resilienceis the quality that helps people get back up after life knocks them down. This training will
discuss:

e Thefactorsof resilience
e Qualities of resilientpeople
e Skillsto build resilience
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Resiliency: Bounce back stronger
LPI11017

No matter what life throws at us, we can always learn tips and techniques to use daily to become moreresilient. You
will leave feeling empowered with the knowledge of what steps to take to become moreresilient.

Self-care: Theimportance of saying “no”
API11022

Why do we feel pressuredinto saying yes? This can come from friends, family, co -workers and even strangers. In this
training, we will explore why we say yesor no and the impactthat can have on our lives. This training willdiscuss:

e Thereasonswe say “yes”

e Theimportanceof saying “no”

e Tipsonsaying “no”in differentareas of your life

e Howto set healthy boundariesasaform of self-care

Stress management
API11011

Thisone-hour introductionto stress managementisfor those interested in learning more about managing stressin
daily life. The presentation includes a brief stress reliever exercise. Areasdiscussed include:

e Defining stress and the stress response

e Improving the ability to recognize and identify personal stress symptoms

e Understanding how thoughtsand actions contribute to the stressresponse

e Managing stress more effectively through improved evaluation and self-care

Stress managementand achieving balance at work and home (2 hours)
APH1012

Thistraining isdivided into two parts. Part one focuses on stress and distress. The focusis on recognizing and
reducing life stress. Part two focuses on life balance. Handouts will be used to help attendees consider where their
time and energy is focused. Suggestions will be given on how to create a healthy, life balance. We'll help participants:

Redefine stress

Recognize their personal stressresponses
Identify prioritiesin their lives

Determineif their prioritiesarein balance
Create morebalancein their lives

Manage stress more effectively

The art of small talk
API11007

Find yourself at business meetings with little to say? How about social gatherings? Areyou the one standing in the
corner with the plant? This training will help you to develop the art of small talk so that you can increase your comfort
level. Participants will:

e Learn conversation builders

e Recognize conversation stoppers

e Increase comfortlevelsin social situations
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The power of positive thinking
API11016

Is the glass half-full or half-empty? Did you do well on that project because you worked hard or because your boss
went easy on you? Positive thinking helps youfeelempowered and improves self -esteem. We'llhelp attendees:

e |dentify whether they are positive or negative thinkers

e Examinetheimportance of positive thinking

e |Learnways to becomea positive thinker

Winning your way to success
API11015

Everyonelovesto win buthow doeswinningfitinto youroverall concept of success? This training willgive you the
opportunity to redefine successin a way that worksfor you on your own terms. We willreview:

o Themythsofwinning andlosing

e Howtochangethe message of success

e Redefining success andrethinking failure

o Tipsto help plan and shape the path to success
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Professionaldevelopment

Alcohol and drug-free workplace (employee)
APD9001

Thisawareness training is best for employersthathave a drug-free workplace policy or companies considering
implementing such apolicy. Atthe end of the training, employees will be aware of the dangers of alcoholand drug
abuse. Thistraining reviews:
e Therequirements of their drug-free workplace policy
Theprevalence of alcoholand drug abuse and itsimpacton the workplace
How to recognize the link between poor performance and alcoholand/or drug abuse
The progression of the disease of alcohol and drug addiction
Whattypes of assistance may be available

Approaches to decision making
APD9012

Staffing resourcesare limited, time is shortand you must do more with less — so how do you getthatjob done? Look
for simple answers first before searching for complicated ones. But, will the simple answers work the next time? Join
us as we review problem-solving techniques that give new meaning to “thinking outside of the box.” Participants will
get a chanceto discover howto:

® Reviewdecision levels
Plan for decision making
Define consensus
Develop a team approach
Solve problemscreatively
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Building successful teams
APD9021C

Thisone hour training focuses on the four stages of team developmentand key ingredientsthatmake up a
successful team. The story of the geese will be used to consider waysto enhance team unity and support. We'llhelp
participants:

e Understand team developmentissues

e Consider wheretheirteamis at in terms of developmentand its chance of success

e Increase understanding and use of team building techniques

Bullying in the workplace
APD9004

Workplace bullying can create poor morale, physicalillness and splitting of teams. Butthrough awareness and
education, workplaces can build abully-free environment. This training will review:
e Definition of bullying

Statistics

Typesof bullying
Signsofbullying

What bullied targets can do
What coworkerscan do

Business etiquette
LPD9001

Business etiquetteis a practical and profitable social skill that plays an importantrolein career success, building
better relationshipsandincreasing professionalism. With workplace civility, employees thrive in a positive
environmentwhereall are treated with courtesy andrespectand are able to focuson their work. This training
provides valuable guidance on business etiquette in the workplace.

