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"Euenything'éachanged since we got the computenr. ..
except Harry hene --- He's got senonity."

' ¢ .
e

Module Objective: .

Students will recognize that change is inevitable and will
become aware of several methods of coping with char2es on

the job. Ny ,
: {
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Coping with Change:
e Overview

People have to face changes daily in all parts of their lives. Some
people try to ignore or resist change. They may constantly talk about "the’
good old days'" and refuse to take advantage of many favorable changes.  Other
people welcome changes, finding them exciting and challenging. Our attitudes
toward change partly determine how well we cope with it.

>

Coping with change means more than simply-accepting or rejecting changes
as they occur. A wide range of 'middle-of-the-road" .attitudes includes

minimal acceptance,.
partial acceptance, = - .
, forced acceptance,
resistance, and
active opposition.

! | : |
People can learn to sept a change by examining both good and bad ppint.
of a change. By examinirg the good points, we can develop a positive attitude
toward a change. By examinipg its bad points, we can. view a change. realis-
tically and plan methods of ‘decreasing the number of bad pbints.

Changeq in work situations often’requlre workers to decide if and Losw
they will accept changes. Workers who have developed their decision maklng
skills can consider changes from several angles instead of 51mply,b11nd1y
deciding to accept or reject changes. The first step in making a decision
is understanding the situation. By looking at the whole situation in which
the problem exists workers can be prepared to make the best possible decision .

about a change.

. - 7
4

The second step in <4ecision making is defining the ‘problem. This step -
includes using all information about the’ 51tu12§fn'(examined in the first

'step) to decide exactly whaty the problem is. though this_step may seem
- unneeessary, it.actually can assist them in finding alternatives, .the thi{d
step in making a decision. . g

Bl

When making a decision,’people have a numbe;Aoﬁaalpernétfves{
a) accepting the change), .
b) compromising, . . ,
c) requesting not to comply, T ,

v . . . ’ ’ <

' CORING WITH CHANGE "1
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d) fighting theuchange, or .

e) refusing to accept the change.
In ordef to make a good decision, it is important to’ consider Qossiblé
results of decisions. Considering pdssible results helps pgople’%elect

action that will have the résults they want. . 3
) RN
. = - | > é -
.- - The activities in this module emphasize the value of positive attitudes

and good decision-making skills in coping with changes in work situations.
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TOPIC:

R
OBJECTIVE:

SURVIVAL SKILLS

- EMPHASTIZED:

IMPORTANCE:

Y

ESSION ONE

Life in a Changing World

%
R

-
~

By identifying,examples of bhanges in magazines and news- -
paper articles, students will become aware of currgnt
events which may affect the lives and work of pez;%e.

Adjusting to work situations
Bagic speaking skills '
Locating information ’ It

Nothing stays the same for long. Increases in knowledge
and job mobility have already had important effects on .
workers. In ‘4ddition,. changes in transportation, the-
economy, and communication will eventually affect workers.
Refusing to accept chenge would be difficult indeed.
Workers need to adjust to changes in the world and in* their
work-places. : 3 '

~

. XS

MATERIALS AND An assortment of newspaper and magazines, at least one per

EQUIPMENT

.
.
-~

student.

\) " »IA - s
. . . \

ACTIVITY: 1. 1Introduce the session by explaining the meaning of"

f\\*

change and how changes affect workers.

® Changes may affect large numbers of people (such as \
a change in.government or economic conditions) or '
small numbers of people (such as the transfer of a
worker to another city or the birth of a baby to a

couple).-

"o A que variety of.changes will affect us throughout
" our lives. . - 4 -

® Changes affect different people in different ways.
For example, a change in the weather that destroys a
vegetable ‘crop means high prices and short supply of™
the vegétable for Fhe consumer. However, for the
migrant. worker who depends on picking the vegetables
for a living it means less work and less money.

COPING H;TH~CHANGE 3
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2. Distribute the newspapers and maghzines. Have students
find articles about changes of any kind. Have students
underline the important points in the article.

3.. Some topics of articles which deal with changes

® Recent legislation

® Environmegral changes

® Recent medical discoveries

® Advances in science

® Economic changes . A

» ’ ) >

FOLLOW-UP: Have students summarize their articles for the class. Use
« , the following questlons for discussion: ot

“Who'ls affected by. the change described in the article?
- /
.® Do you consider the change for .the better or for the
worse?

® Can you think of alternatives to this particular
change? -

® Could this change affect workers? How? ’

~¢

4. COPING WITH CHANGE
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o TOPIC:

OBJECTIVE.:

-

'SURVIVAL SKILLS

EMPHASTZED: .
-fm.Q_

IMPORTANCE : |

f

MATERIALS AND
EQUIPMENT:

ACT%VITY:
¢

SESSIONTWO

\ittitu;iés Toward Change '’ -

After completing the questionnaire "Attitudes Toward
Chajge," students will become aware of a) their own
attAtudes toward change, b) attitudes which favor change,
and|f¢) how these attitudes can be useful as tools for

cop with change.

