CITY OF GROVE CITY, OHIO
G.C. COMMUNITY DIVERSITY ADVISORY TASK FORCE

February 13, 2023 MINUTES Regular Meeting

1.

The regular meeting of the Grove City Community Diversity Advisory Task Force was called to order
by Chair Reynolds at 6:00 p.m., in the City Hall Council Chambers, 4035 Broadway. Roll was called
and the following were present:

Missy Anderson, Caden Bauman, Shayne Downton, Chris Moscato, Miracle Reynolds, Jeffrey Tadlock,
Dorothy Stewart, Danielle Williams, Dan Witteman.

Absent: Teresa Breckenridge, Viren Patel

Also present: Tami Kelly, Clerk of Council; Christine Houk, Council Member, Stephen Smith, Dir. of
Law. Speakers — Chuck Boso, City Admin., & Bill Vedra, Asst. City Admin.

Chair Reynolds recognized the resignation of Teresa Breckenridge, due to family issues.

Chair Reynolds asked for a motion to approve the Minutes from 01/09/23. Ms. Williams moved to
approved said minutes; seconded by Ms. Anderson. Motion unanimously approved.

Chair Reynolds explained that this evening’s meeting was hear from City Staff about the policies
and procedures that are currently in place for diversity, equity and inclusion.

Mr. Stephen Smith, Dir. of Law, Mr. Chuck Boso, City Administrator, and Mr. William Vedra, Asst.
City Admin., provided information on the City’s current policies and training program. Mr. Boso
gave statistics on current staff: 171 total — 56 female, 115 male, 8 African American, 2 Hispanic, 1
Asian. It was explained that the majority of employees are hired through the Civil Service process.
Mr. Smith explained how the testing and lists are done for Civil Service. It was shared that the
Discrimination/Harassment Section of the City’s Codified Ordinances were updated in 2022 to
include LGBTQ+, etc. Mr. Smith said there is a very specific process to file a complaint and each
one is investigated and processed accordingly and there is a strong anti-retaliation policy in place as
well. The Annual city-wide training for all full-time employees was reviewed. Mr. Smith noted that
the Police Division also receive a Bias-Based Policing training.

Mr. Downton asked if there was any culture-related data on how groups are feeling. Mr. Smith said
not really. There is a staff meeting with Dept. Heads every two weeks and each department holds
their own meetings. He said we really do things by department, no race. Ms. Williams said turnover
is a good indicator. Mr. Smith agreed and said we really don’t have turnover in the City. Mr.
Downton asked how the city can broaden the pool. Mr. Smith said all communities struggle with
this and getting quality people.

Mr. Moscato asked why part-time employees are not given the training. Mr. Vedra said lo gistically,
it can be difficult to catch them all and they wanted to start with full-time training first to manage the
program.

Mr. Downton commented that when hiring and the candidates are virtually equal, he looks at the
gaps in his organization to select the person. He said if you are intentional about D.E.,
data/numbers tell the story. Mr. Smith said he understands the DEI desire, but struggles with the
legalities and liabilities that cities must adhere to. If the committee has suggestions, they are willing
to review them.



5. The Committee discussed their desire for the next meeting and their timeline for finalizing their
report to Council.

Mr. Tadlock said he would like to see the Committee ask for an extension of time so they can
continue to hear from staff in order to identify any gaps and/or identify suggestions in order to
present a good report to Council. Committee agreed.

It was decided to hear from the Business Relations and Development Dept. at their March meeting.

Ms. Kelly asked each member to send her a list of questions that she can share with staff members in
preparation for the next meeting. Mr. Downton stated that he wants to know what they are doing to
expand diverse businesses and housing.

6. There being no objection, Chair Reynolds adjourned the meeting by unanimous consent.

Adjour/;\ed at 7:33 p,m.

) K K, Youegoe %3,:4 A

Taml K Kelly, mmc Miracle Reynolds
Clerk of Council v/ Chair




1/12/23, 2:50 PM https://expon.amlegal.com/api/export-requests/fd604338—7067-4fa6-aece-098011b9b3f6/down|oad/

161.15 DISCRIMINATION AND HARASSMENT PROHIBITED.

(a) Discrimination and Harassment Prohibited. The City expressly prohibits any form of unlawful
discrimination or harassment based on race, color, religion, sex, national origin, age, disability, military
status, status as a veteran or special disabled veteran, ancestry, familial status, pregnancy, sexual
orientation, gender identity, or gender expression or any other characteristic protected by applicable
federal, state, or local laws.

(b) Policy. In compliance with Title VII of the Civil Rights Act of 1964 as amended, and Ohio
Revised Code 4112.01 et seq., it is the policy of the City:

(1) To provide equality of opportunity in employment with the City for all persons.

(2) To carry out all programs and activities in such a manner that no person shall, on the grounds
of race, color, religion, sex, national origin, age, disability, military status, status as a veteran or special
disabled veteran, ancestry, familial status, pregnancy, sexual orientation, gender identity, or gender
expression be excluded from participation in, be denied the benefits of, or be subjected to
discrimination or harassment with respect to such programs or activities.

(c) Sexual Harassment. The City also prohibits sexual harassment of employees in any form. It is
City policy to provide an employment and business environment free of unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct or communication of a sexual nature
or based on one’s sex constituting sexual harassment as defined and otherwise prohibited by federal
and state law.

Specifically, no supervisor shall threaten or insinuate, either explicitly or implicitly, that an employee’s
refusal to submit to sexual advances will adversely affect the employee’s employment, evaluation,
wages, advancement, assigned duties, shifts, or any other condition of employment or career
development.