Understand why etiquette matters

e Strategies for building productive relationships and increasing workplace courtesy
e Common etiquette challengesin the workplace

e Best practicesandresources

Call center stress management
LPD9003

Thistraining providesinformation to help you better understandcall center stress and offers strategies to help you
successfully manageit.
e Define stress
Examine causes of stress
Learn howto recognize your stress signals
Understand specific call center stressors
Learn stress managementtechniques
Discover mind/bodyrelaxation techniques
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Coping with change in uncertaintimes
LPD9011

The world as we know itis changing and adapting can be difficult. This training can help you understandand cope
with change.

e Understand changeand how itaffects you
® Reducethestress associated with change
e Strategies to successfully adapt to change

Coping with job loss
APD9007

For companies who are downsizing, this training provides practical tips for employees adjusting to changesin the
workplace and coping with job loss. We'll provide participants with tips to help them:
e Adjustto changesin their jobs
Communicate with their families
Manage stress
Seek career counseling and search forajob
Find helpfulresources

Coping with organizational change (90 min)
APD9029

In today’s organizations, changeistherule rather than the exception. Reorganization, downsizing, mergers,
takeovers, rapid growth and new technology are amongthe major changes. The purpose of this trainingisto
highlight practicaland proven methods for coping with organizational change. We'lldiscuss:

Low-and high-magnitude organizational change

Personalimpactof change

Theseven stages of change

Copingskillsfor workand home

Coping with seriousillnessin the workplace
LPD9004

Thistraining isdesigned to assist those who are coping with the chronic or life-threatening illness of a coworker,
friend or family member. We will discuss common responses, changes that can be expected, supportive resources
and practical strategies to help.

Coping with shift work
APD9030

Theunique demands of shift work affect employees personally and professionally. Conflicts can arise between
balancing work and family. And these may impactjob productivity. This training will focus on identifying resources to
help create successful strategies to effectively respond to the demands of shift work. This training will review:

e Typesofshift work stress

o Howto identify shift work stress and its impact

e Personalstrategies for managing shiftwork stress
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Creating a positive workplace (employee)
APD9031

Negativity can have a significantimpacton aworkplace’s performance and productivity. This training will look at the
two types of negativity found in the workplace and some common causes. Participants will also walk away from this
training with practical solutionsto help promote a more positive work environment. We'll discuss:

e Thetwo types of negativity

e Common reasons negativity occursin the workplace
o Waysnegativity impactsthe workplace

e Solutionsfor creating amore positive workplace

Disability inclusion in the workplace
LPD9047

Thistraining isa deep diveinto theimportance of having an inclusive work environment and best practices on how to
be more aware. During this training, we will do a review of the Americans with Disabilities Act (ADA) as well as havea
facilitated discussion of ways to foster inclusivity in the workplace.

Diversity
APD9009
Joinusas we define culture and diversity. Answer our quiz to see how savvy you arein diversity issues. Do you know

common ethnic and cultural stumblingblocks? Learn why companies are celebrating diversity! This training will
discuss:

e Culture

e Diversity defined

e Ethnicand culturalstumbling blocks
e Whydiversity matters

Effective collaboration
APD9010

Joinusas we look at the challenges of collaborationand ways to make teams work well together. We'lllook athow to
effectively communicate and learn how to manage the collaborative process. Participants will learn abouthow to:

e Managethecollaborative process
e |dentify barriersto collaboration and communication
e Qvercomebarriers

Effective communication atwork
APD9027C

Communication isavital part of a successful organization. This presentation reviews the different types of
communication used in the workplace and suggests how to be effective in each form. Itincludes: face-to-face
communication, meetings, written, electronic (email, instant messaging) and telephonic (voicemail) communication.
We'lldiscuss:

e Methodsof communicationused in the workplace

e Do’sanddon’ts of workplace communication

e Effectivenessof workplace communication
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Emotionalintelligence to improve relationships
LPI11014

Thistraining (based upon Daniel Goleman’s work) identifies the 4 components of emotional awareness. It will help
identify the range of emotions and how they affect both work and homerelationships.

e Define the 4 major aspects of emotionalintelligence

e Discuss the applicationsin the business setting

e Discuss the applicationsin your personalrelationships
e Focusonyourtargetareas

Etiquette in the workplace
APD9024C

Do you ever wonder how your workplace behavior affects others? Are you ever concerned youmay present yourself
in a way you don’tintend? Understanding workplace etiquette is a must. It can affect your work relationships as well
as how managers perceive you and your abilities. In this training, you will learn:

e Thebasics of workplace etiquette

e Etiquettetips for different areas of the work environment

e Thelittle thingsthat impactyourimagein the workplace

Is leadership in your next step?
LPD9012

Advancing to aleadership position may seem like a daunting task—butitis easier with a plan. This training will
provide key elements of leadership, along with tips and skills you can use to develop aleadership plan.

e Whatis developmentplanning?

