Things | Like

=

My hobbies are:

2. When | have free time, | like to:

3. The most interesting section of the newspaper is:

4, My favorite thing to read is:

5. My favorite movie/television show is:

6. In conversation, | like to talk about:

7. My favorite subjects in school were:

8. My favorite job so far has been:

9, | have traveled to:

10. My favorite holiday/season/time of year is:



Job Values Inventory

This exercise helps you identify which job qualities you value most. Rank the items
below from 1 to 12 with 1 being most important and 12 the least important. Once you
begin exploring job possibilities, focus only on jobs that meet your highest ranked

values.
____Good salary
Good benefits (insurance, retirement, etc.)
Job security
Work hours that meet your needs
Satisfactory location
Compatible co-workers, supervisors, customers
Opportunity to learn and develop skills
____Challenging and satisfying work
Good working conditions/environment
Like/believe in what the organization does
—Chance for promotion/fadvancement

Prestige and respect

Adapted from the California Career Planning Guide 2003—-2005

36



Things | Have Done

"'Working With People

__ Take care of a sick relative

____ Give medicine to a child

__ Care for child who is disabled

___ Help at a school event

___ Make phone calls

__Visitiriends and family in nursing homes

___Visit new places

___ Take care of my children or other
people’s children

___ Teach orcoach a sport

___ Organize parties for family or friends

____Teach at my place of worship

____ Help children with their homework

__Participate in events in my community

___Volunteer at a library

____ Work with other parents in the schools

__Go on field trips for teens and help out

____ Play music or dance for others

___ Gther

‘Working With Data

____Write checks and balance a checkbook

__ Do a budget for my family

____Record money for a club or group

____ Handle the money/finances for a
small business

__ Readamap

____Follow directions

____ Read aflyer or poster

____Apply for a loan or credit

___Fill out forms and applications

__Make airline arrangements

___ File papers

____ Enter data onto a computer

___Select and price items to be purchased
by a group

____Maintain sales records for an
organization's store or sale

____ Choose caolors for sewing, crafts,

AT decorating projects

____ Other types of working with data

Working With Things

____ Take care of plants, garden, farm

.. Cook

____ Do housecleaning at home

__ Arrange flowers

____Care for animals

___Type, file, perform office work for an organization

. Use acomputer

____ Take photographs

__ Operate stereo equipment

____ Build furniture

___Repair equipment, repair appliances

___ Operate equipment {lawnmowers,
saws, forklifts)

__ Usetools

____ Drive buses, vans, taxis

___ Prepare meals for large groups

____ Build things

____Cutdown trees

____ Give haircuts or style hair

_ Take care of cars

____ GCther




LEARNING STYLE INVENTORY

To better understand how you prefer to learn and process information, place a check in the appropriate space after each
statement below, then use the scoring directions at the bottom of the page to evaluate your responses. Use what vou learn
from your scares to better develop learning strategies that are best suited to your particular learning style. This 24- item

survey is not timed. Respond to each statement as honestly as you ean.

1. [ canremember best about a subject by listening to a lecture that includes information,
explanations and discussions.

2. [ prefer to see information written on a whiteboard and supplemented by visual aids and

assigned readings.
3. | like Lo write things down or to take notes for visual review.
4, | prefer to use posters, models, or actual practice and other activities in class,
5. | require explanations of diagrams, graphs, or visual directions.
6. T enjoy working with my hands or making things.
7. Lam skillful with and enjoy developing and making graphs and charts,
8. [ cantell if sounds match when presented with pairs of sounds.
2.l can remember best by writing things down.
10,1 can easily understand and follow directions on a map.
11.1do best in academic subjects by listening to lectures and tapes.
12. 1 play with coins or keys in my pocket.
13. 1 learn to spell better by repeating words out loud than by writing the words on paper.
14.1 can understand a news article better by reading about it in a newspaper than by
listening to areport about it on the radio.
15. 1 chew gum, smoke or snack while studying.
16, | think the best way to remember something is to picture it in your head.
17.11learn the spelling of words by “finger speliing” them,
18.1would rather listen to a lecture than read about the same material in a textbook.
19.1am good at working and solving jigsaw puzzles and mazes.
20. 1 grip objects in my hands during learning periods.
21.1prefer listening to the news onthe radio rather than reading the paper.
22. i prefer obtaining information about an interesting subject by reading about it.
23. { feel very comfortable touching others, hugging, handshaking, etc.
24. 1 follow oral directions better than written ones.

SCORING PROCEDURES

Sometimes

Seldom

Directions: Place the point value on the line next to the corresponding item below. Add the points in each column to obtain

the preference score under each heading,

OFTEN=5 POINTS SOMETIMES=3 POINTS SELDOM=1POINT
VISUAL AUDITORY TACTILE
No. PTS. No. PIS. No. PTS.
2 1 4
3 5 b
- e e ettt & 5
10 11 12
14 13 15
16 18 17
19 24 20
22 24 23
VPS= APS= TPS =
VPS = Visual Preference APS = Audio Preference TPS = Tactile Preference




SOUND: Hints for the Auditory Learner

General
1. Say aloud the information to be learned/have so
replay it.
2. Read your work out loud. Summarize what you have read on tape.
3. Say words inside your head stlently.
;L \E’::,"ainstorm_licliea‘s with athers, Form study groups.
Swnea passible, learninformation throush tapee felevic nort i
panel 3 roup iscussions, Guee ncures.and ona sosstin e sy e 274 0185, rdielectures, book reviews,
6. ltis!c{ 01“3;; ;'«n ght-edge marker or guide to assist you in keeping your place while you are read ing or working with printed
7. Tapre class lectures {Ask instructor for permission),
8. Meet with classmates before and/or after class to d iscuss material,

meone read the information to vou/read itinio a tape recorder and

TOUCH: Hints for the Tactile/Kinesthetic Learner

1. Keep your desk clear of distracting objects.
2. Cover the page you're not reading.
3.1fyou are distracted by noise, turn off the radio; wear earplugs or wear anearphane in the learning center to block out the
noise. If you want sound, listen to soft music.
4. Divide your work into short study sessions. Get a timet. After 20 minutes or when a task is completed, give yourself a
reward, a cookie, a walk around the block, listen to one song, etc.
5. Sit as close to the teacher 35 possible, or sit in the center of the room by quiet students.
6. When studying, use a mulli-sensory approach (hearing, seeing, touching and doing) as much as possible.
7.Get plenty of sleep.
8.Eat a nutritious breakfast and funch. Snack on fruit or nutritional food if you need extra energy.
9. Study in a carrel or in an office where there is a desk for your text books and notebook.
10. Use modeis, real objects, and malerials that can be touched and moved, For example, learn geography through handling
and studying a globe.
11, When possible draw what you are learning.
12. Trace spetling words as you practice them.
13. Record in wriling information learned. Keep a supply of paper on hand.
14 When possible, role play, type, take notes, or construct queis to learn the information. )

