
New Training Tools 

Died and Gone to Heaven 

Flipchart-size Post-it notes! Only a 
dream? No. they're here now. 

3M has in t roduced Post-it easel 
pads. Each pad conta ins 30 25-by-
30.5-inch self-sticking easel sheets—or 
bloc dc papier do cbevalet. as it says in 

French on each pad . 
No need to hunt for 
masking tape or push 
p ins du r ing y o u r 
p resen ta t ion . Just 
pee l off a shee t 
from the pad and 
stick it to the 
wall. V'oila! 

The pads c o m e in 
white or with a blue grid 

on wh i t e . T h e y ' r e ava i l ab le at 
many stores that feature office, art, 
audiovisual, and school supplies. 

For more information, contact 3M. 
St. Paul. Minnesota. 
Circle 24(J on reader service card. 

Does T h i s look l ike Your last mee t ing? 

Freebie 

B&C Associates—which specializes 
in crisis management and communi-
cation—offers a free checklist to help 
corporate communicators determine 
whe ther their internal publicat ions 
are using appropr ia te language for 
d ivers i ty . T h e "PC Checkl i s t for 
Corporate Publications" is based on 
B&C's "diversity audits" of its clients' 
pub l i ca t ions . The "PC" s t ands for 
politically correct. 

For more information, contact B&C 
Associates, High Point, North Carolina. 
Circle 250 on reader service card. 

Feedback Solutions 

Ash-Quarry Productions has released 
a new. four-par t v ideo tape series, 
"Feedback Solutions." The videotapes 

address basic and advanced skills in 
giving and receiving feedback. 

Part 1 s h o w s how to s t r u c t u r e 
feedback to ensure that it is specific, 
balanced, and timely. Designed for 
all staff levels , it e n c o u r a g e s all 
employees to take responsibility for 
giving feedback to others. 

Part 2 s h o w s b e h a v i o r a l t ech-
niques for dealing with several com-
mon si tuat ions encoun t e r ed when 
giving feedback—for example, when 
the feedback recipient disagrees or 
isn't motivated to listen. 

Part 3 demonstrates basic skills for 
empower ing feedback recipients. It 
s h o w s h o w to r eques t f e e d b a c k , 
how to ask probing quest ions, and 
how to make sure the feedback can 
be used to improve job performance. 

Part -t o f fe r s advanced skills in 
dealing with difficult situations—for 
example, when the feedback giver is 
vague or turns the appraisal process 
into a personal attack. 

The videos come with a trainer's 
guide and self-paced workbook con-
taining self-assessments, discussion 

Post-it notes expand their 

horizons—plus a free 

diversity checklist, feedback 

skills, ergonomic training, a 

team-tools workbook, a new 

video series on leadership, 

aiid time-keeping floppies. 

S 'Mwu 
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How To Contact 
Training & Development Magazine 

Unless otherwise noted, you can write to 
Twining C- Deiehpment at Box 1443. Alexan-
dria, VA 22313-2043. For package delivery, our 
street address is 1640 King Street. Alexandria, 
VA 22314-2746. I'll one 703/683-8100; fax 
•703/683-8103: 11)1) 703/683~i323. 

Feature Articles We welcome manuscripts 
lor possible publicat ion in Training & 
Development. Contact Customer Serv ice for 
authors' guidelines. Include a .self-addressed, 
stamped envelope. Phone 703/683-8100. Send 
manuscripts to Editor Patricia Galagan. 

Voice Mail We want to hear your opinions 
and observations about IIRD and Training & 
Development. Send letters to Haidee Alleiton: 
call the Voice Mail phone line, 703/683-9590; 
or fax a letter to her at 703/683-9203. 

In Prac t i ce Send press releases or short 
articles on news, trends, and best practices to 
Erica Gordon Sotohan. Phone 703/683-8137. 

Training 1 0 1 Submit brief articles on training 
basics to Catherine Petrini. Phone 703/683-8130. 

FaxForum is a monthly survey of readers 
opinions. Send ideas for topics to Cvnthia 
Mitchell. Pax 703/683-9203. 

Research Capsules this quarterly column 
summarizes recent 11RD research. Send 
material to landa Morris, director of industry 
Services Education, Ernst & Young, Fairfax 
Square, 'lower 2. 8075 Leesburg Pike, Vienna. 
VA 22182. Phone 703,903-^000.~ 

Books Send releases and review copies of 
books to Theresa Minton-Fversole. Phone 
703/683-813'i-

New Training Tools Send press releases to 
editor Haidee Alierton on software, tapes, 
manuals, electranic equipment; and anything 
else that helps trainers do rheir jobs better. 
Phone 703/683-7251. 

Working Life Send press releases on .trends 
and tips on work/lifestyle issues to Haidee 
Alierton. Phone 703A)83-~251. 

Subscriptions, Back Issues, and Reprints 
Subscriptions cost $85 a year in the U.S.; call 
for foreign rates. Single photocopies of articles. 