Other sexually harassing conduct in the workplace, whether committed by supervisors or non-
supervisory personnel, is impermissible and prohibited because it creates an intimidating, hostile, or
offensive working environment and/or unreasonably interferes with an individual's work performance.
This includes, but is not limited to, any harassing conduct based on one’s sex or gender or conduct of
a sexual nature, including verbal conduct, touching, solicitation or the display in the workplace of
sexual objects or pictures, where there has been an indication that such conduct is unwelcome.

Any conduct, as described above, whether by supervisors or non-supervisory personnel, may result
in disciplinary action, up to and including discharge.

(d) Guidelines-Reporting and Investigation. It is policy to investigate thoroughly and remedy any
known incidents of discrimination and harassment. In order to accomplish this, however, harassment
and discrimination must be brought to the attention of management. Accordingly, employees who feel
aggrieved because of harassment or discrimination have an obligation to communicate their problem
immediately. Employees who feel comfortable doing so should directly inform the person engaging in
harassing or discriminatory conduct that such conduct is offensive and must stop; however,
employees are not required to first directly address the person who is harassing or discriminating
against them. The following steps should be taken by an employee who has a complaint of
harassment or discrimination:

(1) Any individual that believes that he or she has been subjected to unlawful harassment or
discrimination, or witnessed unlawful harassment or discrimination, should promptly file a written
report of that fact to the department director or the individual’s immediate supervisor/manager. If the
individual alleges harassment or discrimination against the department director and the individual’'s

" immediate supervisor/manager, the individual need not report the incident to the alleged harassers or
discriminators and instead, may report the incident to the City Administrator or Human Resource
Coordinator. The written report should identify the alleged incidents of harassment and/or

https://export.amlegal.com/api/expon-requests/fd604338-7067-4fas-aece-098011 b9b3fe/download/ 112
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discrimination, the alleged perpetrators of the harassment and/or discrimination (if known), and any
witnesses to the harassment and/or discrimination. The report will be kept confidential to the extent
possible consistent with a thorough investigation and any remedial action required.

(2) Upon receipt of a report of harassment and/or discrimination, the City will investigate the
allegations. If the City determines that an individual has violated this policy, the City will take
appropriate disciplinary action, up to and including termination.

The City encourages individuals who believe that they have been victims or witnesses of
harassment and/or discrimination to come forward and report such harassment and/or discrimination.
The City will not take any adverse action against an individual who in good faith comes forward to
report harassment or discrimination, or provides assistance in an investigation, regardless of whether
the allegation is substantiated. The City prohibits retaliation in all forms.

(Ord. C10-09. Passed 2-17-09; Ord. C15-18. Passed 3-20-18; Ord. C20-22. Passed 4-4-22.)

https://export.amlegal.com/api/export-requests/fd604338-7c67-4fa6-aece-c98011b9b3f6/download/ 2/2



2018 — City Wide Training Overview and Schedule

All Associates

Date: February 8,9, 12, 2018 Time: 8am-12pm Location: Lower Level
Frost Brown Todd:

Discrimination and Harassment

Ethics
Working Partners:

Drug Free Workplace Education and Intervention

All Supervisors

Wednesday, March 7, 2018 Time: 8am - 4pm Location: Lower Level
Ohio University:
Day 1: - Reading assignment and master class discussion
The Outward Mindset — Arbinger Institute
How to change lives and transform organizations
The Leadership and Self-Deception - Arbinger Institute
How to consistently tap into an innate ability that dramatically improves both your
results and your relationships.

Tuesday, March 13, 2018 Time: 8am - 12pm Location: Lower Level
Optimal Testing:

Day 1: Structured Interview Training-Development

Question and Score Criteria Development

Validity of Structured Interviews

Review of job analysis to determine key competencies

Question development :

Focus on competencies

Building selection of scales

Tuesday, March 20, 2018 Time: 8am - 12pm Location: Lower Level
Optimal Testing Solutions:

Day 2: Structured Interview Training-Implementation

Question and Score Criteria Development

Review of questions and selection scales

Interview process/procedures

Evaluation Process

Rater errors

How to avoid rater errors

Interview and assessment practice and calibration

12/29/17



view and Schedule

2018 — City Wide Training Over

Wednesday, March 28, 2018 Time: 8am - 4pm Location: Lower Level
Ohio University:
Day 2: Reading assignment and master class discussion
The Outward Mindset — Arbinger Institute
How to change lives and transform organizations
The Leadership and Self-Deception - Arbinger Institute
How to consistently tap into an innate ability that dramatically improves both your
results and your relationships.

All Supervisors

Wednesday, October 24, 2018 Time: 8am - 4pm Location: Eagle Pavilion
Ohio University: John Nobles, Professor
The Speed of Trust, Covey

Trust isn’t a quality you either have or you don’t; it's a learnable skill. Teams and organizations that
operate with high trust significantly outperform those who don’t. Teams and organizations led by a high-
trust leader are more energized and engaged. They innovate and collaborate more effectively, operate
faster, and achieve sustainable resuits.

Thursday, November 1, 2018 Time: 9am -4pm Location: Eagle Pavilion
Frost Brown Todd: Catherine Burgett, Esq.
Supervisory Training

Case studies of ethical and legal missteps by supervisors.