Adapted from Qdessa College Student Success Center



SIGHT: Hints for the Visual Learner

General
1. Take notes, make pictures, graphs, and charts. Use flashcards and highlight key details
2. Sit close to the teacher so that you canwatch his /her face and gestures.
3. Take notes or make lists as you listen to directions.
4, Carefully check instructions written on the chalkboard and on handouts.
5. As the teacher lectures, pay attention to visual aids such as the following:
- Drawing, maps, graphs, charts
- Transparencies, posters, films, books
é. Imagine pictures of the information you are supposed to remember.
7. Use color coding as cues to important information.
8. When possible, read assignments silently.
9. Maintain class notes and outlines of important information to study.
10. Try to read and study in a well lit, guiet place.
11. Recard homeworlk assignments in a date book, on a note pad, or a specially designed assignment sheet.
12, Keep anote pad with you at all times. Write out everything for frequent and quick visual review.

Reading

1. Use sight words, flashcards, note cards and experience stories; don't fry to sound words out, but try to determine if the
new word ar words has words you already knew. For example, the “systematic” has the word “systen’, “stem” and "mat”
within it.

2. You are a “look-and-say” learner. Look at a word carefully; then say it.



Tips for Visual Learners

If you are a visual learner, you will fearn best when information is presented in the form of a
graph, chart, picture or text on a page or screen. You need to see the information.

To increase your chances of memorizing information, find a way to test yourself with visual
clues. Flash cards work well for visual learners especially if you introduce color coding and
images with the words. For example, say you need to memorize a bunch of medical terms.
Create flash cards that have the term on one side plus an image. On the other side of the card,
define the term. When you work through the pile - look at the image/term and ask yourself the
definition. If you get it right, put it in the right pile. if you get it wrong, put it in the wrong pile.
Once you are through the pile, take the wrong pile and cycle through it creating new right and
wrong piles. Continue to work through the wrong pile until it doesn't exist anymore i.e. they are
all in the right pile!

Color coding is also a great tool for visual learners. Introduce color wherever you can to help
you retain information and stay organized. There are many wonderful colorful office supplies
that could really add to your efficiency and information retention.

To work through a problem, especially one with sequential steps, creating a flow chart will help
your brain sort out the best solutions. Another problem solving and idea processing tool is a
mind map. Mind mapping documents a flow of ideas that branch from the central issue.
Checklists are another helpful tool to organize visual learners,

Tips for Audltory Leamers

If you are an auditory learner, you will learn best when information is presented in a lecture,
teleconference or presentation. You need to hear the words to understand them. You'll
remember a person's voice more than'their appearance or name On a piece of paper.

To increase your chances of memorizing information, read it out loud or have someone else
read it to you. Talking books are designed for the visually impaired or for those who want to
learn as they drive but they are also great for auditory learners, Another memory tool for

auditory learners is to create songs or jingles containing the information you need to memorize.

Recording devices are must have learning tools for visual learners. Use a voice recotder to
practice or create an auditory record of information you need to learn. Voice recorders are also
handy for recording ideas, soluticns to problems and new strateg:es Videos will also help you

ear ot the plCLuit:S butthesound-track,



To work through problems, you may catch yourself talking about it to friends, family or anyone
who will listen. You love hrainstorming sessions and discussions as they help you to understand
the issues and creatively problem solve.

Choose training that is presented as lectures or teleconferences. Record lectures for future play
back and review. Coordinate and/or participate in study groups where you discuss the concepts
you are learning.

Tips for Kinesthetic and Tactile Learners

If you are a kinesthetic learner, you will learn best when learning takes the form of doing. You
need to get your hands dirty and dive right in order to grasp the new concept.

To increase your chances of memorizing information, find a way to make your learning more
active. Creating or using games, computer software, puzzles and other hands-on activities will
help you to learn through doing. Like visual learners, drawing flow charts and mind maps are
useful tools but it is the act of creating them that will cause learning, not the visual tool in the
end,

Experimentation is how kinesthetic learners learn. They try things using past experience as a
foundation and see how it turns out. If you learn kinesthetically, introduce experimentation
where possible and learn from any mistakes. Taking calculated risks is where you'll shine.

Avoid lectures and look for online learning opportunities, especially online courses that utilize
multi-media interactivity such as self-assessment quizzes, If you do choose in-person training,
look for classes that have lahs or other active forms of training (simulations, projects etc.).

Keeping organized may a big chalienge for you as your priority is to keep doing, not to stop and
organize. Try to find ways to make your organization active. Purchase filing cabinets on wheels,
label makers, sorting systems/supplies and create databases to store valuable information,
Form and color are not as important to you as function is so look for office supplies and tools
that are designed to be highly functional.

http://www.suite101.com/blog/joni188/tips_for_visual_learners
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Inconsistent (2)
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-
-

o
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Understanding work
expectations for
attendance and adhering
to them. Notifying
supervisor in case of
absence. Completing any
required paperwork.

Excessive absences.

Insufficient notice provided.
Some or all of ahsences are
unexcused.

Below 90%
attendance. Usually
provides advance
notice of absence.
Most absences are for
valid reasons in
accordance with
employer policy.

Malntains 90%
attendance; notifies
supervisor ahead of time
prior to absence. Any
absences are for valid
reasons in accordance
with employer policy.

