In Practice

Ethics School for Lawyers
entioning the word "ethics"
and "lawyer" in the same

M breath at a dinner party
might earn you a lot of chuckles.
Lawyers are probably used to such
abuse. But to be fair, many are ethical
and uphold the standards of the pro-
fession. Stop your snickering; it's true.

In fact, a group of lawyers who
serve on the Board of Governors for
the Florida Bar Association are so
concerned that their colleagues
uphold ethical standards that they are
implementing an ethics school for
those accused of minor misconduct.
Minor misconduct could include
neglecting a client's case (for instance,
not returning a client's calls) or not
working on a client's case in a timely
fashion. It could also include viola-
tions of record keeping or a lack of
preparation for a legal proceeding.

Thomas Ervin, a lawyer who until
recently chaired the Florida bar's
special committee on evaluation of
disciplinary enforcement, helped
come up with the concept of an
ethics school. He said the Florida bar
gets about 9,000 complaints a year
concerning the performance of
lawyers from former clients, other
lawyers, and others who have had
dealings with the lawyers.

Most of the complaints aren't valid,
says Ervin. "Many times the bar re-
ceives complaints such as a man com-
plaining that his ex-wife's lawyer was
rude during their divorce proceed-
ings," he says. "Those kind of com-
plaints aren't in violation of any rules."

Staff from the Florida Bar Associ-
ation reviews and investigates the
complaints to determine whether the
allegations are in violation of the
bar's discipline rules.

Under the new ethics school pro-
gram, lawyers who the bar deter-

mines are guilty of minor miscon-
duct will be asked to take the ethics
course. Lawyers will enter the pro-
gram voluntarily. Those who attend
the school will have the charges
against them "administratively dis-
missed" by the Florida bar. "There
would be no finding of misconduct,"
says Ervin. "They would be trading
off the charges with some self-
improvement and education in
ethics."

The Florida bar is working out the
details of what will be included in
the ethics school's curriculum. It
hopes to have it running by the mid-
dle of next year. The class will cover
such topics as office management,
accounting procedures, and client
-relations, according to Ervin.

Ervin says that the lawyers will be
instructed by other lawyers from the
bar who volunteer to teach the two-
or three-day ethics classes. He says
people who specialize in ethics train-
ing could also be enlisted to train the

lawyers.
The ethics class may not be

Some Floridalawyerswill be
asked to return to school for
an ethicsrefresher. We also
look ahead to next month's
presidential election, with
candidates George Bush and
Bill Clinton discussing HRD-
related issues.
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Desperately Seeking Two Candi lates' Views

Because this is a presidential elec-
tion year in the United States, we
thought it would be a good idea to
ask presidential candidates—
President George Bush and
Governor Bill Clinton of Arkansas—
their views on training issues.

Knowing that President Bush and
Governor Clinton are both ex-
tremely busy and would find it hard
to return our calls, we called the
candidates' staff members who
handle such requests. Both said they
would be glad to get the answers to
our questions and emphasized that
they understood the need to meet
deadlines.

Great. We sent them the questions
and we waited.

"Wewanted to know the following:
| What financial incentives can the
federal government provide to
encourage workplace training?

» What commitment should the
federal government make to a
nationwide system linking education
and training from school to the
workplace?

» What is your commitment to guar-
anteeing training, retraining, and
upgrading skills in the workplace?

| What would be the most appro-
priate role for the federal government
in collecting and disseminating best-
practice information for training?

The deadline passed and we
called the two staff members to see
what had happened. Both sides
apologized, said they had been
extremely busy, and agreed to get
the candidates' answers to us in a
couple of days. Several days later,
we called again. Messages were
taken and not returned, promises
made and broken. (Is it too late to
get Ross Perot on the telephone?)

We persisted. Then we saw a
shimmer of hope. In the mail we
received an envelope from the Bush-
Quayle camp. Inside was a photo-
graph of the president, which we
had requested to run with his
response. In the picture, the presi-
dent is leaning against his White
House desk, arms folded, and is
smiling—thinking of how to respond
to our questions, no doubt. Nothing
else was in the envelope but a piece

of cardboard to protect the photo-
graph. (Surely Pat Buchanan appreci-
ates publishing deadlines.)