Understanding wtitten information )
Knowing your strengths and weakneésses £
Adjusting to work situations
Maintaining good health ’ ko
- . e 2

People's attitudes toward change affect their ability to
deal with change effectiwely. Students need to recognize
what their current attitudes are and be able to recognize
these attitudes which are helpful in coping with change.
They also need toxhink of ways of changing their attitudes
if necessary. . . .

Student Worksheet #1 - Attitudes Toward Change

Transparency #1 - Optimism
Transparency #2 - Self Confidence:

. Transparency ‘#3 -~ Flexibility

Transparency; #4 ~ Enthusidsm for-Life

‘Transparency #5 -~ Willingness to Accept Uncertainty

Transparency #6 -~ Self Control
Overhead projector

3
[}

s
.

Attitud§§ Toward Change

1. Hand out Student Worksheet #1 - Attitudes Toward Chaage,

and have students complete it,

K
» 4

2. Briefly discuss each statement, having th\students
express their opidions about’it. ) f‘.

LA
g

- | o '
: COPING WITH CHANGE 5



’ ) \\\SQ Have students add up their scores for the odd items
- - _ on the worksheet. > .
4, - Have,students.add up their scores for the even
* *  numbered statements on the worksheet.

oy

] . ' N -
5. Point out that the odd numbered statements favor
change. vTtheven numbeted statements oppose change.

® The higher the total score on the odd numbered
statements, the more'the student favors*change. ,

. The maximum possible score.is 30.
. » : ! p b o /‘”

k ' s B e The higher ‘the totafbscore on the even numbered
, ‘ statements, -the more. the student:opposes change
. . : The maﬁimum-possible score is 30.

EY
ﬁ‘
6. -Have students compare their scofes favoring change o~
to their-scores oppos1ng change.
- ® Do the studenté' results show a consistency for
or against change, or are reactions mixed? Why?

-

FOLLOW-UP ~ 1.  Project Transpdrencies #1 through #6 to illustrate
-six attitudes that favor chang3. Have thé. students
answer the basic quéstjon for each, "Heéw-can this

_J?’ attitude help in coping w1tb change7" Suggested
Trgsponses are given below:

V. Lt . ! « - " Vo<, L -

) ® Transparency #l - Optimism By tooking at. the

positive aspects, we can accept change more readily.

, e Transparency #2 - Self Confidence. Confidence in

- : our ability to handle change will make it more.
o acceptable to us. .
e Transparency #3 —-Flex1b11it¥ Accepting and. re-

* _sponding to change, imstead of being set in our

ways will help us make dur acyfo\s\realistlc

T

‘ \\~—\\ e Transparency #4 - Enthusiasm for Life. A high
| e level of energy and willipgness to act helps us
? . keep up with changes.. ' s

+ & Transparency #5 --Willingness to Accépt Uncertainty.
o Confdision and uncertainty often accompany change;
especially in its early stages.
R "

“

P

6 COPING WITH CHANGE
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, .. .. ,3'Traﬁsparenoy ##6 - Se{t Control.. A person who can
N .S . . » controL .dnger, resentment, fear, dissatisfaction,
P 0, ¢ N etc. can analyze more clearly and act more~sensib1y
L ! - L. 4n toping with chahge. : . »
R T S
oL : .20 Conclude~the discussion’ by having students compare their
' DR S own attitudes to those illustrated in the Transparencies.
‘ Ask students to 'think of how they ¢ gan ‘develop more - ,
. positive attitudes toward change. Some possible responses
' are listed below: - -, et

" e Discover the value of changes. That is, ask your-
T self "How could this change help me and others?"

L Whenvyou view a .change as a cﬂallenge you tend to
accept and welcome it. If you view a change as a
: bother, you are likely to resist it and be irritated
¢ by it.

® Regard each change as a challenge iﬁatead of as a .-
bother. A famous writer once said, "An adventure is

¥ an inconvenience rightly considered; an inconvenience
) is an adventure wrongly considered'"
& - .
Sy ‘ ¢ O‘Keep‘@ourself in good health by eating properly and

Jaw’

getting adequate rest and exercise. Healthy people
have an'easier ‘timé adjusting to changes because they
tend to be more alert and have a positive outlook on

\\ 11fe. . )

COPING WITH CHANGE 7




Student Worksheet #1 Attitudes Toward Change

Directions{'ste the followjng scale~agoexpress your opinion on the

- following statements--be honest with yourself!

5fﬁfStrongly agree
4 = Agrée
3 = Partly agree

= Partly disagree’
Disagree
Strongly disagree

o P—‘_N‘
1]

1. In these days of rapid progress all around us we cannot afford to
be slow to learn new ways of doing things.

2. 1 must be certain that doing something differently is worthwhile
before I thry 1it. . . & i vt e et e e e e e e e e e e e e e

/ 3. As soon as I hear about something new, I 1like to try it.

4. Too much time and energy is wasted on experimenting with new ideas
before enough is known about them. . . . . . . . . . . . . .

5. I always try to keep myself up to date . . . .. L . 0 0. . . .

6. When it comes to using new methods.of doing things, I prefer to be
a follower rather than a leader. . . . . . . . « . « « « « .

.