Defining leadership and executive presence
Is aleadership rolerightfor you?

Building yourdevelopmentplan

Workingit

Learning about your conflict managementstyle (90 min)
APD9006

When confronted with a conflictin the workplace there are several ways a person mighthandle the situation. One
might “take the bull by the horns” and meet others head-on with the facts. One could wait it out and see if the
problem resolvesitself or is resolved by others. One mightfocus on short-term gainsin an effortto appease the
conflicting parties or attempt to splitthe difference. Or one could take the time to engineer a “win-win” scenario that
would balance the needs of all interested parties. Learning more aboutthe personal styles used to deal with conflict
situations can help you handle conflict more effectively. We'llhelp participants:

e |dentify their personal approachesto conflict

e |Learnto identify the conflictmanagementstyle of others

e Discuss how to use this information to improve conflict management skills
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Managing a difficult customer (90 min)
APD9013

Argumentative? Demanding? Angry? In thistraining, we’ll explore how to deal with challenging customers. We
exploretherole of perception in shaping a customer's behavioranditsimpacton you asan employee. Throughout
the training, attendees will:

e Gaininsightinto the nature of difficult customers and how it can affect your own well-being

e Learn effective strategies to navigate challenging customer interactions

e Discuss self-care to maintain emotional balance while providing excellent service

Managing difficult calls
APD9040

Business professionals face all kinds of challenges, including at times managing unhappy clients or customers.
Dealing with difficult calls is never an easy task. Maintaining your composure among other skillsisimportantin
ensuring adifficult caller turnsinto a satisfied customer. Join thistraining as we:

e Understand theimpact of difficult calls

e Discuss howto stay professional

e |dentify waysto carefor yourself

Managing strong emotions for employees
LPD9015

Strong emotionsareinevitable. Thistraining goes beyondidentifyingemotions to help us manage and control
ourselves when all of our buttons have been pushed. We need real strategies to enable usto say and do the right
thing. We will share state-of-the-art techniques that will ensure you willkeep your cool.

Managing violence in the workplace (employee) (90 min)
APD9015

In thistraining, we’ll examine the employee’srole and responsibility in managing workplace violence. The training
also gives employeesthe resourcesto assist them in dealing with a troubled coworker or situation. We’'ll discuss:

How violencein the workplaceis defined

Your role and responsibility in avoiding workplace violence

What workplace violence costs your company and its employees
Whatcontributesto workplace violence and how to detect the potentialfor it
Resourcesto reportatroubled employee or situation

Networking for the network challenged
LPD9030

During this training you will learn why networkingis key to your career success and how to make networking a
stress-free, fear-free, career-boosting process. You willlearn how to assess and expand your network, how to begin
a structured networking plan and how to use networking to develop long term relationships with others.

e Understand your currentcommunicationand networkingstyle

e Build networking skills

e Identify your organization’sinformal network

e Moveoutofyourcomfortzoneto approachand engagethe people you wantand need to know
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Neurodiversity in the workplace
APD9003

Neurodiversity seeksto recognize, respectand value the strengths and differences of all individuals. Join this training
to:

e Learnthe characteristics of the neurotypicaland neurodiverse brain

e Discuss the strengths of those who are neurodiverse

e |dentify benefits and strategies to be moreinclusivein the workplace

Professional writing and email etiquette
LPD9046

Howdo you ensure your email willbe read? This training identifies the dos and don’ts of email and offers suggestions
for writing emailsin a way that captures the attention of the recipientand gives them all the pertinentinformation.
The presentation includesinformation about subjectlines, format, content, emotio ns, grammar and punctuation,
signatures, and the use of CCand BCC.