Then we received an envelope
from the Bill Clinton for President
Committee. Our hearts fluttered—for
a moment—and then sank. The
envelope hadn't been sealed. It was
empty. Alas, foiled again. (Do you
think Paul Tsongas is out of the
pool and can come to the phone?)

We called both staffs again. We
left more messages. We urged them
to call us. (Does anyone remember
the 800 number for Jerry Brown?)

The next morning we called
again and made contact with both
staff members. Both admitted they
gtill hadn't gotten around to answer-
ing our questions, and both—with-
out any prompting—offered to send
us fact sheets on their candidates'
views on training. (Had they been
talking to each other and devised a
strategy to get us off their backs?)

Persistence finally paid off. Sort

of. Both candidates' staff members
sent us information that we will
now pass on to you to help you
make an (informed?) choice.
From President Bush's staff, we
received an excerpt from the "1993
Budget of the U.S. Government," in
which the president's Job Training
2000 program is outlined. The pro-
posed program expands the role of
private industry councils, which are
groups consisting of local business,
labor, and government representa-
tives. The program gives the coun-
cils new strategic planning and man-
agement functions so that they can
coordinate initiatives outlined in the
program, and incentive grants for
meeting new performance standards
for conducting training.

The proposed program creates
new skills centers to help prospec-
tive trainees discover the services
that are available from various fed-
eral agencies and to help steer them
toward the ones they need.

The program establishes a new
certification system for federal voca-
tional training. It also calls for
demonstration projects under which
states would be given funds and
would be allowed to contract out job
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training and placement services. And
it also offers new youth-apprentice-
ship programs for students in grades
11 and 12.

The information from the Bush
campaign says that the program is
designed to "serve the needs of those
who want vocational training," espe-
cially the following groups:

» displaced workers or workers
returning to the workforce after
extended absences

» new labor-force entrants who
need job training

t low-income, low-skilled adults
who need high-quality training
opportunities.

We also received a copy of a
speech in which Bush extols the
importance of education and literacy
and discusses his America 2000 pro-
gram, which Bush says is a crusade to
"revolutionize American education."
To improve education he recom-
mends four core ideas.

One is to set world-class standards
in core subjects and to establish a
series of voluntary achievement tests
to measure students' progress.

Bush also says, the government
must grant states and local school
districts relief from federal regu-
lations to give teachers and ad-
ministrators flexibility to establish
programs that work in their schools.

Third, the president suggests that
the government create in each con-
gressional district a school that
would be a laboratory of learning.

Finally, Bush says we must create

an incentive to improve education by
promoting school choice. He says
that competition is needed for creat-
ing better schools and that parents
should be able to choose the schools
that are best for their children.
From Clinton's staff, we received a
two-page fact sheet. In it we find
that Clinton has proposed a national
Y outh Opportunity Corps to give
teenagers a chance to develop self-
discipline and skills.

He has also proposed a National
Apprenticeship Program that will offer
non-college-bound students training
in valuable skills by pooling die tal-
ents of business, labor, and education
leaders. "Bill Clinton will fund his



national apprenticeship program at
five times the level of the Bush pro-
gram," says the fact sheet.

Clinton has another plan for con-
verting to a post-cold-war economy
that includes retraining military per-
sonnel for civilian professions.

And the fact sheet says that
Clinton will require businesses to
spend 1.5 percent of payroll on
training for all workers, not just
executives. Businesses with fewer
than 50 employees will be exempt.

The sheet continues by listing
some of Clinton's accomplishments
as governor of Arkansas: "With
Governor Clinton's support and
guidance, Arkansas has become
one of the first three states to cre-
ate apprenticeship programs.”

In 1983, Clinton established a
dislocated-worker task force that
"identifies plant closings and lay-
offs as early as possible, develops
an appropriate plan with business,
labor, and community leaders, and
offers retraining, placement, and
other support services." The sheet
says that the task force provides
tuition grants for people who plan
to enter occupations that are in
demand and coordinates the work
of state agencies, unions, and
employers, as well as local, civic,
and political leaders.

Finaly, the sheet says that Clinton
gave vocational schools in Arkansas
the choice and the funding to con-
vert to technical colleges, technical
institutes, or comprehensive lifelong
learning centers. He also signed leg-
islation to overhaul vocational edu-
cation, including the Arkansas Tech
Prep program, which integrates
academic and vocational instruction.
We hope this has been helpful. If
you need more information, you
can try contacting the candidates'
campaign offices. But you'd better
hurry. It could take six to eight
weeks for delivery.

