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LEARNING & DEVELOPMENT PROGRAMS 
Fall 2013 

 

  
 
UFV is committed to promoting a vibrant and supportive learning community. We offer UFV 
employees the opportunity to engage in a selection of learning and development programs which 
include informative workshops, computer skills training, internal processes training, among many 
other customized training programs geared to enhance personal, academic, and professional 
growth. 
 
The following outlines the Fall 2013 learning and development programs. This program guide will 
be updated with new and upcoming workshops as they become available.  
 
OVERVIEW: 
 

Date Time Location: Workshop Topic: Target Audience: 
Sept 24 9 am - 11:30 am A225 - Abby Creating a Positive Workplace: 

Putting Happiness to Work 
All 

Sept 30 9 am - 12 noon A225 - Abby Coaching Skills for Leaders People Leaders 
Oct 10 9 am - 12 noon G180 - Abby Intermediate Microsoft Word All 
Oct 21 9 am - 12 noon A225 - Abby Managing Conflict All 
Nov 26 9 am - 12 noon A225 - Abby Delivering Effective Feedback People Leaders 

 
REGISTER:  To sign up for any of the above, or for more information, contact Brittany Grewal: 

Brittany.Grewal@ufv.ca or local 4439 
 
 

 
OUTLINE: 
 
General Programs: 

Creating a Positive Workplace: Putting Happiness to Work    2 
Managing Conflict         3 

             
Programs for Leaders: 

Coaching Skills for Leaders        4 
Delivering Effective Feedback        5 

 
Technical Programs: 

Intermediate Microsoft Word        6 
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Creating a Positive Workplace: 
Putting Happiness to Work 

 
“Did you know that we have long had the formula for happiness backwards? Conventional wisdom 
holds that if we work hard we will be more successful, and if we are more successful, then we’ll be 
happy. But recent discoveries in the field of positive psychology have shown that this formula is 
actually backwards: Happiness fuels success, not the other way around.” 
 

         ~Shawn Achor Ph.D. 
 
Research concludes being positive results in more resilient, adaptable and successful people and 
organizations. When people work with a positive mind-set, performance on nearly every level—
productivity, creativity, and engagement—improves. In short, we flourish. 
 
This workshop will cover the key principles for creating a more positive and productive workplace 
and lifestyle. Just as we train our muscles at the gym we can also train our brains to be more 
positive. Recent research on neuroplasticity confirms that we are able to rewire our brains even as 
adults. As we develop new habits, we are able to rewire the brain and create a more positive and 
engaged professional and personal outlook.  
 
Come ready to engage in reflection, connection and learning. 
 
 
Objectives: 
 

 Learn key insights from the field of positive psychology that will provide you with the 
knowledge to improve happiness and increase success 

 Adopt tools to shift your mindset and learn ways to rewire your brain to increase positivity 
 Create an action plan for individual success 
 Participate in the key action steps required to change your lens to a more positive approach 

 
 
Date & Location: Tuesday, September 24, 2013 
   9:00 am - 11:30 am 
   Abbotsford, A225 (Boardroom) 
 
Facilitator: Kim White, Human Rights Advisor 

Human Rights & Conflict Resolution Office  
 
Audience:   All employees 
 
Register:   To sign up or for more information, contact Brittany Grewal: 

Brittany.Grewal@ufv.ca or local 4439 
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Managing Conflict 
 
"While no single conversation is guaranteed to transform a company, a relationship, or a life, any 
single conversation can. Speak and listen as if this is the most important conversation you will ever 
have with this person. It could be. Participate as if it matters. It does."  

 
~Susan Scott  

 
This workshop is designed to provide help with the very real experiences of managing conflict and 
offer practical strategies to manage differences effectively. Participants will be provided with an 
opportunity to assess their own conflict style and also learn a simple yet effective model of 
exploring and resolving conflict. Embedded in this approach are the very practical skills of active 
listening, building empathy and assertive expression.  
 