Providing excellent customer service
APD9032

Difficult people make our jobs more challenging. We tend to feel frustrated, angry and uncomfortable when we
encounter someone who isachallenge. It helps to focus on what we can do rather than wishing itwould all go away
or that the other person will change. Difficultinteractions tend to be the exception rather than the norm. But they
usually create a majority of our job stress. This training willhelp you to learn:

e Howto controlyour ownresponse

Essential components of communication

Appropriate customer service etiquette

Good habits to promote successfulinteractions

Strategies to deal with situations and people when they do escalate

Respectful communication in the workplace (90 min)
APD9033

Theworkplaceisfocused on getting tasks done. It’s also a place where work and personalrelationships are formed.
So, it'simportantto understand your own workplace culture so you know how to navigate these relationships
successfully. Thistraining helpsyou to:
e Distinguish differentkinds of boundaries
Develop skills to maintain healthy boundaries
Understand successful communication
Understand the wide range of factors in dealing with different personalities and situations
Learn helpful strategies when dealing with different personalities
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Sexual harassment prevention (employee) (2hours)
APD9035

Sexualharassmentisa problem that can hurt both employeesand organizations. It'simportant to become aware of
the types of behavior that others consider offensive. This awareness training will outline the federal laws prohibiting
discrimination in the workplace, define harassment and discrimination and give examples of the different types.
Suggestionsfor responding to harassment will also be reviewed. Participants will learn about how to:

® Recognizebehaviorthatcould be considered sexual harassment

e Avoidbehavingin away thatcould be interpreted as sexual harassment

e Create a work environment free of sexual harassment

e Takeaction when any behavior considered to be sexual harassment, or having the potentialto lead to a

sexual harassmentclaim, occurs

Strengthening work relationships-Team building (90 min)
APD9017

Thistraining stresses the importance of workplace satisfaction and positive team engagementand how thiscan
enhance health and well-being. It considers key actions to enhancing and mendingworkplacerelationships. We also
explorethe Titan’s effect and how to build strength by harnessing the differences of others. You'll learn:

e Theimportance of positive workplace relationships

e Thecoreprinciplesofthe PERMA model

e Actionsto build well-being, engagement and understanding

e Howappreciating differences helps develop astrong workplace team

Stress managementat work
APD9019

Theworkplace can be a source of personal stress. By learning to manage your thoughts and actions, you can keep
workplace stress from taking over. Thistraining will help participants:

e Learnto identify early signs of stress and help you recognize when itbecomesaproblem
e |dentify whatthey can control

® Learnhowto prioritize and organize

e Gaintipsto manage workplace stressors

Successful hybrid work practices (NEW 2024)

LPD9009

Theflexibility of work arrangements hasincreased greatly over the past few years. In this training, participants will
discuss the benefits and challenges of hybrid work arrangements, and what to consider before making the transition.

Topics covered include documenting your arrangementand communication needs, as well as the potentialimpact
that telework can have on your work and home life balance.
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The positive effects of self-esteem on performance
LPD9044

New research is showing the power of the mind is even stronger than once thought—once we believe we can, we
do! Thistraining will outline the way to rewire our brainsto be more of an optimist and believein ourselves.

e Discuss the business applications of positive thinking
e Rewireour brainsto be more of an optimist

e Build self-esteem

e Controlnegativethoughts

Time management
APD9020

Thistraining looks at the two factorsthat drive how we choose to use our time: Urgency and Importance. Ithelps
participantsidentify their personal time managementstyle and offerstips and tools to supporttheir style. They’ll
learn:

e Whytime managementisimportant
e Common barriersto effective time management
e Helpfultoolsfor managing time

Understanding and overcomingunconscious bias (90 min)
APD9028

Weall have unconscious and automatic thoughts that shape how we respond to different people. In this training,
learn more aboutthe processesin the brain that affect bias and how you can change the way you think.
e Understand how the unconscious mind works
Define unconsciousbias
Learn how unconscious bias affects our decisions
Examine common messages thatinfluence our thinking
Review skills to help address unconscious bias

Understanding harassment
APD9039

Embracing diversity in the workplace makes for stronger teams. But sometimes people don’tunderstand how their
behavior can hurtand offend others. Learn more about how to respond to diversity and avoid harassmentin this
training. We'llreview:

e Thedefinition of harassment

e Howtorecognize harassment

e Whatyou cando torespondto harassment
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Working with the terminally ill
APD9023

Thisone-hour training discusses the challenges of working with the terminally ill. Participants will have a chanceto
gain a greater understanding of waysto get and give supportwhile providing an invaluable service to those they
serve. Itincludes consideration of the following:

e Griefand adultreactionsto grief

e Compassion fatigue

e Waysto build resiliency

e Self-care suggestions

Page 60



Professionaldevelopment for managers

Alcohol and drug-free workplace (supervisor) (2 hours)

APDM10001

Thisawareness training is geared towards helping supervisors understand the different components of the drug -free
workplace policy and their roleinimplementing the policy. Please note: This training does NOT meet Department of
Transportationstandards. We’'ll discuss:

Statistics about substance use

Thestages of use

How to identify an employee with concerning behavior
How to seek assistance

Page 61



Coaching for peak performance
LPDM10002

Coachingisa skill that used effectively unlocksthe potentialand maximizes the performance of employees. This
training offersa managerialroad map for helping employees overcome barriers or hurdlesand improve
performance.

e Coachingvs.thetraditionalmanagementapproach

e Thequalities, characteristics and skills of an effective coach

e Theeightsteps of the coaching process

e Measuring coachingsuccess

Creating a positive workplace (supervisor)
APDM10016

Negativity is bound to happen in aworkplace and completely eliminating itis unrealistic. This presentation willhelp
you focus your energy onthe negativity you can impact and will provide tools to create positive change. Participants
will:

Identify two types of negativity

Review common causes of workplace negativity

Identify ways negativity impacts the workplace

Discuss solutionsfor creating amore positive workplace

Diversity in the workplace (supervisor) (90 min)
APDM10011

What makes us different? This training will look at several areas of diversity including age, sexual orientation,
gender, race, religion, physical ability, family situation, class and ethnicity. It offers a sensitivity -raising training about
the do’sand don’ts of appropriate respect of coworker differences. Participants willhave achanceto:

e Learnaboutdiscrimination, harassmentand protected classes

e Findtips torespect the rightsofothers

e Discover ways to truly embrace diversity

DOT: Alcohol and drug-free workplace (supervisor)* (2 hours)
APDM10017

Thistraining isdesigned to meet the training requirements for supervisors of employeesin DOT safety -sensitive
positions. The training maintains afocus on DOT -related scenarios, cases and examples that individuals working
under DOT mandates willbe able to identify. Thetraining provides 60 minutes of awareness training on controlled
substance use and 60 minutes of awareness training regarding alcohol misuse. It Il help attendees:

Understand how substance abuseimpacts DOT safety-sensitive roles
Identify indicators of substance misuse

Learn skills for responding to substance abuse problems

Understand DOT regulations regarding testing procedures and duty process

*Additional charges apply for this training. Please contact your Account Executive for details. Please note that
virtual trainings presented by RFL’s vendor partner, American Substance Abuse Professionals,are hostedon
the vendor’s webinar platform.
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Effective meeting management
LPDM10001

Don’twaste company time! This training teaches participants the basic skills required to plan, prepare for and
execute a successful meeting.
® Preparing and goalsetting
Creating an effective agenda
Developing strong leadership/facilitator skills
Overcoming obstacles
Managing follow-upissues
Assessing outcomes

Generational differencesin the workplace
APDM10006

Understanding the influences and expectations that four generations bringto the workplaceisimportantto
developing and maintaining harmonious, workplace relationships. Thisone-hourtraining will discuss the four
generations currently in the workplace. You will learn about:

e Historicalinfluences of each generation
e Personaland lifestyle influences

e Workplace characteristics

e Commonalities among the generations

Helping the distressed person
APDM10005

Do you encounter those who’ve experienced severe distress at work? Maybe they’ve been through abank robbery,
weather-related disasters or other trauma. It can be helpful to recognize distress and manage the encounter. In this
one-hour training, youwill learn:

How to recognize distressin others

How to manage critical behaviors and encounters

Best practicesand protocols

Resourcesavailable to help

Waysto take care of yourselfin a stressful environment

How to be an effective manager
APDM10019

What comes after the promotion? Youwork hard, youdo agood job and nowyou have to manage ateam of people.
But managementskills don’talways come naturally. Geared toward newer managers, this training will discuss:

e Thequalities of an effective manager

e |eadershipskills

e Tipsfor healthy communication and conflictmanagement
e Howto deal with performanceissues
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How to be aninclusive leader
LPDM10011

Today’s challenging times demand specific skillsets to ensure our workplaces allow allthoughts and actionsto be
voiced withoutfear. This class will outline best practices and give leaders a chanceto self-assess wherethey arevs.
wherethey should be.