Better yet, turn to page 45 and
read "What Training Means in an
Election Year," by Anthony P.
Carnevale. In his article, Carnevale
interprets and compares the train-
ing strategies of Bush, Clinton,
and Perot.

enough to solve a particular lawyer's
problem. Sometimes, says Ervin, a
lawyer's poor performance may be
caused by a lack of knowledge in
some area of the law. If so, the bar
may ask the lawyer to take a contin-
uing education course that covers
that area.

Ervin says that alcohol abuse
sometimes contributes to poor per-
formance. "In this case," says Ervin,
"the bar might insist that the lawyer
participate in a substance-abuse
counseling program we have, called
Florida Lawyers."

It's encouraging to see attorneys
doing something about the miscon-
duct of lawyers. Now if we can just
get them to offer a course on how to
lower their fees.

ADA Compliance Tips

he Americans With Disabilities

Act has caused many people

to cheer and many companies
to fear—fear potential lawsuits for
failing to comply with the law.

That fear is justified—failure to
comply could mean paying hefty set-
tlements. A recent issue of Info-Line,
"The Americans With Disabilities Act:
Techniques for Accommodation,"
published by the American Society
for Training and Development, sug-
gests a way for companies to be sure
they comply with the law.

The publication suggests hiring an
outside consultant to conduct an
annual program review that would
document an organization's intent to
adhere to the law. Such a review,
says the publication, would provide
valuable information to help improve
the performance of the program and
confirm ongoing successful efforts.

The publication says the review
should focus on the following
aspects of a company's ADA compli-
ance efforts:

» general policies, procedures, and
practices

» participant assessment tools

» management awareness of ADA,
disabilities, and so on

t trainer awareness of ADA, disabili-
ties, and so on

| specific curricula

| skill evaluation tools

» marketing and outreach

> training improvements

t record keeping

> course planning

» specialized courses for people
with disabilities

| accommodation options
» internal and external
resources.

The review should suggest items
that need immediate attention, those
that should be addressed within a
year, and areas in which the organi-
zation should continue already suc-
cessful efforts, says the publication.

Info-Line also suggests that compa-
nies selling training materials should
have outside consultants review their
products or services. "Simple changes
can often lower legal risks associated
with ADA and make such material
more accessible and marketable," says
the publication. (To order Info-Line,
call 703/683-8129.)

support

Calm Those Sweaty Palms

hen you get ready to give
a presentation, do your
palms begin to sweat, does

your heart flutter faster than a hum-
mingbird's wings, and does your
stomach begin to churn?

Some stress is good and can add

energy to your presentation. The key
is to control that stress before it over-
comes you, says Marjorie Brody,
president of Brody Communications,
specializing in communications skills
training. She offersthe following tips
on how to control the stress that
often accompanies presentations.
| Know your subject. Not only will it
make you feel more comfortable, but
it will also make you more flexible
and spontaneous in your presentation.
| Remember your PAL. P stands for
purpose. What do you want to
accomplish with your speech? A
refers to audience. Who is in-the
audience? How should these people
be spoken to? L is for logistics. How
much time do you have, how much
time do you need, and who else will
be speaking with you?
» Make sure the data in your presen-
tation are current, relevant, account-
able, and acceptable to your audi-
ence. Organize them logically and try
to make your presentation as visual as
possible. Use examples and stories.
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| Practice. Simulate the actual
speaking environment (will you be
sitting, standing at a podium, or
grouped around a table?), and say
your presentation out loud three to
six times.

| Arrive early. Give yourself time to
check the room arrangement and
any audiovisual equipment you
might use. Spend the extra minutes

greeting members of your audience.
It will help you relax and expend
some excess energy.

» Exercise. Take a last-minute walk
down the hall, shrug your shoulders,
and stretch your neck to help relieve
tension.