Working Partners: Regina Bond
Substance Abuse Policy

City:
Stop the Bleed
EAP
18D

Thursday, November 8, 2018 Time: 9am - 4pm Location: Eagle Pavilion
Zoe Training and Consultation: David Aduddell, MBA

perfect Timing/Time Management Essentials

Introduction: Herding Cats

The Myth of Time Management

Time Assessment

Reality Check

12/29/17



2018 — City Wide Training Overview and Schedule

Effective Thinking

Strategy 2: Planning with Purpose
Discovering Your Purpose

Top 20 Goals

5 Year Resume

Purpose Statement

Strategy 3: Choosing Priorities
Crossing the Beam

4 Times Zones

Control the Controllable

Strategy 4: Practicing the Principles
SMART KASH

Outlook Planning

G.R.0.W. Calendar Worksheet
Goal Setting Worksheet

Project Notes

Avoiding Time Traps

Time Traps

Managing Your Tools

12/29/17



2019-2020 - City of Grove City - Inspired Leadership

David Aduddell — Zoe Training

Kickoff Session

Date: September 24, 2019

Time: 9:30AM - 90 Minutes (joint cohort session)
Location: Eagle Pavilion

Topic: Program overview

Launch 360 Process
Launch DISC Assessment

First Session(s)

Date: October 24, 2019

Time: 7AM-11PM / 12PM- 4PM - Four (4) hour (AM and PM cohort sessions)
Location: City Hall Lower Level

Topic: Inspired Communication Day 1

= 360 Review
= DISC Review

Date: October 25, 2019

Time: 7am-12PM - 4-6 hours (joint cohort session)
Location Eagle Pavilion

Topic: Inspired Communication Day 2

=  Trust Factor

« Leading Difficult Conversations
Start GROW Groups
Self-Discovery Content

Second Session
Date: February 20, 2020
Time: 7AM-11PM / 12PM- 4PM - Four (4) hour (AM and PM cohort sessions)
Lunch cross-over Workshop Session: Facing the Giants — 1 hour (12PM -1PM joint cohort
session)
Location: Scioto Grove Metro Park
Topic: Inspired Thinking
= Developing the Leader Within
« 100/0
GROW Groups
Self-Discovery Content

Third Session

Date: May 28, 2020

Time: 7AM-11PM / 12PM- 4PM - Four (4) hour (AM and PM cohort sessions)
Location: City Hall Lower Level

Topic: Inspired Planning

= Perfect Timing

= Strategic Success

= Lunch Cross Over Workshop Session: The Power of Habit
GROW Groups
Self-Discovery Content
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2019-2020 - City of Grove City - Inspired Leadership

David Aduddell — Zoe Training

Fourth Session

Date: August 27, 2020

Time: 7AM-11PM / 12PM- 4PM - Four (4) hour (AM and PM cohort sessions)
Location: City Hall Lower Level

Topic: Inspired Coaching Day 1

e Breaking the Coaching Code

Date: August 28, 2020

Time: 7AM-11PM / 12PM- 4PM - Four (4) hour (AM and PM cohort sessions)
Location: City Hall Lower Level

Topic: Inspired Coaching Day 2

» Zone 1—Feedback

»  Zone 2—Training

= Zone 3—Mentoring

= Zone 4—Collaborating
Final 360

Post Session Webinar (60 minutes both sessions) September



2021 City of Grove City Inspired Leadership Program

All;
Thank you for your participation in the 2020 development program, Inspired Leadership.

We are beginning to plan the 2021 development program to include Grow Groups, Recommended
Programs and Training Electives. David Aduddell of Zoe Training will lead a group of instructors who will
deliver the Programs and Electives.

The 2021 training framework is,

1. 360 evaluations for Department and Division Leaders

2. DISC Assessment for New Participants

3. Grow Groups will continue and expand. In addition to the existing grow Groups, each member
of a group will form and lead a Grow Group of associates to mentor as future leaders.
Department and Division leaders will assist in identifying those emerging leaders.

4. Course Elements

a. Recommended Training Topics:
Expect the Extraordinary: Tools to Optimize Managing Ourselves And Our Teams
Managing Your Emotions: EQ for Leaders
Playing to Your Strengths: Strengths-Based Leadership
Strategic Success: Developing Purpose Driven Teams
Leading Change at Every Level
The Flexibility Factor: Creating Resilience in Challenging Situations

b. Elective Training Topics:
Coaching for Performance: The RED Zone Model

Better Together: Influencing Others

The Power of Habit: Changing and Sustaining New Habits

Going to Pieces: Project Management Essentials for Non Project Managers
Meeting Magic: Meeting Techniques that Maximize Communication
Presentation Skills for Leaders/Virtual Presentation Skills

Toxic Success: Winning from the Inside-Out

Innovation and Creativity

Fully Engaged: Energizing Your Life and Work Recommended Programs

c. Diversity and Ethics, Catherine Burgett, Esq. FBT

Beginning February of 2021, bi-monthly training will be identified. Recommended and elective training
topics will be delivered online, in either four hour or eight-hour sessions.

All associates in the program will attend the recommended topics and select any or all of the elective’s
topics that will help in your development.

As you review the list of electives, please consider the following.

1



2021 City of Grove City Inspired Leadership Program

The Flexibility Factor: Creating Resilience in Challenging Situations

Difficult times come to us all in a variety of forms. It is not “if” life has setbacks; it is a question of
“when.” As the author James Allen put it in his book, As a Man Thinketh, “Circumstances does not make
a man; it reveals him to himself.” With each obstacle there is an opportunity to either resist and
withdraw from living our best or growing through the circumstance to experience our best. Outside
pressures have the power to crush us if we let them. However, these same uncontrollable obstacles can
provide opportunities to develop and shape a better future in positive ways. “The Flexibility Factor”
workshop provides tactical solutions to cultivate the art of resilience in challenging situations. This highly
interactive session will help you get through whatever you are currently facing and come out on the
other side stronger.

