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INTRODUCTION

Today's workers are stressed out. Some 40 percent of
July 2003). Sixty percent of workers feel pressure to work

today

work more fun and enjoyable in the process. Use & enjoy!

KO TU....

Yet, | find there is a fine line of ddrence between stress
and excitement. In the following pages you will find simple gnd
practical ideas for improving morale in your workplace and making

hem

report their jobs are very or extremely stressful and|25
percent say their job is the Number One stressor in their
lives today (National Institute for Occupational Safety & Health,

too

much and 56 percent of them are either somewhat or complé¢tely
dissatisfied with their jobs today (CNNmonegm, November
2003). In short, morale is at an all time low for most employges




CONTENTS

l. One for All and All for One

Il. Appreciating a Job Well Done
[l Balancing Work and Family

V. Relaxing with Dress Codes

V. Best Friends at Work

VI. Improving Someone’s Workday
VII. Keeping Spirits Up With Perks




101 Ways to Boost Morale at Work

l. One for All and All for One

think most of us have experienced that incredible feeling in a

workplace when your entire department is full of gyeand
enthusiasm and everyone is focused on accomplishing a set of
goals. This magic is achieved by clearly communicating the gpals
and by building a team that is excited about achieving those gpals.
All of the ideas in this chapter will help you build morale by get
ting everyone to work together as a team.

Ocont i heres no “I” in team. D keep front
ontin uous, suppor tive : H :

comm unication fr om Ilnc_ar_s mo_twated, WhterSilks, a

managers, Supervisorsl and $35'm|”|0n S|Ik apparel Cata|Oger 11

associates is too often Middleton, WI, requires all salaried

underemphasiz ed. Itisa | harsonnel, including senior manag

major, major motiv ator.[] .. .
_ ment, to take a minimum of fifty phong
—Jim Moultrop, Consultant | o jers  annually Executives fill in

where needed.

\Ww— U

Sand Up and Holler “We hosted a sales and se CR

ce conference in Orlando last ye&hen the LF)
buses filled with employees who were attend
arrived at the resort, all the executives lined up or
sidewalk and applauded as they disembarked fror
buses and went into the resorte \tood most of th
day, and some of us even got blisters. It really m
everyone feel very special.” — Victoria Gomez,
Vice President, Norwest Banks, Columbia, MD

b1
|
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y fare. Herb KelleherCEO and

o-founder of Dallas-based
Southwest Airlines, knows the value of
being personally connected with
employees. He often helps flight atten
dants serve beverages when he flies and
has been known to help sort luggage.

—t

ijlish or perish. @ improve morale of its drivers, who felt “oy
of touch” because they were oftenfsife, Barr-Nunn
Transportation of GrangdA, publishes a newsletter and hands qut

a four-hour cassette tape with industry and company news; ipfor

mation on benefits, and personalized messages such as birthday
announcements. Since starting this, the company has experierjced a
35 percent reduction in turnover

eeping in Duch. “We assign a mentor to each new employee

who comes on board so the people feel connected right away
The mentor is available for any type of day-to-day questions. Af the
end of 60 days, therea follow-up with the mentpemployee, and
manager to see how everythiagjoing. Its really made a diér-
ence in our retention rate and in how fast people feel ‘on boafd.”

—Claudia J. Smith, Texas Department of Mental Health and Mental
Retardation, Austin, TX

raphic diversity Employees at th
Gaps Canadian Distribution Cent
in Brampton, Ontario, place push pins
a giant world map in the lobby to creatt
visual display of their countries of origir
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eal Meal Deal. “Once 3

month, Integrated
Marketing Services in
Princeton, NJ, invites empley
ees to a ‘Bagels and B.S.” meett
ing at which management dis
cusses performance year-to-
date and plans for the future,
then fields questions from the¢
group. Employees are also invited to complain to management
about whatever might be on their minds. The meetings have opened
up the lines of communication and are very popularim Mullins,
Kepner-Tregoe, Inc., Princeton, NJ

S/rength barrage. A great way to perk up an entiieeond pre
ide practical feedback is to have everyone make a list of gosi
tive attributes of each co-worker

Il Together Now!. “Vé sent an ¢

mail to our entire stafasking
everyone to applaud the gredbets of
our ofiice services department at 4 p
at their desks. Members of that deg
ment work throughout the building &
are rarely in one place at the same t
so this was a terrific way for each §
member to receive the benefit of
praising at exactly the same time an
the same wayy —Barbara Green, Office
Manager, Buckingham, Doolittle &
Burroughs, LLP, Canton, OH
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[]A pessimist sees the
difficulty in e very
oppor tunity; an optimist
sees the oppor tuni% in
every difficulty .