> each, must be prepaid-, bulk orders (50 or 
i of custom reprints may be billed. Include 

issue date article name, authors' names, page 
numbers, and billing or credit-card information. 
Contact Customer Service, 703/683-8100. 

Rights and Permissions for permission to 
reprint articles, parrs of articles, or other ma 
terials from Training & Development, send a 
written request to Cynthia Mitchell, with the 
name of the article, the issue date, arid the in-
tended use of the material. Phone 70,3 683-8132. 

Product Information For your convenience, 
we assign reader service numbers to most prod-
ucts. services, and books mentioned in 7JSO For 
more information on products, services, and 
b(X)ks, circle die appropriate numbers on the 
postage-fxiid reader service card. 

Advertising For advertising infomiation, contact 
the appropriate sales rep. listed on page t . 

ASTD Membership For information, call the 
Customer Service Center, 703/68,3-8100. 

ASTD 

50 Wars' of I (•.li ning 
• and Performance 

New Training Tools 

questions, and other exercises. The 
cost of the package is from $1,485 to 
$1,980—depending on c|uantity. 

For m o r e i n f o r m a t i o n , con t ac t 
Ash-Quarry Productions, Studio City, 
California. 
Circle 251 on reader service card. 

Spanish for Windows 

Micro Video Learning Systems is offer-
ing Spanish ve r s ions of its v ideo-
based training courseware, the Micro-
soft Office for Windows Suite. The 
courseware can help employees for 
whom English is a second language 
receive PC t ra ining on Microsoft ' s 
best-selling software. 

The comple te Spanish- language 
suite contains eight videocassettes, 
four workbooks , and four practice 
diskettes showing real-world exam-
ples of PC usage. 

For more information, contact Micro 
Video Learning Systems, New York. 
New York. 
Circle 252 on reader service card. 

Ergonomics 

Sitting in f ront of a c o m p u t e r for 
hours each day can cause problems 
in one 's wrists, hands, arms, shoul-
ders , neck , back, and eyes . Ergo-
nomic training can help. 

Visionary Software has introduced 
"Ergoknowledge," an interactive CD-
ROM training program for PC (per-
sonal computer) and other VDT (video 
display terminal) users. The program 
was designed to comply with the train-
ing requirements of California OS HA 
for VDT operators. OSHA is develop-
ing similar ergonomic-truining require-
ments for federal compliance. 

To reinforce learning, the multime-
dia program includes mini quizzes that 
refer trainees to previously covered 
materia 1. Ergoknowledge a u tc )matica 11 v 
records the results of trainees' tests. The 
training content includes tips on adjust-
ing one's workstation for optimal pos-
ture, taking stretch breaks and rotating 
tasks, watching for symptoms of prob-
lems. and identifying health-and-safety 
risk factors in the workplace. 

For m o r e in fo rma t ion , contac t 
Visionary Software. Portland, Oregon. 
Circle 253 on reader service card. 

Product Information 
For m o r e in fo rma t ion on any 
product listed in "New Training 
Tools," circle the corresponding 
n u m b e r on the r eader service 
card and d r o p the card in the 
mail. The manufacturer will send 
the information directly to you. 

If you 'd like to t e lephone a 
manufacturer, turn to the reader 
service page for phone numbers. 
But p lease be sure to say that 
you read about the produc t in 
Training & Development! 

Team Tool 

Teams still rate high on lists of top 
organizational trends. 

A new worklxxjk from Take Charge 
Consul tants con ta ins 35 tools and 
techniques used by teams to improve 
quality, performance, and productiv-
ity. The Toolkit: Tools and Techniques 
To Unlock the Potential of Your Team 
includes tips on 
p rob l em solv-
ing. dec i s ion 
making, conflict 
m a n a g e m e n t , 
and coming to 
consensus. The 
looseleaf work-
book describes 
each technique or tool, why it's used, 
and how to use it. 

For m o r e i n f o r m a t i o n , con t ac t 
Take Charge Consultants, Downing, 
Pennsylvania. 
Circle 254 on reader service card. 

The Video Shelf 

Industry Week and CRM Films have 
joined forces to produce a new, two-
part video series. '"Leading With an 
Edge." 

The series is based on Industry 
Week's regular column "On the Edge," 
which gives cutting-edge solutions to 
business problems. 

The first video in the series, '•De-
Engineering the Organization," fea-
tures Meg Wheat ley, author of Leader-
ship and the New Science: Learning 
About Organization From an Orderly 
Universe. The video tells why leaders 
shouldn't resist chaos and should meet 
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change head-on. Wheatley explains 
why "de-engineering" isn't a program, 
hut a new way to view the workplace. 
According to Wheatley. the critical 
leadership question is, ' How do I cre-
ate the capaci ty for c h a n g e every-
where in the organization?" 

The video shows why it's impor-
tant to let information How freely in 
the organization. It also shows how 
to tap the expertise already available 
in the organization. 