7. I am always eager to ltarn about new developments C e e e e

_ 8. Tf I 1like things the way they are, I see no reason for maklng
changes e v e e e e 3\\ . B

’), 1f I hear about something new, I feel restless until I try it
lOl :Mak1ng changes creates ‘too many problems and péessures. I'd rather
relax and enjoy what I have. . . . . . . .. . ... ... ..

11.- I'm always looking for new ways of doing things faster and better.

12. Years of exper1ence have made things the way they are--they're
’ dependable L

-

8. COPING WITH CHANGE R - -
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SESSION THREE |

W . - N . J N

-

- _ . JIOPICE Accepting and Rejegting‘Chahges

v - ’ ) . . ¥

. ‘r . ) . . N .-“ >
2 OBJECTIVE: By rolé’playing change situations, students will recognize
PO S that there arc degrees of acceptance or resistance in re-
acting to change.

SURVIVAL SKILLS | Getting along with others , f
EMPHASIZED: | Knowing your strengths and weaknesses
. Adjusting to work situations
Knowing what is expected

o

IMPORTANCE: A person who accept% change is likely to adjust easily to
it; a person who rejects change may have much difficulty
adjusting. Many workers' reactions to changes, however, .
fall somewhere between complete ‘acceptance and complete
rejection. This session acquaints students .with different
positions people take toward change and the, effects these
positions have on workers' attitudes. ' -

AN

MATERIALS AND Transparency #7 - Scale of Acceptance and Rejection
EQUIPMENT:r One set of Identification Cards
ST Overhead projector

ACTIVITY: -Rejections and Acceptance i - -

§ 1. Begin by placing Transpaiency #7 - Scale of Rejection
and Acceptance, on the_overhead projector. ) /

’ . Y

2. Ex ain the cbncept of varying degrees of acceptance
rejection- of change. :

- ' { 3..- Discuss each viewpoint lfsted, pointing out the stress -
that is reflected in each and how each viewpoint

- affects the person's ability to adjust to the change.'

4‘\~Gth§e seven pa:t;ﬁlpants to go to the front of the
¢lassroom.

COPING WITH CHANGE 15
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- 5. Giye each/participdﬁt éne of ‘the Identification Caids. .-
. B .- Anhounce to the class that eactr participantgbas been
1. R given one of ‘the sevenjpositions on the Rej‘ption and
I . , Acceptance Scale. You will describe a change situation
. P . ~that might vecur in a work setting. The participants |
-:4! B -, are to imagine that’ they-are employees pf an organiza—‘ ‘
: ’ tion where this change has béen’ announced. #According
. " . to the position named on their Identifica{ion Cargs,
' -participants are to makeﬁshprt statements that demon-
strate their position (For example, if a student
' holds the card which' reads, RESISTANCE--"I 11 find a
way to\avoid it", and the change is "New schedule=-come
in one hour earlier' that student should make: up.a- -
o brief statement in defense of that position. "One hour
earlier! It's not fair. I have trouble getting here
on time as it is. Why, I'd have to get up betore dawn
) to make it here on time. There's got to be a way to
) " get around it., Maybe my bess will understand and make a
an exception for me. Or maybe I cotld have my buddy
punch in for me: I 11 find, a.way'") :

vy

- ‘ e Some suggested change situatlons for use in this ‘
’ act1v1ty are: ' .

: T o i v . a) New schedule——come to work an hour earlier

; ) ' (
.b) Transfer to a new department ° {#’d

- ) ‘ c) Strict new dress code put -into practice

)

¢ . d)\Requireq overtime work dnring the:summer

e) A strike is called by your union

6. Have the class identify the position of the speaker and
"advise' the speaker how to adjust to the'change.
s 7. Choose a new group of participants and repeat steps 5
and 6 using a different change situation.

FOLLOW-UP: Ask students to think of changes in their lives and to
. identify the positions they took. Which position makes it °
' easiest to adjust to change7 :

?

«

¢ The more readily a person accepts a change, the easier
© it is to adjust to'1t. (For example, office workers

who see the advantages of a new procedure are likely to
, understand it easily because they want to cooperate.
-~ 3 , Workers who dislike the new procedure may have more

) d1ff1culty learning/and may feel angry about the change )
. . . e . ) . - K ) : ,_Jf:
16 COPING WITH CHANGE _ o o . ‘ :
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~ TOTAL ACCEPTANCE ’ ’
"Frankly, I welcome the change."*
v 9% “
N
4

PARTIAL ACCEPTANCE

"I'm sure it'll be worthit in the long
run." s

% { - - '
o MINIMAL ACCEPTANCE
"I may get used to it eventually."

) . CORNERED OR FORCED ACCEPTANCE ) ,
A "I hate it, but I have no @oice."
I
v : L]
— RESISTANCE - -
"I'11 find a way to avoid it." )
z/:' )

ACTiVELY OPPOSED

"I'm going to take this to the boss."

Y
"I1'11-do everything I can to stop it."