Perfect attendance (no

ahsences, including
excused).

Unsatisfactory {1)

Inconsistent (2)

Understanding work
expectations for
punctuality and adhering
to them. Arriving on time
for work, taking and
returning from breaks and
meals on time, and calling
supervisor prior to being

Excessively late for start of

work and returning from
breaks/meals. No notice
provided in advance of tardy
arrival/return.

inconsistent in
arriving to work,
returning from breaks
on time, and calling
supervisor to provide
notice,

e

Arrives to work and
returns from breaks on
time with only rare
exceptions. If late,
notifies supervisor ahead
of time.

Proficient (3)

Perfect or near-perfect in

arriving for work and
returning from breaks on
time. Model for other

workers.

Completes tasks accurately
and on time. Quality and

Tasks are rarely completed
accurately or on time. Quality

Inconsistent in
meeting standards

Quiality and guantity of
work usually meets

Quality and quantity of
work often exceeds

quantity of work product and qguantity of work product | around work quality expectations. expectations.
meets or exceeds is consistently substandard. and quantity.
expectations. Additional training needed.

& Productivi

.. | Unsatisfactory (3

Pursues work with energy,
drive, and intent to
accomptlish tasks. Fulfills or
exceeds expectations
around timely completion
of tasks.

hand. Rarely completes tasks
on time without supervisor
intervention.

Easily distracted from task at

inconsistent in
dedication 1o, and
focus on, assigned
tasks. Timeliness of
completion cannot be
depended upon.

Usually pursues work
with energy and drive.
Regularly completes
tasks within designated
timeframe.

Consistently pursues work
with energy and drive.
Often exceeds expectations
around timely no“:n_mzoqw_
of tasks.
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T e

icient’

Demonstrating a
willingness to learn and
consider new ways of
doing things. Proactively
seeking out opportunities
for the development of
new skills.

Fails to identify or participate

in opportunities to gain
knowledge and new skills,
Repeatedly performs tasks in
a manner that is incorrect,
inefficient, or unsafe.

Participation or
engagement in skill
development
opportunities is
inconsistent. Does not
proactively seek out
opportunities for on-

the-job skill building.

Actively participates in

skill development

opportunities. Identifies

or seeks out

opportunities for learning

and skili-building.

Consistently demonstrates
willingness to learn and
consider new ways of doing
things. Seeks out
opportunities to gain new
skills or knowledge.

|/ Inconsistent (2

Proficient (3)

ldentifying and defining a
problem, using knowledge
and information to
generate possible
solutions. Effectively
managing time to
complete tasks.

Makes little or no effort to
use reasoning or knowledge
to solve workplace problems.
Needs guidance to resoive
any little issue or challenge.

Inconsistent in using

sound reasoning to
solve work problems.
Shows potential for
improvement.

Uses sound reasoning,
and job knowledge to
solve workplace
problems.

Consistently applies sound
reasoning to solve wark
problems. |dentifies and
troubleshoots potential
problems before 5m<w can
occur.

Dressing appropriately for
position and duties. If
relevant, all components of
uniform are clean and
being worn appropriately.

Has not yet demonstrated
appropriate appearance for
position and duties. Clothing
is not clean or workplace-
appropriate. If applicable,
regularly forgets uniform
components.

Inconsistent in
demonstrating
appropriate
appearance for
workplace. Clothing
may not always be
clean or appropriate.
May sometimes be
missing uniform
components.

Usually dresses
appropriately for posit
and duties.

Clothing/uniform is clean
and worn appropriately.

Consistent display of |
professional appearance in
accordance with position
and duties. ”

ion
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Relating positively with co- | Has not yet demonstrated Inconsistent in Usuzlly works well with Consistently facilitates

workers, Encouraging appropriate group behaviors. | promoting positive co-workers, is respectful, | positive group dynamics.
others. Working Improvement needed in group behaviors and contributes to group | Demonstrates leadership
productively with treating others with respect. | amongst coworkers, efforts with rare that plays a significant role
individuals and teams. Rarely contributes to group and in contributing to | exception. Respects in success of group mmonm.
efforts. group efforts. diversity within the Promotes larger group

workplace.

- Conflict Mitigation Inconsistent (2
Using appropriate Poes not diffuse and, Inconsistent in seeking | Usually seeks to diffuse Consistently seeks to use
strategies and solutions for | occasionally escalates, to diffuse workplace differences using appropriate strategies for
dealing with or diffusing workplace differences. differences. appropriate strategies dealing with or diffusing
workplace differences. and solutions. Tries to workplace differences.
Ensuring that they don't prevent differences from | Does not let differences
affect productivity or work affecting productivity. affect productivity.
quality.

_Positivi nsistent (2

Conveying a positive, Regularly displays a negative inconsistently displays | Usually conveys a Consistently demonstrates

pleasant, and "can-do" attitude that inhibits a positive, positive and constructive | a positive and "can-do"

attitude, productivity of self or team. constructive attitude. | attitude. attitude in interactions
Occasional negativity with peers, supervisian,
may affect and public/customers.
productivity and .
performance.

Inconsistent (2) .

Trying to continuously Does not demonstrate Irregularly seeks out Regularly seeks out Has tried and succeeded at

improve performance. interest in or commitment to | opportunities and opportunities and continuously improving
achieving performance above | feedback that can feedback that can workpiace performance.
minimal standards. contribute to contribute to improving ”
improving performance. Tries to
performance. Does apply lessons tearned.

not consistently apply.