—Sir Winston Churchill

he Human duch. “I mark my calend.

and then send flowers or cards
employees on the anniversary of impor
events in their lives. For example, I've s
cards on the anniversary of a parematl
or for a childs graduation or birthde
There are subtle ways to let employ
know I'm interested without prying in
their lives. After all, we're working wit
human beings, and we can all be n
effective and sensitive if we understand
another better —Don Eggleston, Director of
OD, SSM Healthcare, St. Louis, MO

High Note. “lI end our managemer
staf meetings on a high note by sa
ing time at the end of each meeting a
asking that 1 managers share one thir]
they have done to thank their employe
since we last met. | capture those thar
and place them in our employee newsl{
ter for broader visibility —Norman Groh,
Customer  Service = Manager, Xerox
Corporation, Irving, TX

nd
g
es
ks
pt

y It Electronically “I recently discovered a useful tool fg

lanning recognition in advance for the ydaveryone knows
about electronic greeting cards, of course. There are many-se
es. They all have a great selection and are really a pick-me-up for
our employees when they are having a bad day or are far awf
business. People may not realize that you can plan to send an

=

rVic
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hiver




101 Ways to Boost Morale at Work

sary and/or birthday cards up to a year in advance. It just takes
ing out a form electronicallyand the services send reminders ¢
via email when the date approaches’Katherine A. Kawamoto,
Director, Americas Sales Contracts, Irmo, SC

Reverse Motivation. SCA
} ‘ Hygiene Products, base

in Philadelphia, has a nove
way to reward senior man
agers from company head

quarters who demonstrat

Honored mangers “win” a trip
to the compang manufactur
ing plant in Bowling Green,

KY, to spend a day with the

I line workers there. Wards are

given by a three-membe
Country Managementebm that keeps the process bureaucrg
free. Selected plant workers are also honored when they are
cially productive or der an innovative, money-saving idea K

being able to visit any of the compasigales dices in the U.S. or
Canada.

The program has demonstrated considerable success. Plar
being made to rotate some of the compsiitiropean and North
American stdfand to reward whole teams from Canada with a vj
to the U.S. and vice versa. Those who have taken part in
exchange have come back “totally pumped-George Mapson,
Director of North American HR, SCA Hygiene Products

successful leadership|.
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Il. Appreciating a Job Well Done

othing can kill morale faster than when an employee feels fthat

their accomplishments are not noticed and are not apprecigated.
This chapter includes creative ideas for recognizing accomplish
ments.

loppy Chicken Avards. KFC Corporation

Louisville, KY, employees who go the
extra mile are presented with a Floppy
Chicken Avard, numbered in sequence, [a
handwritten note of thanks, and a $100 dift
certificate. A photo of the presentation is ¢n
permanent display in thedk of Leaders, in a
prominent area of corporate headquarters. [—

Diane Zile, Manager of Employee Recognition,
KFC Corporation, Louisville, KY

14

hanks a Million. “I created an award

all my team members who helped m
call it my ‘Thanks a Million Avard.’ It con
tains a thank-you note taped to ten $100
candy bars. Recipients break them up
pass them on to others who have he
them.” —Chris Ortiz, Systems & Applications,
NASA, Johnson Space Center, Houston, TX

10
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Pass-Around wards. When posi
tive reinforcement is given by
colleagues or team members, tf
results can be significant. For exan
ple, the Ofice of Personnel
Management in \Ashington, DC, has
a “Wingspread #mard.” This

engraved plaque was first given to the divissdispecial performer”
by a department head. Latérat person passed the award to sor
one he believed truly deserved it. The award has come to tak
more value because it comes from peers. A recipient can keef
long as he or she wants or until another “special performer”-s
covered, at which time a ceremony and lunch are held to pas
plaque to the new “ownér

Bonus structure. Amsco Steel pays out 30 to 40 percent o
income in incentives and bonuses to 60 employees, basq
three separate financial thresholds. Inventory clerk Ron Book
says: “It gives you more incentive to make sure everything is
fect to the best of your abilityThe program is refined continual
ly to make it better and make sure everyone feels responsibl
success.