Leadership (90 min)
APDM10012

To manage or to lead? Do you wantto manage the people who reportto you or lead them? This training presents
values and behaviorsthathelp develop good leadership skills. It also debunks some myths concerningleadership.
We'lldiscuss:

® Leadership competencies

e Leadership myths

e Common leadership traps

e Tipsfor effective leadership

Leadingin difficult times (90 min)
APDM10007

Changescan presenta challenging environment for managers. This training will explore how managers can respond
to this challenge by increasing the effectiveness of their communication and addressing employee disengagement.
Thistraining will;
e Discuss theimpact of organizationalchange
Review the seven stages of change
Explain key managementskills for each stage
Review howto create a vision for the future
Provide action stepsto help with the transition

Manager’s guide to coping with downsizing (2 hours)
APDM10008

This presentation was developed to help managers address the needs of the downsized employee. It providesan
action plan as well as discusses the stages of acceptance an employee may go throughuponhearing he or shehas
been downsized. You willlearn about:

e Howto be prepared with appropriate information
The stages of acceptance

Risks and potential effects on employees

How to recognize signs of distress or violence
Available resources

How to work with remaining employees
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Managing change
LPDM10003

Thistraining provides managers with aconceptual background for understandingthe impact of change on both the
individualand the organization. It highlights the manager’srolein helping the team deal with natural resistance,
strengthen team commitment, and maintain productivity and growthduring periods of upheaval.

e Barrierstochange

e Keysto a successfultransition

e (Getting staff on board and getting “buy-in”

® Recognizing stress signals associated with changes at work

Managing critical behavior issues in the workplace (supervisor)
APDM10002

Whatare critical behaviors? What's your role as asupervisor? Learn strategies to manage critical behaviorsin the
workplace. Thistraining will discuss:
e (Critical behaviorsto observein the workplace
Your role and responsibilities
Strategies to manage critical behaviors
Supervisor pitfalls
Case examplesand role plays

Managing stress in the workplace-Helping others deal with stress
LPDM10004

Stress in the workplace can be counterproductive. What is stress and how can it be effectively managed? This
training offers strategies for effectively managing stress and helping others deal with stress in the workplace.

e Definition of stress

e Natureofstress

o Managerial strategiesfor dealing with stress

e Organizational strategies for dealing with stress

Managing violence in the workplace (supervisor) (2 hours)
APDM10003

In thistraining, we’ll examine the supervisor’srole and responsibility in managingworkplace violence. This training
will explore how violence in the workplace costs your company and its employees, what contributes to workplace
violence, how to detect the potential for violence and preventit. The training also gives supervisorsthe resources to
assist them in dealing with a troubled employee or situation. Participants will learn about:

e Theirroleand responsibility in managing workplace violence

e Howviolenceintheworkplaceisdefined

e Whatworkplace violence costs your company anditsemployees

e Whatcontributesto workplace violence, how to detect the potential for it and how to preventit
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Mentoring through coaching
APDM10015

A mentor’sroleisto provide guidanceto the person he or sheis mentoring. This presentation will help you identify
the principlesthathave made you successful so you can help the person you are mentoring putthose principles to
use. Participants will gain an understanding of:

e Thefour-step coaching method
e Howto apply thefour-step method during arole play
e Waysto develop aplanto coach onthejob

Mindful at work-Nurturing focus and well-being (NEW 2024)
APDM10009

You would be surprised how much of yourlife occurs on autopilot whether that be your morning routine, commuting
to work or responding to issues asthey arise. The sameis true for your workplace. Mindfulness can reduce employee
stress and improve performance so how can youget this started for your organization? This training will:

e Define mindfulness and its benefits
e Reviewthe importance of mindfulness at work
e |dentify waysto incorporate mindfulnessinto the workplace

Motivating your staff and improving morale
APDM10004

Motivated staff are more productive, less likely to leave a company and happier. This trainingaids you in evaluating
your ability to positively motivate your staff. We’'ll discuss:

e Motivating strategiesto improve quality of work

Waysto recognize employees who have excelled in their performance
Methods for motivating allemployeesto perform effectively

How you are doing asa motivator

Tipsto increase your success in motivating others

Sexual harassment prevention (supervisor) (2 hours)
APDM10018

“Whatyou don’tknow can hurtyou.” Thistwo-hour awareness training for supervisors will outline the federal laws
prohibiting discrimination and harassmentin the workplace. Itincludes scenarios of harassment to encourage
discussion of whatdoes and does not constitute harassment. We'll review how to respond to acomplaintand
supportemployees who are being harassed and how to protect themselves and their organizations from lawsuits.
Participants will learn to:

e Recognize behaviorthat could be considered sexual harassment

e Avoidbehavingin away thatcould beinterpreted as sexual harassment

e Describe theresponsibilities of both employees and managersin creating a work environment free of sexual
harassment

e |dentify which actionsto take when concernsarise
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Shifting the culture-A leader's role in mental wellbeing (2 hours)
APDM10014

Thistraining for leaders highlights theimportance of mental health for a productive, engaged workforce. Leaders will
understand theimportance of prioritizing mental health with practical tools specifically for executive, mangers, and
supervisors. Leaders will understand their role in creating a mentally healthy culture. This training will:
e Addressstigmaand howto help
Discuss theimportance of self-awareness
Examineyour team’s awareness
Discuss suicide and prevention
Provide helpfulresources
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Disabilities/Special Needs

Caring for your child with Disabilities/Special Needs
LSN2002

Thistraining isdesigned to assist with in navigating the educational and child care resources available for children
with special needs. Also covered are the financial and legal challenges you may face.