(3




MA Work-Based Learning Plan Name Date
Foundational Skills
Category: Work Ethic and Professionalism
Skill Expectation Self Assessment
Attendance and Punctuality Showing up in a timely manner prepared for work 1 2 3 4 5
Providing sufficient notice if unable to report for work 1 2 3 4 5
Workplace Appearance Dressing appropriately for position and duties 1 2 3 4 5
Practicing personal hygiene appropriate for position and duties 1 2 3 4 5
Accepting Direction and Accepting direction and feedback with positive attitude through 12 3 4 5
Constructive Criticism appropriate verbal and non-verbal communication skills m
Displaying willingness to work in a cooperative manner 1 2 3 4 5
Motivation and Taking Participating fully in fask or project from initiation to completion 1 2 3 4 5
initiative Initiating interaction with supervisor for next task or project upon 1 2 3 4 5
successful completion of previous one m
Understanding Workplace Demonstrating understanding of workplace culture and policy 1 2 3 4 5
Culture, Policy and Safety Complying with health and safety rules for the specific workplace 1 2 3 4 5
Respecting confidentiality and exhibiting understanding of 1 2 3 4 5
workplace ethics ”
Category: Communication and Interpersonal Skills
Skill Expectation Self Assessment .
Speaking Speaking clearly 1 2 3 4 5
Using language appropriate to the environment, both in person and on 1 2 3 4 5
phone .
Listening Listening attentively 1 2 3 4 5
Making and maintaining eye contact appropriate to the workplace culture 1 2 3 4 5
Confirming understanding 1 2 3 4 5
Interacting with Co- Relating Positively with co-workers 1 2 3 4 5
Workers Working productively with individuals and in teams 12 3 4 5
Respecting racial and cultural diversity 1 2 3 4 5

Y



MA Work-Based Learning Plan

Foundational Skills

Rating descriptions

Name

Date

Rating Rating (name) | Description What this means to me
{rumber
)
1 Performance | Is not yet demonstrating the foundation skills D'm still learning and I need some bm_mc to get
Improvement | required for the position and needs to have a formal where [ need to be
Plan needed plan for improving skills and performance
2 Needs Beginning to demonstrate and develop the foundation | I'm still learning, but I can do what I :mm& with
Development | skills required for the position only a little help
3 Competent Demonstrates foundation skiils required for the L can handle if, but I'm not ready for new
position challenges in this area; I might just be nczﬁmmw
where [ am
4 Proficient Consistently demonstrates foundation skills required | / got this, and I'm moving forward however I
for the position and shows initiative in improving can. I'm always looking for hosm%im mam fo do
own skills and something else to learn
5 Advanced Consistently demonstrates the foundation skills I'm so good at this you can trust me to train the

required for the position and shows initiative in
improving own skills and using these skills to
support the work of the organization

newcomers. I am a model employee.

1S



GOALS, VALUES AND EXPECTATIONS
JulyfAugust 2023
Roxbury Center for Working families, Bridge to Culinary Training Program

Goals:
By the end of the Bridge to Culinary program students will be able to:
e Demonstrate growth in customer service skills and knowledge.
Build a comprehensive and appropriate resume.
Display and demonstrate improved job readiness skills.
Show competent basic computing and culinary math skills.
Prepare for interviews with more confidence and enhance interviewing skills.
Explain and understand the basic employer requirements, terminology, and background of
Boston's hospitality industry.

Values:
Students will demonstrate the following values at all times while in the program:
® Respect and value others

Be accountable

Engage and emhbrace diversity
Work hard and have fun
Strive to learn

Expectations:

Students will be expected to abide by the following requirements:
e No cell phone usage in class
e Attend every class
e Be on time and punctual

These goals, values, and expectations can be amended at any time by the Bridge to Culinary staff in
order to maintain the integrity and mission of the program.

By signing below you acknowledge you understand and will abide by these values and expectations.

Name: Name: Kelly Folsom (Instructor)
Signature: Signature:
Date: Date:




EMS Track Training: Program Expectations Contract

You have been selected to participate in the City Academy Emergency Medical Technician Training, a program
partnership between the Mayor’s Office of Workforce Development and Boston Emergency Medical Services.
As a participant, you are expected to follow the below guidelines as you progress through the program:

¢ Attendance and Punctuality: This is a crucial part of your success in the program and in your future career.
Participants are expected to attend each Bridge Course class on time without any absences. In the event of an
emergency, such as medical or childcare issues, you will be required to provide documentation and attend a
make-up class. Participants experiencing more than one emergency will likely not be invited to progress to the
next step of the program.

+ Drug Testing: All Participants are subject to randomized drug tests at any time throughout the program. Non-
compliance with Boston £MS’ drug policy will be cause for termination from the City Academy EMT training
program.

e Professional Behavior and Good Citizenship: As a Participant you are representing the City Academy Training
program and the City of Boston department partners, as such, you are expected to behave in a professional
manner anytime you are participating in City Academy activities. This includes, but is not limited to: courteous
language, appropriate conversations, treating others with respect and dignity {including fellow participants,
instructors and all those you may interact with in the course of the training) and maintaining a neat and clean
appearance. Please be advised that you serve as an ambassador of City Academy even during non-program
times. Behavior and/or activities that may be criminal, willfully negligent or demonstrate any negative public
engagement that is contrary to the City of Boston’s dedication to service and goodwill may also be considered as
grounds to cease participation in the program.

s Participation: All Participants are expected to participate in classraom discussion, complete assignments and put
their best effort into each day’s work.

» Program Progress: Your performance in each phase of the training will determine your potential for advancing
to the next phase of the program including, but not limited to, the expectations outlined here.

Release of information: City Academy Staff and Boston EMS Staff will share information about Participant’s progress in
the training, including the Bridge course, internship, Boston EMS EMT-Basic Course and the Recruit Academy. Please
initial here as acknowledgement of this:

Applicant’s Full Name (Printed)

Applicant’s Signature

Office of Workforce Development Staff’s Signature

Date
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property fo change their atfire, to meet Highgate Hotels' policy of tailored, professicnal and conservative atfire. If an
associate is requested to leave the property fo change, this time will be unpaid.

Management will discuss exceptions to the dress code policy as a reasonable accommodation for sincerely held
religious beliefs. Any associate that believes that this appearance policy interferes with a sincerely held refigious belief
should contact Human Resources.

Non-Solicttation/Dishibution

In order to maintain and promote efficient operations, Highgate Hotels has esmbllshed rules, which govern both
solicitation and the distribution of written or printed material, Failure to obey these rules may result in corrective action,
up to and including immediate termination. Any associate who is in doubt concerning the application of inese ules
should consuli with his/her Supervisor or the Hurman Resources department, Nothing herein is intended to abrogate rights
inuring under the NLRA and CBA.