Recommended Elective Topics:

Coaching for Performance: The RED Zone Model

Cultures where managers use effective coaching programs see a 20 to 40 percent increase in
productivity with their people. “The RED Zone” is designed to help leaders get more for themselves and
their teams by using the coaching methods from the book “Breaking the Coaching Code.” This material
provides practical steps to help busy managers achieve greater results in less time by partnering with
coachees through collaboration. This process empowers coachees to solve their own problems and
create lasting solutions.

Better Together: Influencing Others

Organizations are facing more complexity than ever before. Technology has changed the way they
communicate but has not necessarily made things easier. Although organizations have tried to create
better communication methods, driving change and increasing performance continues to be an ongoing
struggle for most teams. People are asked to do more with less. However, these critical efficiencies not
only require approaching things differently, but better. Highly effective teams have incorporated new
communication techniques that help elevate the way team members work together. The “Better
Together” Model provides practical steps to help each person on the team apply win-win strategies as
they work together.

The Power of Habit: Changing and Sustaining New Habits

From starting a new diet to adding time management skills, creating habits can be difficult to start and
even harder to sustain. Most attempts at changing habits end before they ever get started. However,
with new scientific discoveries, creating long-term change in your life is much easier than ever before.
“The Power of Habit” work session provides proven tactics to help participants create positive and
sustainable change.

Going to Pieces: Project Management Essentials for Non-Project Managers

Leaders are often asked to run projects, but in many cases, they lack the skills and training to do so
effectively. “Going to Pieces” is an introductory course designed to familiarize participants with project
management essentials based on the PMP (Project Management Professional) guidelines. This hands-on
interactive program explores the five phases of the project lifecycle along with proven techniques to
ensure project success. Participants will discover the benefits of managing projects through a structured
approach with an emphasis on both hard and soft skills.

Meeting Magic: Meeting Techniques that Maximize Communication
As speed and accuracy become even more critical to meet the demands of every organization, the

3



2021 City of Grove City Inspired Leadership Program

ability to have efficient and effective meetings is more important today than any other time in our
history. The stakes continue to increase as internal and external meetings become the core of our group
communication methods. Being able to share and communicate effectively in meetings will reduce
wasted time, increase productivity, and drive better team results.

Presentation Skills for Leaders/Virtual Presentation Skills

A great presentation, whether on the phone, hosting a webinar, or leading in person group, must
connect with your audience in a meaningful way. Simply holding their attention is no longer enough;
great presenters make people want to act on the information you have shared. In this dynamic program,
you will not only learn presentation skills basics, but also the secrets to connecting with modern day
listeners.

Toxic Success: Winning from the Inside-Out

Feeling overwhelmed by the pressures in our professional and personal life has become a normal part of
our daily lives. We often wear the title “workaholic” like a badge of honor or a featured skill on a
resume. Although we are filling our time with more “stuff” we are assuming that stuff is creating more
meaning for us and the organization. There is a huge difference in an activity driven culture and a
purpose driven culture. One of the biggest differences is the emotional state of our team members.
Some feel by just changing jobs or better time management it will fix the emptiness many are facing.
New research shows that most of these feelings come from “toxicity from a distracted mind, addiction
to stress, and the emotional and spiritual detachment that comes with constant multitasking your life
away.” This workshop will help you change your awareness, regain your attention, and reconnect to
your best self at home and at work.

Innovation and Creativity

How to teach your employees to use innovation and creativity in the workplace may be the most
important tool your organization has when it comes to staying competitive. With so many changes in
the workplace, staying creative and innovative continues to get harder, innovation and creativity
become key to staying relevant. Organizations and individuals who apply innovation move ahead. Those
who do not, struggle and fall behind. In this interactive program, participants will learn how to access
and develop creative skills. They will also learn how to use meaningful innovation to solve real world
problems, improve processes, and leverage ideas that help organizations move ahead.

Fully Engaged: Energizing Your Life and Work

Imagine your workplace filled with creative, passionate, and committed people who felt they spent their
time and energy doing meaningful and fulfilling work. A place where teams brought out the best in
themselves and others through effective communication. At the end of the day, you go home feeling
more energized and refreshed instead of drained and depressed. Through “Fully Engaged”, you will
learn more about yourself and how you can energize your life and work to make these things possible.
This highly interactive course focuses on tools and strategies to get the most from everyday experiences.
When employees are fully engaged, organizations communicate better, experience optimized
performance, and maximized results.



2022 City Wide Training Overview and Schedule

Playing to Your Strengths: Strengths-Based Leadership

March 22, 2022

7AM-11AM / 12PM- 4PM - Four (4) hour (AM and PM cohort sessions)
Grove City

Situational Communication
June 28, 2022

7AM-11AM

Grove City

15 Challenges Managers Face
September 27, 2022
7AM-11AM

Grove City

Mastering Your Message
December 6, 2022
7AM-11AM

Grove City

Managing for Performance Program Overview
March 21, 2022

7AM-11AM

Grove City

Grove City Managing for Performance Program:
e Small Group Discussion

360 Feedback

Individual Executive Coaching

Enneagram Assessments

15 to 17 participants

Managing for Performance Enneagram Debrief or small group discussions (Included)
June 27, 2022

7AM-11AM

Grove City



City of Grove City 2023 City Associate and Supervisor Training Overview and Schedule