e on
it as
dis

S the

f net
don
man
pber

> for

he Exalted Order of the Extended Neck. “l wa

to reward people who were willing to buck the-:
tem, practice a little entrepreneurship, who were wi
to stand the heat for an idea they really believe in
give out a special award | call ‘the Exalted Order o
Extended Neck’ for people who really find ways tc
‘outside the box.” —Richard Zimmerman, Chairman &
CEO, Hershey Foods, Hershey, PA

11
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lit the Difference. “At Pfeifer &
[IThings turn out best f or ompany a publisher now a part o
the people who make the Jossey-Bass, a division of Johnl&y &
best of the wa y things turn | Sons in San Francisco, employees wegre
out. rewarded for being willing to stay awa
—Art Linkletter | from home an extra day by splitting thle
difference in airline costs with them. Fgr

example, a ticket with a return on Friday night might be $150
cheaper than one with a Sunday return, so we would give| the
employee $75 of that saving ©ur surprise, it also turned out to
be a great way for employees to bond with clients, vendors, of co-
workers in the other city when there simply had been no time dur
ing the normal work week for social activities.~Marion Mettler,
former CEO, Pfeiffer & Company, San Diego, CA

n board. At Southwest Airlines, the incentive pool last year
was equal to 13.7 percent over salaryan average of $6,000
per each of the 4,500 employees.

rformance bonus. 8lls Fago Bank employ
ees can add as much as 25 percent of their
al salary in bonuses if they achieve certain perf
ance levels. About 60 percent of employees qt
for at least some bonus each quarg&ays Joh
Gauvin, divisional head in Fort &th, “We founc
that a typical bonus was seen as just part of s
Now everyone is paid an incentive based on
formance. The diérence in employee behaviol
significant. The bank first made customer
available to tellers and tracks a new service t
employee who introduces it to a customer

12
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aster Baskets. “Last year at
Easter time, | purchased plast|c
- ' eggs and filled them with candy bit
.\\:‘ﬂ';— of pocket change (mostly pennies),
S — ‘-"& and coupons to takefadn hour early
o L or come in an hour late or have lungh

b with me (my treat). @ be able to par
ticipate, my folks had to meet thei;
I

s

weekly quota and then on Mond
they picked an egg out of a beautif
ly decorated basket. It made Monday morning a little more-excit
ing and set the tone for the whole week!*-Linda Fuller,
Supervisor of Business Development, Jevic, Inc., Delanco, NJ

he Spark Plug ward. Some verv

simple awards can make an impi
sion that lasts a lifetime. Beverly Cror
book manager for Hastings Books, Mu
and Entertainment in Rio Rancho, N \
recalls receiving such an award in —
mid-sixties from a department stc il
manger in Akron, OH, who said, “This
for you because you add such a spai
our workplace.” The award was a sp
plug painted gold and hung on ribbon
necklace. She still keeps the award in ner
jewelry box to commemorate the first time she was recognized
on the job and realized that she did make tedihce.

13
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hanks a Bunch. “I recently wanted to

thank all the employees in m
department for their great work in meeft
ing some financial goals. The group is all
women, except for one man, who is vefy
health conscious and eats a banang at
break daily | gave each of the women g
bunch of flowers and the guy a bunch pf
bananas. He really appreciated the funfin
the gesture.” —Terry Horn, HR Director, Household Automotive
Finance, San Diego, CA

pcking it in. Premier Fulfillment in KellefTX, president Ken
Laye uses piecework compensation to move business a} the
packing companySays president Ken Laye, 6Y give people a
nice, clean facility to work in, tell them what is expected of thgm,
and pay them what they’re wortholY set up a scenario where they
make money and you make moriey

pcorn Lunch. “When | used to work
Four Pi Systems, a subsidiary of Hewl
Packard in San Diego, CA, | would take
work group out after finishing a really dema
ing project to reward them by going to se
movie over lunch hourlt meant a slightl
longer lunch hoyrbut it was a great break an
lot of fun!” —Jennifer Wallick, Computer Scientist,
San Diego, CA