«  No associate shail solicit or promote support for any cause or organization during his/her working fime or during
the working time of the associate or associates to whom such solicitation aciivity is direcied.

+  No associate shall distibute or circulate any written or printed material during his/her working time or duwing the
working time of the associate or associates to whom such aciivity is directed, or in work areas at any fime,

« Non-associates may not solicit or distribute any written or printed material on Company property at any time.

Working time is the time on associate is expected to be performing job duties and does not include meal fimes or break
periods. Thase rules are established for the purpose of preventing interference with work dulies and apply to associates
engaged In the soficitation or distribution as well as to associates being solicited or receiving distributions.

Thase rules do not apply to activities that are part of an associate’s regular job duties or that are neceassary to carnry out
such job dufies. These rules do not apply io Company-authorized charitable sohcﬁohons such as fhe annual United Way
and blood dives, No merchandise, other than approved by Highgate Hotels, moy be sold or distributed on Company
premises.

Drug-free Workplace

Highgate Hotels is commitied io encouraging optimum productivity and proteciing its associates from accident, injury,
and property damage, including incidents that may result because an individual's faculties are impaired from the use of
alcohal, drugs, or any centrelled substance, legal or ilegdl. Highgate Hotels has, therefore, adopted the following
policies:

= All associates are prohibited from being under the influence of alcohol, illegal drugs, or legal drugs which are
unlawfully obtained or used, when reporting for work, during working hours, while conducting Company business
or on Company property [defined as: buildings, facifities, parking areas, and/or vehicles owned, operated, or
leased by the Company and/or all places where the Company conducts business).

+ The use, sale, fransfer, possession, manuiacture, or dispensing of any illegal drugs or alcoholic beverages on
Company property or anywhere while conducting Company business or activifies is strictly prohibited,

+ The use or possession of prescription drugs which have been ilegally obtained, or are intended for another
pearson, or are used in ¢ manner, combination, or quantity other than as prescribed by alicensed
medical/dental practifioner, or the abuse or misuse of over-the-counter drugs is strictly prohibited.

«  Any associote who Is taking medication that may affect his/her ability o work safely must nofify the oppropriate
Human Resources representative. Associaies who suffer the effects of substance abuse are encouraged to seek
assistance before engaging in conduct, which would be a violation of Company policy. Please refer to the
additional Drug Free Work Place document outlining this policy in detail, which can be found in your new hire
paperwork,

Violaiion of this policy will subject an associate to disciplinary action, up to and including immediate termination.
Discipline may be based not only on o violation of this policy, but also on prior poor performance, workplace
misconduct, or other rule violations as determined by the Company.

Use of Communications Devices

auinment. inch ol
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sole property of the Company. Associates have no expectaiion
devices or the Company’s elecironic communication sysiems.



+ The Company will access and monitor associate communications and files as it considers appropriate.
Communications equipmeni and services include — but are not limited to - mail, electronic mail, courier services,
facsimiles, telephone systerns, computer networks, intemet, on-line services computer fites, video equipment,
pagers. two-way radios, cellular phones, and bulletin boards [herein referred to as "Communication Devices").

O Personal cell phones, laptops, smariphones or other simitar communicaiion devices should be used with
discretion during work hours and should be stered in lockers or other secured oreas. When on break, associates
are allowed to use these itemns in break roems and designated smoking areas only.

»  Company communications services and equiprment for personal purposes should be limited and reserved for
emergencies or when extenuating circumstances warrant if. The associate pay phones should be used for all
personal telephone calls.

« To maintain the security of our premises and the confidentiality of our frade secrets. processes and customers’
information, assaciates are prohibited from using communication devices that have the capability of taking
photographs during working fime or in work areas.

* Hotel and public phones are restricted fo business and guest use only.

Communication Devices that have the capability of taking phofographs must not be used for photography on
Company property.

Incoming personal telephone calls should not occur while you are on duty. Please ask family members and
friends not to phone while you are on duly unless it is an extrerme emergency. Emergency calls wil be directed
to your Human Resources representalive,

+  Company communicalions properiy or equipment may not be removed from the premises without written
authorization from the associote's Supervisor.

*  You should exercise care so that no personal correspondence appears to be an official communicafion of the
Company. You may not use the Company stationery far personal letters. If you must use the Company's address
for recelving personal mait, you must have perrmission from your applicable Senicr Leader.,

You are prehibited from making your own audio recordings of any work place conferences, meetlings or
discussions. '

* Associates should have no expectation of privacy in using Company network, communications services and/or
equipment.

O Improper use of Company Communicafion Davices or unauthorized use of personal communication or
recording equiprment may result in disciplinary acfion up fo and including terminction,

Use of Personal Electronic Devices

ersonatl electronic devices such as mobile telephones, e-readers, or fablets may not be used while working uniess
required for business purposes. It is ¢ violation of the Company’s palicy to record conversafions with a tape recorder or
other recording device (including a cell phone or any electronic devicelunless prior approval is received from your
supervisor, The purpose of this policy s to eliminate a chilling effect to the expression of views that may exist when one
person is concerned that his/her conversation with another is being secretly recorded. This concern can inhibit
spontanecus and honest diclogue, especially when sensifive or confidential matters are being discussed. Violafion of
ihis policy may result in disciplinary action, up to and inciuding fermination. Nothing in this policy is intended to interfere
with associotes' Section 7 rights.

Use of Cell Phones/Other Electronic Devices While Driving

This policy provides standards for safe use of cell phones and othér electronic communication devices {blackberries,
and other handheld devices} by associates when operating Company vehicles, leased or rented vehicles, or persenal
vehicles while conducling Company business. Associates must adhere fo all federal, stote, and locat rules and
regulations regarding the use of cell phones and other handheld electrenic devises when driving on Company fime, for
Company purposes, and/or within a Company vehicle. Associates must not use cell phones or other handheld
electronic devises if such conduct is prohibited by state or local law. Please check with the Human Resource
Department if you are unsure as to whether cell phones or other handheld electronic devises may be used in your
particular state,

Associates should not use handheld cell phones or other handheld elecironic devices for any purpose when driving on
Company fime for Company purposes and/or within 6 Company vehicle. If an associate needs to make or receive a
call while driving, the associate should make or receive the call only after parking in a lawfully designated area. If an
associate has o hands-free device that dllows the associafe to talk on a cell phone or other elecironic device, the
associate may make and receive calls using the hands-free device, but such calls should be limited to five minutes or
less. Assaciates are siricily prohibited from texfing, e-mailing, surfing the iniemet, or ofherwise using any other electronic
communication device while driving on Company time, for Company purposes, and/or within a Company vehicle.