Date Time | Topic Presenter Audience | Location Required
1/10/23 10a—2p | *Diversity, Equity Steve Francis, All FTE Eagle Pavilion, | Y
and Inclusion Esq/FDIS President Fyer Park
40 Participants
2/14/23 10a-2p | *Avoiding a Regina Bond, SafeX All FTE Eagle Pavilion, | Y
Pileup" choosing Cat Burgett, Esq/FBT Fyer Park
healthy coping
mechanisms! Ethics
and Respectful
Workplace
40 Participants
3/14/23 10a-2p | Inspired Leadership | David Aduddell, ZOE | Supervisors 4444 Y
Broadway
BLDG #001
4/11/23 10a—2p | *Diversity, Equity Steve Francis, All FTE Eagle Pavilion, | Y
and Inclusion Esq/FDIS President Fyer Park
40 Participants
5/09/23 10a-2p | *Avoiding a Regina Bond, SafeX All FTE Eagle Pavilion, | Y
Pileup" choosing Cat Burgett, Esq/FBT Fyer Park
healthy coping
mechanisms! Ethics
and Respectful
Workplace
40 Participants
6/13/23 10a—2p | Inspired Leadership | David Aduddell, ZOE | Supervisors Eagle Pavilion, | Y
Fyer Park
7/11/23 10a-2p | *Diversity, Equity Steve Francis, All FTE Eagle Pavilion, | Y
and Inclusion Esq/FDIS President Fyer Park
40 Participants
8/08/12 10a—2p | *Avoidinga Regina Bond, SafeX All FTE Eagle Pavilion, | Y
Pileup" choosing Cat Burgett, Esq/FBT Fyer Park
healthy coping
mechanisms! Ethics
and Respectful
Workplace
40 Participants
9/12/23 10a—2p | Inspired Leadership | David Aduddell, ZOE | Supervisors Eagle Pavilion, | Y
Fyer Park
10/10/23 10a—2p | *Avoidinga Regina Bond, SafeX AllFTE Eagle Pavilion, | Y
Pileup" choosing Cat Burgett, Esq/FBT Fyer Park
healthy coping
mechanisms! Ethics
and Respectful
Workplace
40 Participants
11/14/23 10a-2p | *Diversity, Equity Steve Francis, All FTE Eagle Pavilion, | Y
and Inclusion Esq/FDIS President Fyer Park
40 Participants
12/12/23 10a-2p | Inspired Leadership | David Aduddell, ZOE | Supervisors Eagle Pavilion, | Y
Fyer Park

*All FTE must attend one session of Ethics and DEI.
2023 Training Overview

Diversity, Equity and Inclusion Training — All Associates




Presenter - Mr. Steve Francis, Esq. FDIS
e Discussion of Fundamental Concepts:
o ‘Diversity’, ‘Inclusion’, ‘Equity’ & ‘Race’
o Understanding Implicit Bias
o What Is Systemic Bias?
o Stereotypes - Putting People in Boxes

Ethics and Respectful Workplace Training — All Associates

Presenter - Ms. Catherine Burgett, Esq. FBT
e Review Applicability of Ohio Ethics Law:
o Overview of Ohio Ethics Law

Conflicts of Interest
Unlawful interests in Public Contracts
Misuse of Official Position
Improper Compensation
Disclosure of Confidential Information
Revolving Door Restrictions

o Appearances of Impropriety
e Penalties of Violating the Ohio Ethics Law:
e Abusive Conduct:
e Respectful Workplace:

O 0O O O 0 O

City of Grove City 2023 City Associate and Supervisor Training Overview and Schedule

Choosing healthy coping mechanisms “Avoiding a Pile-up” - All Associates

Presenter — Regina Bond, SafeX

e What causes stress?

e Society’s Messages about Stress and Coping
e Coping Strategies

e Use Alcohol and other Drugs to Cope

e Reaching Out for Help

e 10 Tools

e Policy Review

e 3 Action Items



City of Grove City 2023 City Associate and Supervisor Training Overview and Schedule

Inspired Leadership Series - Supervisors

Presenter — David Aduddell, Et al., Zoe International
e Service Driven Culture

Situational Communication

Bridging the Generation Gap

Mastering your Message

The Power of Active Listening

Own Any Occasion

Getting People to Read What You Write

Compassion Fatigue

Leading with Emotional Intelligence

@
Purpose Driven Priorities (5 Part Series)
Part One: The Reality of Time
Part Two: The Energy Effect: Managing Your Energy at Work
Part Three: Living On Purpose: Purpose Driven Planning
Part Four: Saying Yes to the Right Things: Establishing Boundaries and Minimizing
Part Five: Effective Knowledge Management: Creating a Knowledge Management
Toolbox
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Ohio Ethics Law

BT
Brow lodd

2/9/2023

Agenda

o Review Applicability of Ohio Ethics Law
Overview of Ohio Ethics Law

« Conflicts of Interest

+ Unlaw ful intezests in Public Contracts

« Misusc of Official Position

« Improper Compensation

« Disclasure of Confidential Information

+ Revohing Daor Restrictions

+ Appearances of Impuapiiety
Penaltics of Violating the Ohio Ethics Law
+ Abusive Conduct
+ Respectful Workplace

#@

Ohio Ethics Laws
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Ohio Ethics Laws:
Who?

+ The Ethics Laws apply to all public
officials and employees in the state
« A “public official or employec”
s anjone who i dlected or
apponicd 1o an affice of 4
pulbilic agency of who is
emphoyed by u pulbe agency.
+ The Ethics Laws are enforced by
the Ohio Ethics Commission




2/9/2023

« Public officials and employees may not
solicit or accept anything of value that
could have a “substantial and improper
influence” on the official or employee's
petformance of their official duties

« “Anything of value” includes gifts,
travel expenses, employment, meals,
money, golf trips, etc

* Two considerations:

* Substantial value
 Improper Source
* Anyone regulated by, interested
in, or seeking to do business with
the public agency.