Lo REJECTTON TN
Ng way--1' 11 quit before I go along with that." &

~ 3
N«

. / COPING WITH cHAfGE 17
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! » No way--I'11 quit before I
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/ “ACTIVELY OPPOSED o |
@ "I'm going to take this to the . |
top! 1I'll do everything I can o :

! to stop it." E
I

[

i

I

i

i

i

I

i

!

i

I

_./RESISTANCE
"I'1l1"find a way to avoid it." '

I

I

| T

: CORNERED OR FORCED

! "I hate it, but I have no choice." ’ .
I - . .
]
I

MINIMAL ACCEPTANCE
"I mdy get used to it eventually."

| |
]

i |
I - PARTIAL ACCEPTANCE o
| » "I'm sure it'll be worth it in the T
| long run." » !
I

| |

I

|

| : TOTAL ACCEPTANCE

| o "Frankly, I welcome the change."
f 3
! :
I
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3 - TQPIC: Learning to Accept Changes : "

«
4

1

OEJEKITIVE: By analyzing good and bad points of change, students will
understand ways of minimizing the bad points of change.

SURVIVAL SKILLS | Getting along with others
EMPHASIZED: Knowing your strengths and weaknesses : -

Loyalty to organization

Adgjusting to work situations

IMPORTANCE: Many changes have both good and bad points. Therefore,
learning to accept change means 1) being aware of the good
. points of a change, 2) being aware of $he bad points, and
sz 3) developing ways of minimizing the bad points. By view-
G ing changes in this way, people can learn to atcépt them
" with a positive attitude.

MATERIALS AND Student Worksheet #2 - Learning to Accept Change - Example
EQUIPMENT:  Student Worksheet #3 - Learning to Accept Change

ACTIVITY: 1learning to Accept Changes
1. Begin the session by explaining that many changes have
both good and bad pdints. \ By being aware of both good
and bad points of a change and finding ways to minimize
the bad points, we can learn to accept change with a, '
positive attitudg.

2. Distribute Student Worksheet #2 -~ Learning to Accept
Change - Example, and go over the worksheet haVing
students state additional good and bad points and ways
of minimizing the bad points.

I
< e

3. Divide the ¢lass into éroups'of about}foﬁr ot five
.students. Distribite “Student Worksheet #3 - Learning

*« 7 to Accept Change, .and assign each group one of the
, fo%%owing change situations workers might face on their
. . jobs: o . _ R
\ ] N ‘
. & : * ‘ A COPING WITH CHANGE 19
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n " : ' -/ » ) ) '

L

) & Moved lrom duy shift to, nthL shlfL N \r ‘
w o ;4" + # Required overtime for Lht next four wacks
C " s e Ind.finite layoff B _ » . N
A - ] f?ﬁngfdrred olit- of—state ., - , .- o
. oy - . Pasged over for promotion. [ oo
AN s . - Eersonality clash with, nen&éowotker 2 _ ) Tt
o ol N . Hpurs cut to half-tdime < L L . . PR
- : ) ~, e Flred for tdo many absencEs s ) f"—"',"fﬂ ‘& ‘
" ) o e A chahge gltuation a studenfwhaSJexperleﬂéed" L
3, o Y 4. ‘Havovstudents dlscuss the as§igned situation,- trying to
A - // - imagine thghselves in the situation. Then have them
. : “fill in the worksheet. - , e
- : : ' St
o .. ' .

FOLLOW-UP: . 1. Have each group report on the situation they discussed,’
N "giving a summary of what they have learned in completing«’
‘the exercise.

, ' -
2. Summarize the session by using the following questions
. for discussion:
e Why is it good practice to examine both good and bad
points of a chdnge'7
‘ - ' . ® Do you_think workers should try to accept all changes
Vo - they face? Why or why not?
1. N §
\ y o
7 \
’ '-} , t ‘ [ "
o ¢ i
R .
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'Student Worksheet #2
Learning to Accept Change -*Example

Most changeS'have both’good points and bad points. In order to accept:a
change with-a positive attitude, we .must

1) be aware of. - the good points
2) be.aware of the bad‘boints

3) develop ways of minimizing the bad points . v .
o - Let.us -use the'ékample of being promoted to supervisor. "Modt people
consider tRis a step in the ‘right direction, but there are drawb cks. By
looking at the change in terms of both its good p01nts and bad" o}nts, we are
more 11kely to make a positiVe adjustment to the change.
 An example is ohtllned below. -Add ang‘good and bad points you can think
of. Llst ways of minimizing the bad points

&

@

Good P01nts ' o X .. ‘ L

3. oe ,041/£&44u5311ﬁ9 L¢»<n4ﬁ; ' . ‘ \\\
4. o

5 - ) X . .

6

Bad Points: ‘ Ways of decreasing bad points

— glar akea At oo laot
1a;z"‘ “nui .Lff;tgﬁvl&tj}“OL‘Qj ~ ot 44,2: g /o f‘ 44iv

5. .,
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Student Worksheet #3 4 B - | (
Learnlng to Accept Change

Your instructor w111 give you an example of a change you migh® experience
on a job. Examine the change, list good and bad points of the change, and
develop ways of minimizing the bad points.

&

\ Describe the Change:

+ -
(
Good Points: ’ . .

* 1. 5
2.