COMFIDENTIAL DOCUMENT & Highgate Holels, LP. 13
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MALLEABLE INTELLIGENCE STUDENT HANDOUTS

You Can Grow Your Intelligence
New Research Shows the Brain
Can Be Developed Like a Muscle

Many people think of the brain as a mystery. They don't know
much about intelligence and how it works. When they do think

“about what intelligence is, many people believe that a person is
born either smart, average, or dumb-and stays that way for life..

But new research shows that the brain is more like a muscle--it
changes and gets stronger when you use it. And scientists have
been able to show just how the brain grows and gets stronger

when you learn.

Everyone knows that when
you lift weights, your muscles get
bigger and you get stronger. A
person who can't lift 20 pounds
when they start exercising can get
strong enough to lift 100 pounds
after working out for a long time.
That's because the muscles
become larger and stronger with
exercise. And when you stop
exercising, the muscles shrink

~ and you get weaker. That's why

people say "Use it or lose it!

But most people don't know
that when they practice and learn

new things, parts of their brain
“change and get larger a lot like -

muscles do when they exercise.

Inside the cortex of the brain are
billions of tiny nerve cells, called
neurons, The nerve cells have
branches connecting them to other
cells in a complicated network.

.Commnunication between these brain
cells is what allows us to think and
-solve problems.




A Section of the Cerebrum

When you learn new things,
these tiny connections in the
brain actually multiply and get

.stronger. The more that you
challenge your mind to learn, the
more your brain cells grow.
Then, things that you once found
very hard or even impossible to
do--like speaking a foreign
language or doing algebra—seem
to become easy. The resultis a
stronger, smarter brain.

A Typical Nerve cell

- How Do We Know the Brain
Can Grow Stronger?

Scientists starfed thinking that

the human brain could develop
.and _change when they gstudied
animals’ brains. They found out

nerve libaes (white malier)

that animals who lived in a
challenging environment, with other
animals and toys to play with, were
different from animals who lived
alone in bare cages.

While the animals who lived
alone just ate and slept all the time,
the ones who lived with different
toys and other animals were always
active. They spent a Jot of time
figuring out how to use the toys and
how get along with the other
animals.

These animals had more
connections between the nerve cells
in their brains. The connections
were bigger and stronger, too. In
fact, their whole brains were about
10% heavier than the brains of the
animals who lived alone without
toys.. '

The animals who were exercising
their brains by playing with toys and
each other were also "smarter"--théy
were better at solving problems and
learning new things.

Even old animals got smarter and
developed more connections in their
brains when they got the chance to
play with new toys and other
animals. When scientists put very old
animals in the cages with younger

.their brains grew by about 10%!



.Nervas in bramn of
animal living in bare
cage,

Children fs Brain Growth

Another thing that got scientists
thinking about the brain growing
and  changing was babies.
Everyone knows that babies are
born without being able to talk or
understand language. But

Brain of animal
living with other
animals and toys.

somehow, almost all babies learn

to speak their parents’ langnage
in the first few years of life. How
do they do this? -

The Key to Growing the
Brain: Practice! '

From the first day they are
born, babies are hearing people
around them talk-all day, every
day, to the baby and to each
other. They have to try to make
sense of these strange sounds and
figure out what they mean. In a
way, babies are exercising their

brains by listening hard.

Later, when they need to tell their
parents what they want, they start
practicing talking themselves. At
first, they just make goo-goo sounds.
Then, words start coming. And by
the time they are three years old,
most can say whole sentences almost
perfectly.

Once children learn a language,
they don't forget it. The child's brain
has changed—it has actually gotten
smarter.

'This can happen because learning
causes permanent changes in the
brain. The babies’ brain cells get
larger and grow new connections
between thenmi. These new, stronger
connections make the child’s brain
stronger and smarter, just like a
‘weightlifter’s big muscles make
them strong. ‘

3months

Newbom 15 months

Development of nerve cells in the brain from
birth to 2 years old. The nerve cells grow both

2years

* in size and in number of connections betwean

them.
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The Real Truth About
"Smart" and "Dumb"’

No one thinks babies are stupid
because they can't talk. They just
haven't learned how to yet. But
some people will call a person

dumb if they can't solve math.

problems, or spell a word right,
or read fast--even though all

* these things are learned with

practice,

At first, no one can read or
solve equations. But with
practice, they can learn to do it.
And the more a person learns, the
easier it gets to learn new
things-because their brain
"muscles" have gotten stronger!

The students everyone thinks is
the "smartest” may not have been
born any different from anyone
clse. But before they started
school, they may have started to
practice reading. They had
already started to build up their
"reading muscles." Then, in the

classroom, evervone said, "That's |

the smartest student in the class."

They don't realize that any of
the other students could learn to
do as well if they exercised and
practiced reading as much.
Remember, all of those other

. students learned to speak at least

one whole language already-

something that grownups find very
hard to do. They just need to build
up their "reading muscles" too.

What Can You Do to Get
Smarter?

Just like a weightlifter or a
basketball player, to be a
brain athlete you have to
exercise and practice. By
practicing you make vyour
brain stronger. Youalso learn
skills that let you use your
brain in a smarter way--just
like a basketball player learns
new moves.,

But many people miss out |

on the chance fo grow a
stronger brain because they
think they can’t do it, or that
it's too hard. It does fake
work, just like becoming
stronger physically or
becoming a better ball player
does. Sometimes it even

hurtsl  But when you feel |

yourself get better and
stronger, all the work is
worth itl

Growyourbrain@aol,com




BrainWize - Brain Growth Research
Here are descriptions of some different research students that all

showed how learning changes the brain.