14
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mproved Appearance. ‘®Vwanted to
improve the appearance of our secur
guards so we started giving those w

their choice of work schedule as an ince
tive. We were surprised to find that peg
pressure is making the biggestfdience.
At the beginning of each shift, the shi
commander has everyone stand up whqg
in the correct uniform and the stafall
each other on any slipups--Shannon
Kearns, RN, Quality Management, Jackson
Health System, Miami, FL

were dressed appropriately in full uniform

ty
N0

n
11

t

he Gold Star &vard. “It’s really true

that anything can be a signific:
form of recognition. Over three years :
| drew a star on a piece of scrap pa
colored it, and gave it to someone
helping me out that dayhey in turn gav
it to someone who gave it to some
else. It took on special significance w
each use. Now we have it on a magr
backing and people pass it on to re«
nize those who have helped or those
are having a rough dayeople love it!” —markeeta Graban,

Associate Director, Department of Psychiatry, University of Michigan
Health System

15
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illy Things Mean a Lot. “I'm the main

enance manager over 64 jet mechanjcs
for a company that contracts out to the U]S.
Navy’s flight school. These rough-ang
tough men just love it when | tape a il
wheel or a balloon to a plane they’re wor
ing on, signifying that the jet engine hgs
passed every test with flying colors. The
breeze blowing through the hanger makes
them all rotate or bounce around and evefy
one wants to earn one.”—J. Charles,

Anonymous Government Contractor,
Pensacola, FL

P

Fishy Stuf. “The New England Aquarium allows employees [to
recognize co-workers with a ‘thank you cod’ (a card shaped
like a cod fish)—a play on New England accents. Half of the gard
goes to the employee and the other half into a quarterly lottery for
gift certificates for paid time &fthe company store, and local

restaurants.”—Linda Hower, Learning Technologist, Gilbane University,
Providence, RI

16



lll. Balancing Family and Work

veryone knows how ditult it can be to balance work with &

family life. Employees can feel very stressed when theytdpn’
have a balance between work and fampme 83% of employeep
want mroe time with their families according to a recent Gallop
Poll. This chapter gives you ideas for how companies are heIL
employees balance work and family needs and pressures.

—

Scret Agent Dad. “An enginee
n my staf spent an extendec
amount of time on the road doing
environmental evaluations of compa
nies. | sent a letter to his three schop
age children explaining why their dagd
B was gone so much lately and that he
prok N was doing special ‘secret agent’ work
< SECRET | :

that was very important for our cem

pany His wife called the next day to say how excited their kids were

that dad was a ‘secret agent.”—Michael L. Horvath, Director,
Environmental Projects, FirstEnergy Corporation

Piorities. As a result of its commitment | [vou never kno w when
a more balanced work life, employeey a momentand af ew
clothing outfitter Eddie Bauer can “call | sincere w ords can ha ve
well.” Its Redmond, &, store has even crd 2" ImPacton a lif e.l
ated “Balance Dayan additional day éfor | —Zig Ziglar, Motivational Speaker
all employees.

17
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M aydays. “About six years ago, the
subject of how great it was to have
time of came up, and someone suggested
that we ofer three-day weekends durin
the summer This was the birth of
‘Maydays,” in which every employee i$
allowed to take dfeither a Monday or a
Friday each month from May tg
Septemberwith the approval and cooxdi
nation of the supervisolt has become 3
popular benefit, and we’'ve been doing
every year since.” —Peter Workman,

President, Workman Publishing, New York, NY

©

\*4

it

S)ecial services. Coopers &hrand provides a resource arnd
eferral program for employees who need child care inferma
tion. One senior consultant used the service to find suitable |care
when her nanny quit just as she was closing a half-million dqllar
deal. She was able to interview candidates immediately and dig¢l not
miss a day of work. The entire setup cost the company under $150.

Slaring the load. Rippe
ingston Company |
Cincinnati, OH, dfers flexible s >
hours and has found that m ( - !
and more male employees t - &
advantage to leave early to t¢

-
to the children or other fami L E“

members.

18
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nclude the Family We do several

things here at Fortress, but one is
especially big hit with the employees
families. Every spouse and child of 3
employee is in my computer calends
On the birthdays and anniversaries
all spouses, they are sent flowers of
cookie-gram at their place of busine
or at home. Every child (up to age 1¢
is sent a birthday card with $20 i
movie tickets to use at their leisurg
Including the families has meant a lot to everyoreMichael L.
Finn, Chairman/CRO (Chief Remover of Obstacles), Fortress Safe &
Lock, Cincinnati, OH

aining acceptance. 13 percent of employeier gfome type of
backup child care for well children, up from 5 percent se
years ago, per workplace consultants Hewitt & Associates.
services are increasingly beingestd to lower wage workers, ng
just management.