Misuse of Official
Position/Public Contracts
* Public officials and employees may not:

* Authorize a public contract in which they, a
family member, or a business associate has
an interest;

* Authorize an investment of public funds in
which they, a family member, or a business
associate has an interest;

« Profit from a public contact authorized by
the official or by a board on which they sit,
unless that contract was competitively bid
and awarded to the lowest and best bidder;
and

* Have an interest in a public contract of any
public agency with which they are
connected

Tmproper Compensation:
ORC 2921.43

= Public offivals and employces my
not sohat o1 accepr compensation
frém any svurce other than their
public cmployer for the
performance of their public duties

[mpropes

] »l'l]]\‘l]\';lliul‘.

* Public Officials and Employees may not
accept:

* “Honorariums” or payment for
making a speech, writing an article,
arattending a public or private event

+ “Travel Expenses” unless:

s The official or employee is
traveling to participate in a panel
or give a speech or

* 1tis to attend a meeting of a
professional organization




Confidentiality: ORC 102.03(B)

« 1f a public official or
employee has access to
confidential information in
their public job, they are
prohibired from disclosing ot
using that information, in any
way, unless authorized by the
public agency:

» Tlus obligation continues
so long as the information
is confidential (e cven
after employment)

2/9/2023

Post Fmployment
Restrictions (Revolving
Door Law)

* For e year after employment
with thie puhlic agency, 4 public
officul or employee 18 profibired
from representng any person
before any public agency on
matters in which the officidl v
employee personally partiapated

10

Worst Case Scenatio:
Consequences for Violating
the Rules

+ All the provisions of the Ethics Law are criminal
prohibitions.

+ Most are first-degree misdemeanors (Max
fine of $1,000 and/or six months jaif)

« Twa of the public contract prohibitions are
fourth-degree felonies (Max fine of $5,000

H and/or 18 months in jail)

« In addition to criminal penalties, a person
who is convicted of receiving supplemental
compensation is bacred from holding public
office or employment for seven years.

Real World Application

« Don’t hesitate to ask if you have a guesiion!
« We can research past opmions, seek an wifarmat opinion, o seeh 4 formal
UPI\NUIL
o ach of thescophons halcime and are hara addiessed bulime you per toabe
Moo of an open mcdmg,
v Dont st 1o ask goncea counsehif you havea question o Tedhieasy!
« firr on the side of caution when raising a potential 1ssuc

« Leis far casier (o address any potentialissues before the fact, rather shan afred

some action has been raken

12



ABUSIVE CONDUCT

13

* Legistatures in over 29 states have inroduced
wotkplace anti bullying bills in recenl years,
according Lo the Tealthy Workplace Campatgn

2/9/2023

» A 2017 survey by the Workplace Bullying
Institute estimated that 61 percent of US
employees are aware of abusive conduct in the
workplace, 19 percent have experienced it and
another 19 percent have witnessed it

* Male bullies target fernales 65% of the time.
* Female bullies target females 67% of the time '

/
7

LSIVe

Conduct

sles

» Communication Tactics
¢ Insulting or making offensive remarks

» Shouting, yelling, angiy outbuists
13’ ) o2 o

Bypassing the victim to avoid communicating
with them

Ivasion of personal space, shoving blockmg
the way, fingers and hands in face

» Staring at

Giving the “look”

Sending angry emails or other communications

/
7




Abusive

Conduct —

Work Tactics

Giving unmanageable workloads & impossible deadlines
Arbitzacily changing tasks or deadlines

Using employee evaluations to document supposed poor
work quality without setting goals or providing the tools
needed to improve

Withhelding information needed 1o do one's job effectively
Taking away tasks

Leaving employees out of communication

ssive micromanagement
Tailing to give credit oc stealing credu [ny others” work
Preventing access to oppor tunities like promotions or raises

Sabotaging work ,

”

!

The most effective tool
against bullying and

harassment 1s community

2/9/2023

* Humiliating Tactics

* THumiliating or ridiculing, excessive teasing
¢ Spreading rumors or gossip

¢ Ignoring peers when they walk by

* Playing practical jokes

Abusinve

Conduict= * Using social media to teasc

* Hinting that someone should quit, nobody
likes them, or the boss thinks they are
mecompetent

*» Consistently pointing out mistakes, however '
little or long ago they occurred ,

e

1. Believe it’s a problem
2. Do something about it

20



Believing

* What daes abusive conduct look like?
¢ Who has the right to yell al you?
* Who has the right to tell you, you are stupid?
© Who has the right o tell ofhers you are bad al your jobf
* Who has the right to gossip aboul you?

Who bas the dight to take credit for your workp

Who has the right to blame you for their mistakes?

Wha has the right to tense you because of your ager
Gender? Race? Disability?

Who has the right 1o mock you for your religion?
Politics?

Who has the right 1o impede your ability to do your job?

Who Tias the rght to belinle your

Bystander
FEffect

23

aman aftacked,
and almmately Kified. Kty
CIenovese v altack that
lasted over halt an hour

me of over the dozen or
so people who heard the
attack called the polic

22

vatanded

How often have you seen
someone do any of those
things at work?

What did you do?
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* “Hey, stop that!”

. B 7Stﬂlldcr « Distract the harasser
The most effective tool ) . .« Stare
Interventon + Buddy System

against bullying and (for _
workplaces) + Check in with the victim

* “Iey, that wasn’t cool,.
+ CBill,

harassment is community.

L e ——— . |
25 26

Some of the time #® All of the
time.