Babies’ Brains: Newborn babies have plenty of neurons, but the cells have very few
connections between them. Because they are learning so much in their first few years, babies
develop many new connections between their brain cells. By the time you become an adult you
will have a trillion or more of these connections!

Clever Cabbies: London cabbies have to learn the locations of many different places, because
their streets don’t have numbers. Researchers measured the hippocampus — the area of the
brain that remembers information about places ~ in London cabdrivers and compared them to
other people’s. The cabbies’ were bigger, and the longer they were on the job, the bigger this
area of the brain became! This shows that learning and practicing this skill made that area of
their brain grow.

Learning Languages: Most people think that learning a second language once you are an
adult is very hard. But researchers had aduits use special exercises to practice hearing
different sounds. Using a PET scan to measure the activity in the brain, the researchers found
that when people did the special exercises, areas of their brains that they had never used
before became active. This shows that you can retrain your brain and develop new abilities all
through your life.

Musical Mastery. When people play an instrument, they use a special area of the brain to
coordinate the movement of their fingers. Researchers found that when the people practiced
playing an instrument, the area of the brain that controls the fingers grew larger! This shows
that when you learn and practice a new skill, you can build up that area of the brain.

New Neurons: Scientists used to think that we had a fixed amount of brain cells and that we
could never grow new ones. But in the past decade, research has shown that the brain grows
new cells every day! The cells are grown in the hippocampus, an area important in memory,
and they travel to other areas of the brain. They also found that the brain grows more new cells
when you are learning new information and skills! So, by learning and practicing, you actually
add brain cells as well as new connections.

Remarkable Rats: Twin rats were raised in two different environments: either in a bare cage
with food and water, or in a cage with lots of toys and exercise equipment to explore. In the
bare cages, the “cage potato rats” just ate and drank and laid around, while in the enriched
environment, the "summer camp rats” were busy exploring and learning, exercising their brains.
It turned out that the summer camp rats became much smarter than the cage potato rats — they
were better at learning new things. And their brains were heavier, too: they had more
connections between the neurons in their brains. This research shows that active mental
exercise builds up the brain and makes it smarter. Even old rats were able o develop their
brains in the enriched environment, proving that you're never too old to grow your brainl



Can you grow your intelligence?

Prelimiary Questions: Answer these before you read

I. Write two things you know about the human brain.

2. What do you think about how intelligence is formed? Are you born with it, or can you
grow it? Give a reason why you think that.

Read the article entitled You Can Grow Your Intelligence and answer the following questions.
After answering the questions, discuss your answers with a reading partner or group you have
been assigned.

3. How does the brain act like a muscle?

4. What allows us to think and solve problems?

5. What causes your brain cells to grow?

6. What made scientists think that human brains could grow and change?

7. What happens inside a child’s brain while they learn are learning to speak?

8. OPINION: Do you think some people are born smarter than other people? Discuss your
answer with a partner or with your group.

9. Prepare a sumimary of your discussion to share with the rest of the class. Choose a
spokesperson and share out.



Following Directions Activity

Directions: Follow each direction carefully.

1) Circle the animal. Do not write any letters.

2) Write your name on the line.

1, 2, 3, 4,

3) Do not answer the question.

What animal barks?

4) Answer each addition problem. Leave the subtraction problems blank.
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5) Circle each type of fruit. Ignore the line between cherry and red.

cherry gray
elephant \red
banana green
Qrange ................ Orange
green bean yellow

7,



Following Directions Activity

Directions: Follow each direction carefully.

1) Write the answer to the following question on the line next to number 4.

Who was the first
president of the United States?

2) Write the answer to the following question on the line next to the first question.

What is the biggest planet?

3) Find the solution for each addition problem. Do not attempt any subtraction problem.

7T+1= 10-5= 12-3=

2+3= 3+1= 14-6=

wh

4) Cross out each picture. Write the letter “i” in each blank.

tr ck

5) Pick one of the following and fill in the missing word. Your answer will be considered
incorrect if you fill in more than one missing word.

Spring, Summer, Fall, North, South, East,

Liquid, Solid, First, Second, Third,

B8) Answer the following question, and write your answer below on the line provided. Are
all of the symbols in the first column types of punctuation or abbreviations?

? exclamation point

; colon

CANTRLTLLIGL

113

semi-colon (Answer for number 6)

quotation mark

(D



- Common Causes of Conflict in the Workplace
Most conflicts at work fall into one of three overlapping categories:
inferests, rights, and power.

Interests

Conflicts over interests concern disagreements that

affect what people want or need to receive in the workplace.
These matters run from general treatment in the workplace to
more specific concerns, such as assignments, evaluation,
scheduling, promotion, and pay. Conflicts over interests occur
among and between employees at all levels across the
organization.

Rights

Today, workers enjoy a host of legally protected rights.

These rights result from a variety of sources: statues,

{ regulations, and court decisions. In addition, organizations
establish their own systems of internal rights, through policies,
procedures, or contractual agreement (e.g., policies regarding
dismissal, the application of progressive discipline, the rights of
employees who are being disciplined).

Power

Many times in the workplace, conflicts involve a test of power.
Merely the use of power can cause conflicts:

« Who has it?

* When should it be used?

* How should it be used?

: =



_What Are Your Feelings About Conflict?

What we have learned along the way about how to deal with conflict,
along with our past experiences in dealing with conflict, will have a
great impact on shaping our ideas and attitudes in the workplace.

Finish the following sentences:

1. The way that we deal with conflict in our home is...

2. When | was growing up, what | learned about conflict is...
3. The way that my friends and family deal with conflict is to...

4. When I'm involved in a conflict, | usually...

5. When | see someone else involved in a conflict, | usually...

6. When people make me angry, |...

7. Conflicts are usually...

8. | think that most people deal with conflict by...

9. The best way to handle a conflict is ...

- 10. I wish that | could learn... S



Conflict Resolution Role Plays

For each of the following situations, you will be asked to role play using
the conflict resolution skills you have learned.