- - >
6 {
5. : ‘

,J/irf6. . \
/ ’
Bad Pointe:/fﬁ\k/l‘ Ways of Minimizing Bad Points:
1 - _ . .
Tog * , . ~
S,
4
5 )
6 ¢ .
' /
J
\‘ '
. ‘ a
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'—I£ SESSION FIVE

. : 23 B -
TOPIC: Using Decision-l‘ﬁking Techniques: Understanvding' the
.Situation and Defining the Problem

b 14

o

’ .
OBJECTIVE: By role playing work situaitioris, students wil} appreciate
. the value of hpplying decision making techniques to éhe\‘
‘ ‘ . problem of coping with change.
y ’ :
SURVIVAL SKILLS | Making independent decisions ‘ o o
'EMPHAStED: :ﬁﬂdjusting to work situations | . s ‘
: Knowing what is expected '

-

IMPORTANCE: Often workers must decide howmto react to changes. Workers
who can make informed, caref decisions can usually use
changes to their own advantage. In order to make good
decisions, workers need to first understand the situation
and define the problem. By considering the situation care-
fully before deciding, a person can avoid mistakes and oﬁen
the door to alternatives. After understanding the situation,
the next step is to define the problem. The last two steps
in making a decision are finding alternatives and making a
selection. These last two steps will be considered in more
detail in the next session. :

v

L)
('I/ATEZRIALS AND Transparency #8 - Decision Making Steps
EQUIPMENT: One copy each of Roleplaying Sheets #1, #2, #3, cut along
the dotted lines - . o
Student Worksheet #4 - Observer's Worksheet
Overhead projector : Y

'

]

&~ ¢
ACTIVITY: Applying the Decision Making Process’ (Steps 1 and 2)
The purpoée of this exercise is to-éive the students some
. ' // first hand practige andgjobservation of decisidn making at
¢ work in coping with change. - -

1. Begin by explaining to students the importance of .
decision making in adjusting to change using Transpa?éney
#8 - Decision Making Steps.

Pl
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e Good decision making skills help workers to use
changes to their best advantage.

® Decision making can be broken down into four steps:

r——understanding the situation
--defining the problem .
--finding alternatives '
—-selecting the best alternative
2, Explain the first two steps of the decision making
process.

°

e Understanding the‘situation-means asking questions:

--what is happening? -

--when is it happening?

--why is it happening?

——how is it happening?

--who is involved?

e Defining the problem means taking the information you
have gathered and determining exactly what the problem
is.

3. Introduce the role-playing by explaining that its
purpose..is to illustrate'and.examine these first two
steps ‘in the decision making process.

-4, Six students are needed for the role-playing--two for
'~ each situation outlined on the Role-Playing Sheet.

Emphasize that the purpose of the role-playing is to

understand the situation, not to make a decision. .

f
5. While the six students are p;eparing for the role—play?ﬁ?,
distribute Worksheet #4 - Observer's Worksheet. .Instruct
the class in their duties as observers. :

6. Set the scene by introducing the participants and readlng .
‘the situation to the class. 2

, 7. ‘Begin‘the dction, and serve as,a sympathetic pro@ptef if
. ' difficulties arise. Cut the action when the situation
has developed sufficiently. , ;)

FOLLOW-UP: 1. Using Student Worksheet #4 — Observer's Worksheet, as a
guide, have the class comment on the effectiveness of
' the worker i?/the role—playing exercise.

24 COPIN&WITH CHANGE -
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2. - Proceed to the second role—plaiing examples and follow-
. up and then to the third, time permitting.

3.'_Conc1ug}ng discussion questions:

. Why is it important to understand the:situation and
- define the problem? <

e What did you learn in this exercisé?

‘. What can happen if people make- decisions about a
situation before they understand it?

COPING WITH CHANGE 25
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Transparency #8 Decision Making\Steps

-2

’

Understand the situstion

' A . . Yy
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SITUATION:

- Roleplaying Sheet #1

: Brian Gunderson has ‘been with the‘cdﬁpany for seven
‘ ' years and is in his late twenties. He heard about an
‘ * opening for a supervisory position in another depart-
_ ment and told his supervisor he would.like to apply
: 7 for it.. His supervisor felt he had a good chance for
- the position and recommended him highly. Word has just
come.’ down ghat someone else got the job, and Brian's
supervisor is on the way to inform him of the decision.

Role--Brian Gunderson L

You have really been counting on this promotion. You
like your job somewhat, but you feel like you'rfe get-
ting nowhere. This promotion is yoﬁr chance to show.
how capable you are. You know you've been there longer
. than anyone else applying, and your supervisor gave his
“full support. ) g ‘

Role--Sypervigor

~

You're really sorry that Bripan didn't get the promo-
tion, and you*hate having to|tell him. He's your most
valuable worker, but his talédnts are being wasted in
his present position. He's not going to be too happy to
learn that the job went to Anne Perry, a young woman
who's only worked here a year. Of course, she's worked
* . in that department all that time and is familiar with

its woikings. And she 1is very bright and efficient.

___________—_—____—____—________—_____,._

k‘J wﬁ ) ( : . . '//
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A :
Rolveplay)ing Sheet#2 '

SITUATION: .
Margaret Turner has geén working in the factory for
over a year now on the day shift. She just received
notice that starting next week she will be moved to

. night shift. She's on her way to talk to her super-

visor.
. ’ /
’ - ¢
'4» . Role--Margaret Turner
‘. i You are really opposed ,to working the night shift. -
s You're in a bowling league Thursday nights, and you're

taking a course at the local junior college Monday and
Wednesday nights. 1It's really going: to disrupt your
social life and your home life too--your husband won't
like it at all. How can they do that to you?