 
Objectives 
 

 Increase knowledge of the factors that contribute to sources of conflict 
 Learn about your own conflict style and that of others  
 Understand the importance of adopting the most effective approach 
 Develop and practice effective communication skills for navigating conflict 

 
 
Date & Location: Monday, October 21, 2013 
   9:00 am – 12:00 noon 
   Abbotsford, A225 (Boardroom) 
 
Facilitator: Kim White, Human Rights Advisor 

Human Rights & Conflict Resolution Office  
 
Audience:   All employees 
 

 
Register:   To sign up or for more information, contact Brittany Grewal: 

Brittany.Grewal@ufv.ca or local 4439 
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Coaching Skills for Leaders 
 
"Coaching is unlocking a person's potential to maximize their own performance. It is helping them to 
learn rather than teaching them."  

 
~John Whitmore 

 
Coaching skills for leaders is an essential element in fostering the development of others. Effective 
supervisors grow their teams through regular coaching conversations, effective feedback that 
encourages superior performance. Organizational research studies attest to the contribution that a 
coaching style of management can make to developing and retaining high-performers and ensuring 
a robust and proactive approach to managing poor performance. Equipping managers and 
supervisors with coaching skills was also found to deliver the following benefits: 
 

 Better team relationships 
 Enhanced levels of self-confidence 
 Improvements to engagement, flexibility and commitment 

 
 
Objectives: 
 

 Learn a simple and effective coaching model to frame coaching conversations 
 Develop and practice effective questions to support learning and development 
 Create an action plan for individual success  
 Practice coaching skills to develop confidence and competence 

 

 
Date & Location: Monday, September 30, 2013 
   9:00 am – 12:00 noon 
   Abbotsford, A225 (Boardroom) 
 
Facilitator: Kim White, Human Rights Advisor 

Human Rights & Conflict Resolution Office  
 
Audience:   Focus is for people leaders and employees with supervisory responsibilities 
 
Register:   To sign up or for more information, contact Brittany Grewal: 

Brittany.Grewal@ufv.ca or local 4439 
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Delivering Effective Feedback 
 
“All too often, behind failed products, broken processes and mistaken decisions are people who chose 
to hold their tongues, rather than speak up.”  

~Harvard Business Review 
 

 
Which is more effective in improving team performance: using positive feedback to let people know 
when they're doing well, or offering constructive comments to help them when they're off track? 
New research suggests that this is a trick question. The answer, as one might intuitively expect, is 
that both are important. But the real question is — in what proportion? Learn the ideal ratio of 
positive to negative. 
 
This workshop is built upon the powerful Insights ‘D4’ feedback model, a simple and effective 
method of delivering data-based feedback. Participants will master the practicalities of delivering 
effective feedback using this model for both positive and developmental feedback. As you develop 
your own style of delivering feedback, you will substantially increase the chance that the recipient 
hears and internalizes the message intended thereby leading to more effective team performance.  
 
 
Objectives: 
 

 Understand the importance of balancing positive and developmental feedback to optimize 
results 

 Learn a practical framework for giving and receiving feedback 
 Increase the frequency with which the feedback you give ‘lands’ with the other person — is 

heard and internalized  
 Reflect on what you can learn about yourself from the feedback that you give to others  

 
 
Date & Location: Tuesday, November 26, 2013 
   9:00 am – 12:00 noon 
   Abbotsford, A225 (Boardroom) 
 
Facilitator: Kim White, Human Rights Advisor 

Human Rights & Conflict Resolution Office  
 
Audience:   Focus is for people leaders and employees with supervisory responsibilities 
 
Register:   To sign up or for more information, contact Brittany Grewal: 

Brittany.Grewal@ufv.ca or local 4439 
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Intermediate Microsoft Word 

This workshop will cover the following document layout tasks: 
 

 Creating footnotes, endnotes, and hanging indents 
 Inserting headers and footers, and setting tabs and margins 
 Creating and formatting tables, charts/graphs, WordArt and shapes 
 Using Track Changes to record all changes between revisions, and adding reviewer 

comments 

Should you have a specific topic you would like to see covered, please contact Brittany Grewal at 
Brittany.Grewal@ufv.ca or local 4439. 
 
 
Date & Location: Thursday, October 10, 2013 
   9:00 am – 12:00 noon 
   Abbotsford, G180 
 
Facilitator:  Christine Nehring, Program Head 

Applied Business Technology  
 
Audience:   All employees 
 
Register:   To sign up or for more information, contact Brittany Grewal: 

Brittany.Grewal@ufv.ca or local 4439 
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