Role Play Situation #1: Dealing With the “Back-Stabber”

Role of Trey the “Back-Stabber”:

Trey is just as like his name suggests, determined to get ahead
personally by “backstabbing” others. He gossips and spreads little
tidbits about everything from your work habits to your personal life

that are twisted versions of the truth or outright lies. To make

matters worse, he smiles in your face and is friendly and open because
he hopes you will reveal some useful material about yourself.

Role of person responding to Trey and the suggested solution:

Do not go to his level—spreading negative rumors—as revenge about him
will only lower people's opinion of you and your ability to deal with

conflict. No one will remember who started the conflict, and you both will
be viewed as petty and untrustworthy. Prove the negative rumors

wrong through your abilities and performance. Take the high ground,
even though it may seem hard in the beginning.

Role Play Situation # 2: Dealing With the Too Friendly Supervisor

Understanding the role of the Too Friendly Supervisor:

Your supervisor is too friendly and open with all the details of her
private life, and she expects you to do the same. Even when you seem
uncomfortable hearing about the last fight with her ex or what her
doctor said, you wind up sitting in her office way too long, listening to

a lot of unwanted information.

Role of the employee and suggested solution:

Recognize that you're not the one being inappropriate, and don't feel that you
have to discuss any topics you feel are off limits. Don't encourage her to
continue to share personal information by offering advice or asking for more
information when she starts telling you personal things. You certainly are not
required to answer personal questions. Sometimes a laugh or joke will get the
point across.



Tips for Resolving Conflicts with Others

When you are having conflict with someone, consider using the
following strategy:

1. Identify the problem. [dentify the person with whom you are having trouble.
Figure out the specific behavior or attitude that is bothering you and how frequently it
OCCurs.

2. Look at the relationships. Examine how the person interacts with
others. Is it similar to the way s/he interacts with you? What makes
him/her act that way? Figuring out the causes of someone's behavior
helps point the way toward possible solutions.

3. Determine the costs. How does that behavior affect others? Does
it cause people to lose morale? Does it affect productivity? Does it
make everyone uncomfortable? If no one is affected by the person's
behavior, the behavior should be ignored.

4. Plan an approach. Once you identify that the person's behavior
{ does affect you and others, you need to have a discussion with the
- person. Plan an approach that fits the nature of the problem, the
personality of the person involved and your relationship with that
person.

5. Describe the behavior. When you do meet with that person,
describe the behavior in a non-accusatory manner and explain why it
bothers you. Use "I" statements. For example, "Today during the
meeting when [ was talking about the budget and you interrupted me
before | had finished my sentence, 1 felt really cut down.”

6. State what you want. Next, be clear about what you want. "l hope
that the next time [ talk, | won't get interrupted".

7. Seek agreement: Be sure the person understands, and fry to get a

commitment to change. "Do you see things the same way that | do?"
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Levels of Conflict

Perhaps nothing is said yet.
Things don't feel right. It may be
difficult to identify what the problem
is. Do you feel uncomfortable about
a situation, but not quite sure why?

Discomforts

Here a short, sharp exchange
occurs without any lasting internal
reaction, Has something occurred
between you and someone else
that has left you upset, irsitated or
with a result you didn't want?

Incidents

Here motives and facts are often
confused or misperceived. Do
your thoughts keep returning
frequently to the problem?

Misunderstandings

Here relationships are weighed
down by negative attitudes and
fixed opinions. Has the way you
feel aboui and regard the other
person significantly changed for
the worse? Is the relationship a
source of constant worry and
concern?

Tension

Behaviour is affected, normal
functioning becomes difficult, extreme
gestures are contemplated or
executed. Are you dealing with a major
event like a possible rupture in a
relationship, leaving a job, violence?
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DOMINATION

MANIPULATION

DISEMPOWERMENT

DENIAL

Empathy Blockers

Communication Killers, Fouls!

Threatening: "If you are not able to get to work on
time we'll have to review your job here?”, "Do it or
else."

Ordering: "I'll see you immediately in my office.",
“Don't ask me why, just do it because | said so."

Criticising: "You don't work hard enough.”, "You're
always complaining.”

Name-calling: "Only an idiot would say that.", "You
stupid fool." "You're neurotic.”

“Should"ing or "Ought’ing: "You ought to face the
facts.”, "You shouldn't be so angry.”

Withholding Relevant Information: "If you knew
more about this you would see it differently.”

Interrogating: "How many hours did this take you?"
"How much did this cost?” Why are you so late?”
"What are you doing now?"

Praising to Manipufate: "You're so good at report
writing, I'd like you to do this ong."

Diagnosing Motives: "You are very possessive."
“You've always had a problem with time
management.”

Untimely Advice: "l don't seem to be managing." "If
you'd just straighten up your desk you would not be
in this panic." "Why didn't you do it this way?" "Just
lgnore him."

Changing the Topic: "I'm worried about my son's
progress at school”. "Yes it is a worry...Did [ tell you
that I'm applying for a new job?"

Persuading with Logic: "There's nothing to be upset
about. It's all quite reasonable — we just... then
we,..",

Topping: "1 smashed the car last week...... " "When
| smashed my car..."

Refusing fo Address the Issue: "There's nothing to
discuss. | can’t see any problems.”

Reassuring: "Don't be nervous.”, "Don't worry, it will
wark out.”, "You'llL.be fine ! _ .

Who does it?

Self Other
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Create Empathy

Listen with your head and your heart.

Empathy is sensing another's feelings and attitudes as if we had experienced them
ourselves. It is our willingness to enter another's world, and being able to
communicate to that person our sensitivity to them. It is not blind sentimentality; it
always retains some objectivity and distance. We do not lose our own identity,
though we discover our common humanity.

Create empathy by:

¢ taking seriously others' needs and concerns

« valuing feelings and attitudes

o respecting others' privacy, experience and values
s listening actively

» encouraging further elaboration and clarification

* using open body language and a warm vocal tone
» reserving judgement and blame

o displaying interest in what others communicate

« withholding unsought advice

* supporting others’ attempts to find a soluticn

» making affirming statements and gestures,

uncovers complex ——— Empathy —————  encourages
needs and concerns. blossoming and growth
improves relationships supports confidence

and self-knowledge.
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