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WORKPLACE ETIQUETTE TRAINING SESSION

This session is designed to be delivered as part of a half day course on The Internal Customer and forms part of the UPL induction programme.  It is assumed that the participants have already been informed of all housekeeping arrangements and that an icebreaker has been conducted prior to the commencement of the session.

Aim

To develop knowledge and understanding of best practice workplace etiquette.

Learning Outcomes

At the end of the sessions learners will be able to:

LO1	Define workplace etiquette and the areas to which it applies
LO2	Recognise poor workplace etiquette
LO3	Understand what is meant by correct workplace etiquette


Training Plan – Workplace Etiquette Session
	Learning Outcome
	Time
	
	Activity
	Resources

	
	0.5  minute
	Welcome and introduction
	
	Written Agenda

	
	1 minute
	Aim and learning outcomes
	Power Point slide
	Smart board

	LO1
	2 minutes
	Define workplace etiquette
	Power Point slide
Group discussion
	Smart board
White board and pens

	LO1
	2 minutes
	Identify areas to which it might apply
	Power Point slide
Group discussion
	Smart board
White Board & pens

	LO2
	3 minutes
	Observation  of poor workplace behaviours
	Power Point slide
Video clip observation
	Smart board
Handout

	LO2
	2 minutes
	Recognition of poor behaviour
	Feedback observations
	White board and pens

	LO2
	1 minute
	Experience of poor conduct
	Group discussion
	

	LO3
	6 minutes
	What are the characteristics of good workplace etiquette
	Power Point slide
Group exercise
Group feedback
	Smart board
Handout

	
	2.5 minutes
	Recap of learning
	Power Point slide
Testing understanding
	Smart board

	
	
	Evaluation
	
	Happy Sheet



[bookmark: _GoBack]The session following this is intended to help learners to implement and encourage best practice workplace etiquette within their teams by using role-play exercises.
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