Testing and evaluation

Understanding special education laws and your right
The special education system

Child care options

Legal/financialissues

Helpfulresources

Supportgroups

Does your child have a learning disability?
LSN2001

Thistraining will discuss basic information about learning disabilities, common symptoms of alearning disability,
testing and diagnosis, individualized education plans, educational resources and support groups and your legal
rights.
e Whatis a learning disability?
Common symptoms of alearning disability
Testing for and diagnosing alearning disability
Individualized educationplans
Educationalresources and support groups
Your legalrights

Your older child with Disabilities/Special Needs
LSN2003

Thistraining will discuss caring for an older child or an adult with special needs, rights concerning education and
employment, protecting and providingfor yourspecial needs child, legal and financialissues and effective parenting
and family management.
e Your child’'seducation and employmentrights
Protecting and providingfor your special needs child
Legal and financialissues related to your child’s future
Effective parenting and family management
Techniquesfor afamily with a special needs child
Theimportance of supportfor youand yourchild
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Series

You may beinterested in setting up a series of trainings. If so, we’'ve suggested a few optionsto getyou started. For
your convenience, yoU'll find we’ve listed the time it would take to deliver the full series. Feel free to set these up all at
onceor over severalmonths. The topics will be scheduled and delivered in the order they are listed below. To

request a series:
e Completeyourtraining request form

Insertthe series nameandIDin the “Training Name and Course #” field

[ J
e Requestyourdelivery date and start time for each topicin the “Background/Group demographics” field.
[ J

Each date and start time can be separated by a comma.

Background/group demographics: | 55,0354 12pm ET: 05/10/24 1pm ET; 05/17/24 3pm ET:

Use this field to provide any additional 05/24/24 11am ET
information, such as alternate dates or times,

alternate contacts, webinar platform if
"Other".

Communication (total duration 4 hours)
AS13001

Communication skills AP111002
Effective collaboration APD9010

Effective communicationatwork APD9027C
Theart of small talk API11007

Effective communication (total duration 2 hours)
AS13006

Effective communication-Bodylanguage A3015007

Effective communication-Emailand technology A3015008
Effective communication-Getting your message across A3015009
Effective communication-Listeningskills A3015010

Healthy living (total duration 3 hours)
AS13002

e Adopting ahealthy lifestyle AHW8013C
e Emotionaleating AHW8001
e Taking sleep seriously AHW8019

Leading(total duration 3.5 hours)
AS13003

e |Leadership APDM10012
e Mentoring through coaching APDM10015
e Motivating yourstaff and improving morale APDM10004
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Stress managementand achieving balance (total duration 3 hours)
AS13004

e Creating a healthy work and homerelationship AP111021
e Stress management API11011
e Stress managementatwork APD9019
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30-minute trainings

Weknowyou don’talwayshavean hour to spare for training. Our 30-minute trainings are worksheet-based and
focuson giving your staff afew concrete skills to deal with everyday issues. Don’tunderestimate the power of having
just onemoretoolin your coping skills toolbox.

Please note your organization willbe charged one full hour of training for each 30-minute training, unless you
schedule the 30-minute trainings back-to-back.

20 minutes of relaxation
A3015001

Feeling overwhelmed with the day-to-day grind? Do you need alittle vacation butdon’thave aday to spare? After
going through this brief relaxation exercise, followed by questions and answers, participants might not need that
vacation anymore. Thistrainingincludes:

e Deep breathing and visualization

e Tipsto improvestresslevels and coping

e Question and answer period with educator

Adopting a healthy lifestyle-Fitness and exercise
A3015002

You can live a longer, healthier life by adopting healthy habits and thoughts! This brief training gives participantsthe
opportunity to identify their fitness goals. It helps participants:

e |dentify fitness goals

e |dentify their motivation

e Examine barriersto meeting their fithess goals

Adopting a healthy lifestyle-Getting support
A3015003

Living ahealthy life is easier when you're surrounded by the right people. This brief training gives participantsthe
opportunity to identify their personal supports. Attendees will get to:

e Identify personalsupports
e Shareresources with other participants
e Learntoolsto cope withindividuals who sabotage their effortsto be healthy