IMPLICIT BIAS
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Bless his heart.
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DIFFERENT DOES NOT MEAN BAD
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First Steps

* Ivaluate your beliefs

KANNTC YOUT Teactions

+ Jook for exclusive/divisive behavior

alk less, listen mone

s Beaware of your blessings

Following Up

» Comect witlh sonicone new

» Call out behavion

* Watch your language

* Seck to undersiand differences/ Vsk questions

acch for the reason
¢ Argue fiom the other side
* Challenge stercofypes
* \void ¢

* Be open

sumptions

* J3e OK with mistakes (yours and others)

44
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www.safex.us

HANDOUT: THE 10 TOOLS
AVOIDING A PILEUP: HEALTHY COPING STRATEGIES FOR STRESSFUL TIMES

Mental Health America has provided 10 Tools to help you feel stronger and more hopeful even in times of
stress. Below are excerpts from each of the 10 Tools. For additional information on each of these tools, please

go to www.mhanational.org/ten-tools.

Connect with others
Who is in your “pit crew?” These are people you can rely on to rev you up. Ask yourself if you have at least a
few friends or family members who:

* feel comfortable to be with

* give you a sense you could tell them anything

* can help you solve problems

* make you feel valued

» take your concerns seriously

Stay positive
This doesn’t mean ignoring the uglier sides of life. it just means focusing on the positive as much as possible —
and it gets easier with practice. Three ways to stay positive include:
1. learn to interrupt negative thinking by avoiding dwelling on downers, changing unhealthy self-talk,
examining the truth of the thought, and being aware of all-or-nothing thinking.
2. Foster optimism by writing about a positive future and actively searching for the silver lining in the
situation.
3. Practice gratitude by sharing positive events with others or keeping a gratitude journal.

Get physically active

Exercise decreases stress, anger and tension; reduces anxiety and depression; offers a greater sense of well-
being; relieves pent-up muscle tension; stimulates feel-good hormones; burns off stress hormones; and
increases blood flow to the brain. Of course, fitting in 30 to 60 minutes of structured aerobic exercise three to
five days a week is ideal. But you can also squeeze in exercise by breaking it into 10-minute chunks and upping
your physical activity by playing actively with the kids, or cleaning energetically, taking a dance break or even
just walking in place and punching the air or doing leg lifts while watching TV. '

Help others
Studies show that helping others helps you, too! Research indicates that those who consistently help other
people experience less depression, greater calm, fewer pains and better health. Helping a friend, volunteering
or even just letting a car in front of you on the highway are ways of doing good which:

* Reminds you that you're relatively lucky

* Makes you feel connected to others

* Helps you feel needed and effective

* Takes your mind off your own worries for a while

¢ Makes you feel generous

* Adds a sense of purpose and meaning to your life

(Continued on next page)

©Copyright 2022 by Safex. All rights reserved,
AVOIDING A PILEUP (HANDOUT)
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www.safex.us . .
Get enough sleep
Sleep combats some of the fallout of stress, and poor slip has been linked to increased risk for depression,
anxiety, heart disease, cancer, impaired memory, and accidents. Suggestions to sleep longer and better include:
* Seta regular bedtime
* De-caffeinate yourself six to eight hours before bed
*  De-stress yourself with a hot bath or meditation before bed
» Exercise regularly to relieve muscle tension and sleep better. Just don’t do it right before bed.
*  Make your bed a sleep haven (no bills or work in bed!)

Create joy & satisfaction
Researchindicates that the more often we laugh and experience joy or satisfaction the easier it will be to bounce
back from stress, solve problems, think flexibly and fight disease. There are many ways to create more joy and
satisfaction in our lives, including:

* Strengthening our funny bone with joke books, listening to comedy, or spending time with that really

funny friend.

* Find some fun through activities you enjoy and doing them with people you enjoy.

* Do something you loved to do as a kid or something you have always wanted to do.

*  Get creative!

* Indulge yourself.

Eat well
Do you put good, clean fuel in your car? What about in your body? Good food can:
*  boost your energy
* lower the risk of developing certain diseases
* provide fuel to your brain
* counteract the impact of stress on your body
» affect mood-related body chemicals

Take care of your spirit

Spirituality is connecting to whatever you consider meaningful and holy. You can find it in God, in yourself, in
other people, in nature, art or kindness. Whatever you focus on, spirituality offers many possible benefits,
including better mood, less anxiety and depression-and even fewer aches and illnesses. In short, spirituality can
cut stress. It can provide a sense of purpose and meaning, a focus on your own or universal wisdom, connection
and a reminder of the good in the world.

Deal better with hard times

When we experience extra stressful times, research shows that we will cope better if we don’t stew or blame,
and instead tackle the problem. The more we practice problem-solving, the easier and more natural it feels. Of
course, practicing problem-solving may take a shift in thinking as well as seeking support from others.

Get professional help if you need it

if the problems in your life are stopping you from functioning well or feeling good, professional help can make
a big difference. And if you're having trouble, know that you are not alone: One in four adults in this country
has a mental health problem in any given year. And remember -- you don’t have to wait until you are in crisis.
Just a sounding board and some objective brainstorming can go a long way to helping us out.

Excerpted from: www.mhanational.org/ten-tools with permission from Mental Health America (MHA), the nation’s leading
community-based nonprofit dedicated to addressing the needs of those living with mental illness and promoting the overall
mental health of all.

©Copyright 2022 by Safex. All rights reserved.
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PURPOSE

The purpose of this order is to outline the job interview process. All steps in a hiring process are
important. The interview is critical because it is typically the deciding factor in the final selection.
Interview preparation and scoring are the two most important steps in conducting the interview.

PoLicy

The process shall be used in all external and internal candidate interviews.