» Visualize. Picture yourself in front
of the audience doing a spectacular
job.
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t Give yourself a pep talk. Think,
"I'm glad I'm here, I'm glad you're
here, and | know my topic." Repeat,
"I know my topic." The goal is to
feel inwardly cocky and outwardly
confident.

t Breathe deeply and slowly. It will
help decrease your heart rate. An ele-
vated heart rate is what causes most
physical symptoms of nervousness.

| Speak often. Take advantage of
every opportunity to practice your
presentation skills. The more you use
them, the more they will improve.

» Keep things in perspective. We all
want to do well, but giving a speech
is not a life-or-death situation. Think,
“This too will pass.”

» Move around. Taking a few steps
or gesturing with your hands as you
speak will help you get rid of ner-
vous energy and make your presen-
tation more dynamic.

» Add humor to your comments.
Humor and the laughter it generates
can establish rapport with an audi-
ence and help relax the speaker. The
best humor comes not from jokes, but
from personal stories and examples.

Russian Training Kneads

hen you go to a U.S. store
to pick up a loaf of bread,
you probably don't think

much about how it was packaged.
You probably take for granted that
the bread will be fresh and available.
But for many people living in Russia,
buying bread that is as hard as a
rock or green with mold is par for
the course.

Bread in Russia is often stale
before it even reaches shops, because
bakers don't know how to package it
and because the delivery systems are
slowed by excessive paperwork and
bureaucracy. The public demand for
bread does not match the supply,
because manufacturers and shop
owners don't communicate.

To try to change that situation,
Andersen Consulting has been work-
ing with four British bread manufac-
turers and retailers to introduce
bread-packaging and Western man-
agement techniques to the Moscow
bread industry.

The group developed three
demonstration projects to show how




Western practices can be transferred
to Russia. One of those projects
included training about 30 private
shop and bakery managers in such
fundamentals as accounting, staff
management, and supplier and cus-
tomer relations.

The British group also introduced
packaging techniques to one of the
62 state-owned bread factories.
Packaging has been a problem for
Russian bread makers. Russians tried
packaging 10 years ago but aban-
doned the concept because the
bread turned green—a problem that
Russian bakers could have avoided
had they known that bread needs to
be cooled before packaging. The
group showed bread manufacturers
how to cool bread before packaging,
extending the bread's shelf lifeto 48
hours.

Good packaging techniques
require Russian bread makers to
retool their factories. According to
Mark Aston, an Andersen Consulting
partner in charge of the project, the
manufacturing equipment ill in use
dates back to 1929-

Multicultural Training
Techniques

ou're about to give a training

session that will involve
Y people from countries other
than the United States. Have you for-
gotten anything? The meeting room
is ready. You've got your notes and
visuals. The microphone is working.

Did you design your presentation
to accommodate the people coming
to your training session who have
language and cultural backgrounds
different from yours? If not, you
could be in for a day of blank
stares.

What you should have done is
taken a few steps to accommodate
your non-U.S. trainees. One way to
help such trainees learn is to modify
the language you use when training.
Someone learning English from a
book is likely to know only the most
simple and unadorned expressions.
If you have doubts about the
English-speaking proficiency and
understanding of your listeners,
select expressions that are the most
standard and noncolloquial.

When expressing an idea to partic-
ipants who are not fluent in English,
choose grammatical structures that are
short, direct, and simple. Compare
the following two examples:

t "Unless you don't have any idea
what it is you should do, in which
case you should ask, don't be afraid
to guess."

> What should you do? Either you
can ask or you can guess.

The first example is full of linguis-
tic pitfalls, such as negative expres-
sions ("unless," "don't have," and
"don't be afraid"), complex structures
within one sentence, and too many
subordinating ideas.

In the second example, the
speaker is presenting choices like an
algorithm (do this or do that). This
example has several road signs to
help the listener: a direct question
("What"), parallel construction ("you
can ask" and "you can guess'), and
the words "either...or." Try to include
road signs whenever possible.

Many people think that speaking
slowly helps the listener. It helps,
but good pronunciation is more
important. U.S. natives tend to com-
press sentences or phrases. For
example, they might say, "Wudjuh
do?' instead of "What did you do?'

Be sure that your audience under-
stands references you make to peo-
ple, events, fads, media, and laws
that are part of U.S. culture. Does
your audience know about Donald
Trump, parking spaces for the handi-
capped, or Saturday Night Live?
Choose your references carefully.