The s econd v ideo in the series, 
"Creating the Intelligent Organization.' 
f ea tu r ing a u t h o r s and consu l t an t s 
Gilford and Elizabeth Pinchot, shows 
how to create organizations that use 
the intelligence of all employees, not 
just those at the top. The Pinchots 
explain why organizations based on 
e m p o w e r m e n t and t e a m w o r k will 
survive while bureaucratic organiza-
tions will perish. 

T h e v i d e o s a re ava i l ab l e at an 
in t roductory price of $89.95 each. 
For more information, contact CRM 
Films. Carlsbad, California. 
Circle 255 on reader service card. 

Lite Tools 
Just for fun.... They aren't as sur-
real as Salvador Dali 's f loppy 
watches, but they are fun. They're 
F loppy Clocks f rom Educorp . 
Actual 3,5 floppy disks have been 
outfitted with hands for telling the 
time. And each clock comes with 
a wall h a n g e r and desk s tand . 
They're available in various colors. 

The cost of a Floppy Clock is 
$16.95. For more information, con-
tact Educorp Computer Services. 
San Diego, California. 
Circle 257 on reader service card. 

Ear-ly Training 

Essential aspects of effective training 
are the reinforcement and retention 
of the learning achieved in training. 
Audio Upda t e s f rom Audio Infor-
ma t ion T e c h n o l o g i e s (AIT) h e l p 
keep e m p l o y e e s current on previ-
ously delivered training and on infor-
mation relevant to their jobs. 

Here is how Audio Updates work. 
AIT receives information from your 
organization via fax or courier. AIT 
transfers the information onto audio-
cassettes. All information is kept con-
fidential . Then the aud io t apes are 
sent to the organization for distribu-
tion to employees. 

The tapes provide a quick, low-
cost way for emp loyees to refresh 
t h e m s e l v e s on i m p o r t a n t top ics . 
They can listen to the t apes while 
driving or on portable tape players 
during lunch and breaks. 

Prices of Audio U p d a t e s r a n g e 
from S4 to S15 per cassette, depend-
ing on the length of the tape and the 
quantity purchased. 

For m o r e i n f o r m a t i o n , con t ac t 
Audio In fo rma t ion T e c h n o l o g i e s , 
Boston, Massachusetts. 
Circle 256 on reader service card 

"New Training Tools" is compiled and 
written /?)'Haidee Alierton. Send items 
of interest to "Tools." Tra in ing & 
Development, 1640 King Street. Box 
1443. Alexandria, VA 22313-2043. 

NEW COMCEPT 

Selecting & Preparing New Supervisors? 

use W O R K I N G W I T H O T H E R S (WWO) from The ciark Wilson Group 

1. Enterprise is a c o m b i n a t i o n o f Commitment to work, Problem 

solving/Resourcefulness and Attention to detail. It reflects c o m p e t e n c e a n d 

dedica t ion to the j o b . 

2. Interaction c o m b i n e s Teamwork, Willingness to listen and Recognizing 

peer performance. It reflects the ability to mainta in positive t w o - w a y 

c o m m u n i c a t i o n s . 

3. Drive is assessed by Assert iveness and Push/Pressure. It reflects a 

will ingness to take charge, even d o m i n a t e a s i tuat ion. It can cause t rouble 

if no t balanced by g o o d En te rp r i se and Interact ion scores. 

You can raise Effectiveness and Future promise above n o r m s to gain 

balance b e t w e e n factors o f W W O . G o o d balance reduces the u n f o r t u n a t e 

personal and financial results of misguided selections. 

I 11 E 

CLARK WILSON GROUP 
I N C O R P O R A T E D 

Leading publisher of competency-based development materials since 1973 

W W O is a select ion and coach ing 

i n s t rumen t us ing feedback f rom c o -

workers , boss and o thers . It is based on 

20 years o f research wi th o u r Survey of 

Management Practices (SMP) w h i c h 

identif ies trainable skills for success in 

m a n a g e m e n t . We can help you validate 

it in you r o w n organiza t ion . 

W W O assesses skills in o u r Task 

Cyc le m o d e l , plus a series o f personal 

a t t r ibutes . T h e skill mode l includes: 

Commitment to work, Assertiveness, 

Problem solving/Resourcefulness, 

teamwork, Willingness to listen, Attention 

to detail. Push/pressure and Recognizing 

peer performance. T h e personal a t t r ibu t -

es are Overall effectiveness, Approachahility, 

Dependability, Working with diversity and 

Future promise. 

T h e Skills c o m b i n e to yield an 

added three super factors that re inforce 

your select ion and coaching : 

Ask us for details: 
1320 Fenwick Lane • Suite 70S 

Silver Spring • Ml ) • 20910 • USA 
301.587.2591 • 800.537.7249 

Fax 301.495.5842 

Or call our distributors: 
Daniel Booth, Ed.D. 800.332.6684 
Paul Connolly, Ph.D. 203.838.5200 

Richard Dovvall, Ed.D. 508.650.4661 

Circle No. 122 on Reader Service Card 
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