Definitions

Core Competencies: Core competencies are the required knowledge, skills, and abilities
essential to the job.

Associates: Full time associate is defined in City Code 161.99.b, part time associate is
defined in City Code 161.99.c and seasonal associate is defined in City Code 161.99.d.

Job Analysis: Job analysis is a process used to collect information about the duties,
responsibilities, necessary skills, outcomes, and work environment of a particular job.

Position Description: A position description is primarily derived from a job analysis and

its purpose is to establish and document the ‘job relatedness' for employment procedures
such as selection, compensation, training and performance appraisal.
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Abilities |
Ability to effectively orally communicate |
Ability to exercise independent judgment and discretion |
Ability to recognize unusual or threatening conditions and take appropriate !
Ability to understand, interpret, and apply laws, rules or regulations to specific I

|

Ability to deal with many variables and determine specific action

Ability to subdue and/or restrain suspects

Ability to maintain records according to established procedures

Ability use proper research methods to gather data ._

| Ability instruct others i_
2 = Somewhat Important: performance of the task is somewhat important but not vital
to success on the job

3 = important: performance of the task is important but not critical to successful
performance of the job

4 = essential: performance of the task is critical to successful performance of the job

0000|0000 09|00 00 |00

Partial Sample Job Analysis for police officer;

Skills |
Skill in problem solving
Skill in firearm operation |
Skill in firearm care ;
Skill in restraint device operation |_
Skill in motor vehicle operation 7_
Skill in police equipment operation [
Skill in computer operation ‘

09 00|00 | 00 00

Examples of Core Competencies;

Oral Communication: Effectively presents ideas to an individual or group;, make one's
thoughts or ideas understood by others; organizes and expresses thoughts in a clear and logical
manner, speaking slowly and distinctly; effectively uses body language, gestures, vocal inflection
to support message; demonstrates good listening skills by accurately noting key information
and requesting clarification when appropriate; adjusts verbal communication style, tone, and
language to situation at hand.

Written Communication: Organizes thoughts and expresses them in a clear and logical manner;
quickly and accurately comprehends meaning of written materials; uses appropriate vocabulary,
grammatical form, and spelling; organizes message to clearly present of ideas in writing.

Interpersonal Relations: Works with others in a cooperative and constructive manner; considers
and respects the feelings, needs, and viewpoints of others; demonstrates sensitivity to others
while maintaining a level of assertiveness necessary to address situations; gains and maintains
the trust and confidence of others. effectively mediates disputes and conflicts; accurately
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cooperative and available when responding to work assignments. Follows through on
commitments.

Interview Process

Interview Questions: Select five (5) core capabilities and develop a minimum of 10 job-related
open-ended questions which cover specific skills or behaviors related to the capability. Create
one experiential and one situational question that targets the selected competency.

Sample Effective Interview Questions
Open-ended Question: Require more than a simple answer. Applicant selects material for

response.
Examples:

Why did you select your field of study?
What are your career goals?

Describe a project that you led that required you to delegate to others?

Advantages: Disadvantages:
Brings out unexpected and valuable Answers may be frivial
material not obtained in other ways Answers lack desired
Indicates how well the candidates detail Applicants may
can organize their thoughts ramble Answers may
Reveals attitudes and feelings be too detailed
Reveals depth of experience or Answers are time-
knowledge consuming

Relevant to Job: Elicits responses that are specific to job duties, job competencies, or job
knowledge.

Examples:
Tell us about your experience conducting inspections for a previous employer?

Describe two projects you completed for a previous employer that required you use of
Microsoft Excel?

When you were assigned to plow snow, describe a typical day?

| Advantages: | Disadvantages:

City of Grove City Administrative Order Page 5



City of Grove City
Administrative Order
of the City Administrator

Gives others full attention when they speak Speaks slowly and distinctly, enunciating clearly. Uses
vocal variety (tone, voice level, inflection) consistent spoken words.

Mumbles; Rambles; Excessive filler words (ah, so, you know) Contradicts self or previous
statements. Lacks vocal variety (tone, voice level, inflection) or vocal variety distracts from spoken
words. Fails to respond to questions/statements asked; fails to listen.

Select an interview panel

Select the interview panel, consider internal and external raters. Receive the eligible list or list
of applicants, review applications and/or resumes and the scoring scale. Send a confirmation
notice to panel members, include the date, time, and location.

Schedule the Candidates

Schedule the candidates for interview. Contact the candidates and confirm interest. Give
directions to the interview location and a telephone number to call in the event that they have
to cancel. (If a candidate indicates they have a special need in order to participate in the
interview process, contact your department/division human resources section for further
instructions on how to proceed.)

Conducting the Interview

Make sure the interview room is set-up in a way that is conducive to conversation and not
intimidating or overpowering to candidates. Select an interview chair who will introduce the panel,
start, and conduct the interviews. Decide who will ask each question. Each panel member should
ask the same questions all day. Review the expectations of the interview panel, position
requirements, interview questions, and the scoring scale.

Greet candidates waiting to interview, answer questions, and introduce the panel members.

Give applicants overview, structure, and time limits of interview. Describe the demands of the
job. You can ask whether he/she can fulffill those requirements. If the applicant discloses
unsolicited information regarding physical limitations, refer to job requirements. “These are
the requirements for this job, can you fulfill these requirements?” Describe the next steps in
the selection process.

On the interview notes worksheet, write down facts during and/or immediately following the
interview. Do not rely on your memory. Be consistent with each candidate, asking the same
questions and gathering the same information. Close the interview once questioning is
completed. Do not make representations or promises that are inaccurate. Do give the applicant
an approximate time line when they will hear from you.
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