’Rolé——Supervisor

Work orders are down, and 257 of the work force is
being laid off. Another 10% are being switched to v
night shift&o £111 the vacancies left by those laid :
off. Everyone's upset ‘and complaining to you--what

- " a “‘hess. :

»




“2t <

Roleplaying Sheet #3

4.

SITUATION: o

Jennifer Hanes has been working part-time in the bill-
ing office of a mdajor department store for fifteen
years. One of the other girls just came out of her'
supervisor's office crying, and now the‘ supervisor has
sent for gennifer.

-t

Role--Jennifer Hanes

: $ This .job is just perfect for.you. It's only half-time,
: so keeping up with your household chores is no problem.

You love your work and the people with whom you work.

The extra money has also_been helpﬁul over the years.

Role--Supervisor

n

Word just came down from upper management that as an
economy move all part-time help wag to be let go and
their duties assumed by the full-tfime employees.. Most
of the part-time workers in this dgp#rtment have been
here a long time and it's really tolgh for you to break
the news to them. The only hope you can offer is that
you will welcomiAthem back if you start rehiring.

/ . 35 / COPING WITH CHANGE 29
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; l X
UNDERSTANDING THE SITUATION

Brian Gunderson

Margar%t Turner

Jennifer Hanes

»

What's happening?
.

2 «

Why is it happening?

How is it happening?

Who is involved?

DEFINE THE PROBLEM

How effective was the workér.in

1

iinding out about the situation?.
T & N

What problems did he/shé have, in
gettihg.the information?  With

what could he/she have had problems?

How else might this situation
have been handled? What other
questions would, you have asked?

30 COPING WITH CHANGE
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=/= SESSIONSIX

TOPIC: Using Decision Making Techniques: Find_ing Alternatives
. 1

.t
. Q

OBJECTIVE: ’'Students will démonstrateitheir un&erstanding of the
alternative finding step of decision making, by applying

it to a ?9rk\situation involving change.
» ‘ .

SURVIVAL SKILLS . AdJusai&g to work 51tuat10ns
EMPHASIZED: Working under pressure .

Getting along with others '

Knowing your stngggths and weagknesses

4

IMPORTANCE : We have already examined one way of dealing with/change——

' trying to accept the éhange by being aware of its .good
points and m1n1m121ng its bad points. Other alteghatlves-
are-1l) compromising, 2) requesting not to comply with the
change, 3) fighting the change, and 4) refusing the change.

<=9

(\ MATERIALS AND Transparency #9 - Flndlng Alternatives
EQUIPMENT: Student Worksheet #5 — Copihg With a New Boss
' Student WorkSheet #6 - Finding Alternatives’
Overhead projector ~ '

e ¥
]
ra

ACTIVITY: Finding Alternatives™ )

1. Project Transparency #9 - Finding Alternatives.

Y

2. Using the points below as a guide, lead a classg
discussion. Ask studepts to give examples of each
alternative from their own experiences. An example
is given of possible responseées to a.work situation in
whlcP'all workers are requlred to work overtime.

. L

e We've already covered one way to cope with change.
That is, we can make it more acceptable by being
aware of the good points and the bad points. But

. what other alternatives are there besides learning

to accept? :

COPING WITH CHANGE 31
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_ ‘ e Compromise or Substitute. If we don't like the
o . . change, it might be possible to come up with a
. ‘compromise p%an that ‘will be accepted in its place.:

s - -
Request not to comply. Not all changes are meant to:*
¢ include all employees all the time. It might be pos-
sible to make-exceptions if they are requested.

e Fight the éhange. .If it is upnecessary, discrimina-
tory, illegal, or morally unacceptable, you'might be
able to fight_ it, akpbéugh this.is not usually easy.

o_Refuse—(gnd take th conseguences). A drastic move
in most d@ses that could cost a lot, But it may be
necessary 1if you simply cannot accept the change.

(- 3‘ Distribute Student Worksheet #5 - Coping with 4 New
Boss, and Student Worksheet VG ~ Finding Alternatives.
. Have students read }he situation and complete the work-
- : sheetsg. ., ’ :

X2

i L A
FOLLOW-UP: 1. Go over WorksKeet #5 and #6 with students. Many
i dif ferent responses are possible. . Some examples are
' given below:

® Understanding the situation:

. . The new boss' wife asks me to do typing for her

at my busiest time. I want to make a goog impres-
sion on my boss, ‘but her requests interfere with
my finishing my.own work. '

4 e Defining the Problem

What 1is the beét way to.deal with Mrs. Faulkner's
requests for typing?

2. Go oveny Worksheet #6 with students. Somé: possible
responses are given-belowf :

+ e Accept - Plan ahead for the extra work on Thursday
afternoons.

e Compromise - I could ask her to bring it in at a
time when I am:not so busy.

e Request not to coﬁply - Ask tﬁe boss to tell his
Ead ' ' ". wife not to give me the work. '

.
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_® Fight - Tell Mrs. Faulkner I am very busy and that I
s don't think her ‘typing is part of my job.