Don't let trainees sit in the dark,
assuming that they have missed an
important point, when you only
meant to lighten the moment or
stress a point with an anecdote.
Preface remarks by saying such
things as such as "l want to tell you
a joke," or "I have an example of
such a situation in the media.'

In the United States, trainees tend
to enjoy fun and lightheartedness and
believe that it is appropriate to
include them in educational settings
to foster relaxation and inventiveness.
In some cultures, this behavior is con-
sidered childish and unsuitable for
education. Save yourself and your
trainees some discomfort by doing
some research, and modify your train-
ing to fit your audience.

Be careful when using humor.
Some jokes might hit a nerve rather
than a funny bone in some cultures.
Your joke or anecdote may bomb if
it pokes fun at or makes light of, for
instance, authority figures (such as
bosses, police, or politicians), family
relationships, the disadvantaged or
the advantaged, or the sanctity of
marriage.

That doesn't mean you shouldn't
try to make your trainees laugh. But
be prepared for a puzzled or
stunned silence if you tell ajoke that
is meaningless or that seems to show
disrespect to an honored entity or
institution.

The world is getting smaller. Y our
next training assignment may be in
Spain. Or Abu Dhabi. Or the session
may be in Omaha, but with trainees
from Spain and Abu Dhabi. The
more skills you acquire for training
the multicultural audience, the more
effectiveyou become as a trainer.

— Susan Ware
program coor dinator
Programfor International
Professional Development
University of Nebraska
Omaha, NE 68182.

A Loyalty Check

I Iow loyal are you? No, we're
not talking about marital
fidelity or patriotism. We're

talking allegiance to your company.

The reason we ask is that some
HR professionals' loyalty has de-
creased in the last two years, accord-
ing to a Roper Organization survey
commissioned by the Society for
Human Resource Management.
Thirty-seven percent of the HR pro-
fessionals said that their loyalty to
their employers is not as strong as it
was two years ago. Slightly more feel
that their employers' loyalty to them
has decreased.

This is in contrast to the survey's
findings about other employees. In
general, employees claim that their
loyalty for their employers has not
changed over the last two years—
despite a recession and the preva-
lence of mergers, acquisitions, and
layoffs.

SHRM President Michael Losey
speculates that being positioned on
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BRAND NEWVIDEO! HFREEPREVIEW ! 800/882-991 1
Basic, Basic Telephone Skills

17-minute training video that's geared towards four specific groups: 1) young people
lust entering the |ob market; 2) those whose previous |obs required very hctle
customer contact; 3) people with disabilities who are working for the first time; 4)
and people re-entering the work force after several years This video teaches 10
A basics skills in customer service over the telephone The 16th inthe "Doc's" series”
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the front lines and charged with car-
rying out corporate restructuring and
downsizing strategies may produce
symptoms of battle fatigue among
HR professionals long before those
symptoms reach other employees.

n n e says that discontent in the HR
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artment today could mean "larger
problems on the horizon."

A Move Toward Nintendo

new term is beginning to hit
the corporate world as orga-
nizations become flatter: "pin-

ball cultures." In such corporate
environments of the future, good
performance will not be rewarded by
promotions to higher levels. Instead,
high achievers will be given oppor-
tunities to "play."

So says Christopher Avery, presi-
dent of Partnerwerks in Austin, Texas.
The new reward systems will give
high performers the chance to "play"
with bigger and better projects. And
with better projects will come higher
visibility, pay, and status.

If the term catches on, stellar
employees may soon be referred to
as pinball wizards.

Heard in Passing

ccording to Patricia McLagan,
Athe chief executive of the

firm, McLagan International,
in St. Paul, Minnesota:

“An organization that says it is
customer-responsive cannot operate
as though the boss is the customer.
Yet as peopie move to the top of the
organization, they behave more and
more like customers. You can tell
when you look at-how many hours
people lower in the organization
spend preparing fancy presentations
for the boss. Wouldn't it be nice if
some of that energy could go to the
customer out there?

“We're going to hear a lot more
about the concept-of ‘servant leader-
ship’ [thraughout] the decade.”

"In Practice" is edited and written by
Craig Steinburg. Send items of interest
to "In Practice” Training & Develop-
ment, 1640 King Street, Box 1443,

Alexandria, VA ?22313-2043-