Adopting a healthy lifestyle-Healthy eating
A3015004

It'simpossible to be healthy if you're not eating right. This brief training gives participants the opportunity to discuss
their nutrition goals. They will:

e |dentify personalnutritiongoals

e Identify their motivation

e Examinebarriersto meeting their nutrition goals
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Adopting a healthy lifestyle-Sleep and relaxation
A3015005

Sleep and relaxation are an important partof healthy living. This brief training gives participants the opportunity to
discuss howthey can get morerest. Attendees will get to:

o Identify sleep goals

e Examinebarriersto getting enoughsleep andrelaxation

e Listtoolsforimproving sleep

Creating a healthy work and home relationship
A3015006

Everyone hasaworklife and homelife. But what happens when they get difficult to manage or one starts to impact
the other? This brief training will provide participants with some tools to maintain a healthy relationshipbetween the
two. Participants will have the chanceto:

e Examinetheir differentroles

e |dentify thelevel of work-life balance they have
e Makea planto improvelifebalance

Effective communication-Body language
A3015007

Body languageisan important part of communication. Reading body language can help you understand othersand
send the rightmessage to those around you. Attendees will;
® Learnaboutnonverbal messages

® Practice their own body language
e Practice reading body language

Effective communication-Email and technology
A3015008

Today we use electronic communication more than ever before. It's convenient but it can lead to misunderstandings.
This brief training provides participants with afew basic tools to improve their online communication. Participants wil
geta chanceto:

e Learnwhen to use electronic communication

e |dentify sources of miscommunication

e Examineonlineetiquette

Effective communication-Getting your message across
A3015009

Everybody likesto feelunderstood. Not knowing how to communicate your needs can lead to feelings of frustration.
Thisbrief training provides afew basic toolsto improve how yousend your messages. This training will:

e Discuss theskill of being assertive
e I|dentify theimportance of win-win communication
e Roleplay assertiveness skills

Page 72



Effective communication-Listening skills
A3015010

Communication is about more than sending your message. It includes understanding those aroundyou. This brief
training provides participants with a few basic tools to improve their ability to listen to others. We'll:

e Discuss theimportance of being agood listener

e Review basic listening skills

e Practice listening skills viarole play

Job burnout
A3015011

Today’s workforce hasto do more with less. Heavy workloads and long hours can lead to burnout. This brief training
helps participants develop basic tools to deal with feelings of burnout. Participants will:

e Takeaburnoutquiz
e Reviewskills to cope with feelings of burnout
e Makea planto deal with burnout

New Year’'sresolutions
A3015012

Thebeginning of anew year comes with the promise of positive change. Buthow many of us make resolutionsonly
to drop them by January 31? This brief training helps participants try anew approach to the new year. Attendees will
havea chanceto:

e |dentify their goals

e Examinetheir readinessto make changes
e Recognize barriersto meeting New Year’'s goals

Nutrition basics
A3015013

Maybe you set some goals to eat well. Maybe your commitmentisin place. Now what? Thisbrief training gives
participants some basic toolsto eat better. We'll discuss:

e Readingnutritionlabels

e Portion control

e Mealplanning

Resilience
A3015018

Resilience meansbeing strong when things are tough. It'sabout handlingstress, being okay with your feelings, and
coming back even stronger after hard times. Participants will:

e Defineresilience and discuss the qualities of resilient people

e Understand key steps in paving your path to resilience

o Reviewimportantquestionsto ask yourself to increase well-being
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Strengthening workrelationships
A3015014

Some people love working in teams. Some people prefer to work alone. Either way, it'simportant to work well with
your colleagues. This brief training walks participants through a team building exercise. Participants willhave a
chanceto:

e Identify how they contribute to team goals

e Appreciatethe skills each member bringsto theteam

e Sharepersonalneedsfrom ateam environment

Stress management
A3015015

Stress bothersall of usat some point. It helps to know how our choices can make stress worse or better. This brief
training provides participants with a better understanding of how to cope with stress. Participants will get to:

e Identify stressful thinking

e Identify stressful behavior

e Workthroughitemswithin your control

Time management
A3015016

We could all use moretime to deal with life’s demands. This brief training provides participants with a better
understanding of how to manage their time. Attendees willhave a chanceto:
e Takeatime managementquestionnaire

e |dentify toolsto managetheir time
e Makea planto improve organizationand time management

Tobacco cessation
A3015017
Tobacco useistied to health problems. Participants will get a chance to think about their own tobacco use, why they
might quitand wherethey can start. They’lllearn about:
e Whatmotivatesthem to quitusing tobacco
e Triggersfortobacco use
e Resourcesforquitting

Resources for Living
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