® Refuse - Jusr tell her I won't do it.
, . .

3. Tell students they will cbntinue work on this casg'in
~ the next.session. Student Worksheets #5 and #6 may be
collected for use:in the next session.

L3

T~
>
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Student Worksheét #5 Coping With a New Boss.

DEFINING THE PROBLEM: -State it simply.

34 . COPING WITH CHANGE . « - ; 4

’ - . | - .(/
You work in a very busy office.” You enjoy your work, even though the pace is
often hectic. You have managed to organize your work so that you usually have
time to finish everything, even with manhy interruptions during each day.

’ o ’ : . ’ .
Mrs. Elkins, your boss, retired a month ago. Your new boss, Mr. Faulkner,

| seems pleasant and agreeable. He has appreciated your efforts to help him

find things in the office and to, help him get used to his new job.

L

There is just one problem. Mr. Faulkner's wife has stopped by tﬁérofflce

~,several times to ask you to type her secretary's report for her service club.

You don't mind doing the typing for ber, since the reports are short. How- .
ever, she always brings them to ydu on Thursday afternoons, your busiest time,
and she wants them typed right away. You are lucky to get all your usual
work done on .Thursdays. L ’ s

UNBERSTANDING THE SITUATION: Summarize the facts.

v

-
4



3. Request not--to comply

L. A(Lépt the change by -
being awave of its good points
decre351ng the number of ba? points

For examplc _ ”The required qver-
onvenience for
me, but I can ®%e the extra money.
I will just have to. plan my tlmc "
more carefully " -

For éxample' My workload 4is light
as it. is. 1 hdvg«hgen using my
extra. tlme to reorg: Qize the
records. ‘I don't thnk it would

. be productive for me to work over-
time, so [ request that an exception

be made in my case. —~

/ 1
5. Refuse
(and take the consequences
\ onse
For cxample: "I will not work
- overtimg." Do 4
~
. /W‘ r oo
- y-\\ “" : 2 ‘4

e . . . R
' I o
R
.

e

i

u

Compromise or sibstitute

For example: "The required
overtime work interferes with

( a course I am taking at the
community college. I would
be willing to work late on
the evenlngs when I don't
have class." ~

/\\&u Fight the change \

overtime 1is not outlined in
ou¥ contract, I am taking
this to the union "

\ .
7
( u {
N
' ;N
T
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Student Worksheet #6 Find Alternatives

o St ' . :
Assume thgt you are the person described in the situation on Worksheet #5

Write down at least one alternative-you could use.to cope with the change
described in each offthe fiyve ways'lisGed below.

. -
t B . v

1. Accept the change

1

N
“o ' ‘
)
K s “ ~ ¢
2. Coﬁpromigg or substitute - . £
L @
- e
g , . N )
3. Request not to comply _
. " v .-) . . i 3
/
4. Fight the change. '
. - | c
y ‘ o - ’ ' .
g S 0
5. Refuse (and takf the consegpené‘es)L ,
= 7 - . .
13 T & o {~-
- .,..
. AR '
-4 [l S
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SESSION SEVEN

.TOPIC: Using Decision Making Techniques - Making a Selection

‘OBJECTIVE: After discuséﬁng the selection making step of decision
: making, students will apply the selection making step to
a change situation on the job.

-

SURVIVAL/SKILLS Adjusting ‘to work situations
EMPHASIZED: |Working uhder pressure

Getting along with others

Making independent decisions

’

'\ ° IMPORTANCE: When selecting an alternative, workers need to consider
v possible results of each alternative. Predicting results
of a decision is one of the keys to'making a good decision
because it helps to avoid undesirable results and to in-
crease desirable results. We may also make the best
decision by combining or improving alternatives. .
R . .
MATERIALS AND Transparency #10 - Making a Selection
‘ EQUIPMENT: Student Worksheet #7 - Making a Selection
to Student Worksheets #5 and #6 frem SESSION SIX

- ~ Transparency {8 - Decision Making Steps
. Overhead projector '

ACTI\fI/TY: Making a Selection : .

\

IS : " 1. Project Transparency #10 - Making a Selection, and
distribute Student Worksheet #7 - Making a Selection.

»2.-.Ask students to apply the questlons on Transparency #10
e to'their experiences in maklng decisions’ in "the past or
" to decisions they may be anticipating.

. Empha31ze the importance of considering the possible
results of a dec1s10n before acting. .
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A

.
3. Divide the class into five groups. Assign each group
one of thé alternatives discussed during SESSION SIX

~ (accept, compromise or substitute, request not to
comply, fight, or refuse).

0 for one of the
ing with a New

’ 4, Have each group complete Worksheet
alternatives, referring to the case
Boss' from SESSION SIX.

- 7 -
FOLLOW-UP: 1. Have the groups share their résponses on the worksheets.

o 2. Héﬁe the class select the action they consider the beést.
3. Using Transparency {#8 - Decision Making Steps, review
the process of making decisions. Use the following
N 4 ~ questions for discussion:

A
- o How can .decision making techniques help us cope with
" changes? (Instead of blindly accepting or rejecting
a change, we can consider it carefully and make the

best decision possible.) - . o
... Why is eac:ibtep in the decision making process im-
portant?

e What could happen if a st. in the decision making

< process was omitted? .
. }

/

J
4
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S;tudeni Worksheet #7 Making a Selection =~ - / “

. 3 e
1. What is the worst thing that could happen as a result of youf decision?
worst coL e g

A
2. How can you avoid the worst result?

L ’ ' / 3

3. What is the best thing that could happen as a result of your decision?

[__.//

4. How can you inc.case the chances of getting the best-result?

2
=

5. Can you combine or improve any of your alternatives? . : ‘
: o

——

.

'

13
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Transparency #10 Ma_king a Seléctibn

WHAT IS THE WORST THING THAT COULD HAPPEN AS A RESULT OF YOUR DECISION?

‘How can you avoid the worst- result?

<

WHAT IS THE BEST THING THAT COULD HAPPEN AS A RESULT OF YOUR DECISION?

How can you increase the chances
of getting the best result?

Can you. combine or improve any
of your alternatives?

40  COPING WITH CHANGE
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Resources for Teachers R

BOOKS, ARTICLES AND ACTIVITIES

-

Nelson, Robert E. and Perres, Allen Mark, Decisdion Mak&ng, Vision

9

Publishing, Chicago, IL, 1976. ' @

A workbook containing material.and exercises designed to help the
reader improve decision making skills. Includes methods of understand-
ing decision making, evaluating information for making decisions, and

. putting decisions into action. Also includes activities to help curb

fear about maklng dec1sions, to clarify the'real issue in a problem

situation. -
s Success Cone, Vision Publishing, Chicago, IL, 1976. gﬁ)/
A- workbook designed to help the reader understand and be able to

use procedures necessary for personal growth and success. Egéourages
people to use the full range of their talents and abilities./ The work-
book begins by:helping readers to understand where . they presently are
in their growth and development. 9

Scholz, Nelle Tumlin, et 51 How to Decide: A Guide fon Women, College

Entrance Examination Board, New York, 1975.

A book designed to meet the changing needs of women by increa51ng
their decision-making ability. Includes exercises and activities drawn
from aétual.life’exgeriences. Although the authors suggest that this
book is appropriate "Yor "women from college through retirement" many of .
the activities could. benefit hlgh school students; both male and female.

Torrer, Stephen, et%al., .Emphasis: Change I and Emphasis: Change 11, Career

Emphasis “Series: A Self-Study. Approach to Life/Career Planning, N1vmpus
Publishing Company, Salt Lake City, Utah. .

Two of a’ series of six self-study workbooks. Included ar
assertion.training, job seeking skills, overcoming job discrimi. tion,
increasing job satisfaction, and the future. Explains how to fii  out
where the jobs are and how to look good to potential employers. Also.
includes tips for dealing with coworkers and supervisors.

AUDIO VISUAL RESOURCES

A a

Get That Job: - Changing Jobs, available from the Audio Visual Service,

University of Illinois, Urbana, IL 61801. -Request fﬁlm number- 55016.
(14 minutes)

# Jan discovers that there's more to changing jobs than Just giving
a. two-week's notice. . She objectively evaluates her present job be-
fore making a final decision, checks availability of new jobs in her
field of public relations, and learns how to re81gn properly from her
old job. A 1975 production. . -

COP\I\I\J\G WLTH CHANGE
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Get That Job: Keeping Up With the Changing World, available from Audio Visual
Service, University of Illinois, Urbana, IL 61801. Request film number
55017. (15 minutes)

On-the-~job interviews with men and women who are part of the chang~
ing job scene reveal information about how the world of work is changing
and what is being done to help people adjust to it. Explains that new
technology elinfinates jobs, especially unskilled ones, but that it also
creates new positions for wthh special “training is required. A 1975
production, Lt

People at Wonk: How Jobs Change, available from Audio Visual Service,
University of Illinois, Urbana, IL 61801. Request film number 55283.
(12 minutes) '

Three_realistic case h1stor1es illustrate.the results of changes
in production techniques and consumer demands. A food products factory
whose business has more than tripled, an answering service losing
business to telephone answerfg machines, and a worker who learns

I computer skills and moves into an expanding department in his firm
are examples of how new technological developments cause continual
shifts in the job market. A 1976 production.

Women At Wonk: Choice and Cha&@enge Guldance Associates, 757 Third Street,
‘New York, N.Y. 10017.

A set of two filmstrips with cassettes or long-playing records and
discussion guide. PartﬂI builds a detailed documentary overview of work
.roles assigned to America's poor, m1ddle—class, and privileged women
from colonial times up-to the present. Part II examines changing work
patterns in the 1970's; analyzes areas of continuing discrlminatlon,
explores new approaches to family breadwinning reSponS1b111t1es, house-
hold tasks, and Chlld rearing duties. Program is designed to st’~ ‘ate
d1scuss10n about self-image, stereotyped thinkin., justice, and fairness
in the world of work A 1976 productlon_g : '

~ ~

“\
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