AN

n
\r
of

5S

D)

174

L.

en
The

n it together When employees

Amway in Ada, MI, work lots c
overtime or travel extensivelynan
ager Robin Horder-Koop sen
thank-you notes to the employe
families, thanking them for the
support.

19
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ank on us. Chase Manhatts

Bank says it has save
$820,000 in reduced absenteeism
one year alone by f#ring New
York City employees backup chil
care. The bank plans to open eig
new centers in 2001. Employes¢
are ofered 20 free days a year

ick around. At the Lands’ End catalog center in Dodgevi

I, the new child care center often allows parents who wd

not be able to come to work at all or who would have to leave g
put in a full day when their regular day-care options tiaotk out.

o0 rush hour CMP Medias InformationVéek in Manhasset

NY, the compang onsite child-care center made all the dif

ference in Katherine Lechler being able to continue to work f
time. “It's a great comfort not to have to run out of here at the
of the day and race to some other place to pick up the kids.”

n

[

n

t
S

uld
arly

Ull-
end

ompany sponsors. NationsBarT
headquartered in Charlotte, NC, p
vides five diferent onsite or nearb{ [limagine e}/erxt/hptt%rson is
A . wearing a sign that sa ys
child-care centers for its 100,0( Vale et
employees. They also have a charts impor tant.' []

public school for 150 students from K

also take up to six months of part
home time after maternity leave is ave

. . —Mary Kay Ash, Founder
in Jacksonville, FL. New parents c Mary Kay Inc.

20
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amily focus. CDA Managemen
Consulting, Inc.,shuts down

give employees time with thei

customers respond positively t
the companys voice mail message and are willing to call ag
the following week.

for a week each summer just to

families. Company President
Carolyn Pizzuto reports that mogt

D
Rin

enu options. Marriott International, based in Bethesda, NID,
helps employees balance career and personal life thrgugh

their Work-Life Program, which has established a child-devel

PP

ment centerchild-care discounts, family-care spending accounts;

referral services for child, eldeand family-care issues; and many

other innovative programs.

ess turnoverAt Deloitte & Touche$

West Palm Beach, FL, fade, Ann CJEvery great and
Blanchard has the freedom to mqQ commanding mo vemen
between part-time and full-time schedu W'Onrléhiz ?{]‘Qat‘:isug;ﬂeof
as she raises hgr young children. “I ha “cnthusiasm. Nothing
lot of opportunity’ Blanchard says. He great was e ver

boss, Susan Peterson, sees such flexilf achieved without it. []

as the only way to go: ‘& cant afford to —Ralph Waldo Emerson

re-establish your professional $ta&very

t

few years.”

21
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!_ 7,
A

= during busy tax season.

Sy

attract and retain talented employees who might have small

Florida,” says Anthony Burns, chief executive of the truck lea

The proximity of the school could mean productivity gains

schools 300 seats. At this time, Florida is the only state that all
companies to give preference to emp
ees’ children.

I:amily plan. Motorola is constructil
an on-site day care center neail
facility in Boynton Beach, FL, to he
lure workers with young families.

ouble duty J.P Morgan, an old-line New o&fk investment

bank, recently opened a lactation room for nursing mother
its Wall Street trading floor so they would be able to return to w|
sooner after maternity leave.

. Seasonal relief. Price &Yerhouse has found

ok hat ofering support for weekend child
e care is very déctive. Nearly 30 of their
LY e offices provide subsidized weekend child cdre

and logistics firm. Rder is spending $5 million to build the schoq

harter schools. Rler System runs a subsidized day care center
across the street from its Miami headquarters in an attempt to

chil

dren. Now the company is constructing a public charter elementary
school next doorWe want to be the employee of choice in sognth
[

ing

to

Ryder. Teacher conferences and soccer games will be right agross
the street. RRder employees’ children will have first claim to the

DWS

5 0N
Drk
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nclude the family Gary Quick, president and CEO of Quigk

Solutions, Inc., Columbus OH, says: “When yoieeif the fami
ly, you get more mileage out of your perks. A television set flom
the companyfor example, will sit in front of the family for years.
Every four weeks he sends house cleaners to the homes of employ
ees who've been with him more than 36 months; he pays $1,200
toward their vacations. He also sends baskets of food to |new
employees. Managers get a week a year with their families af the
company condo in Florida. Employees who refer six other potential
recruits have the use of a newy®dta for two years.

23
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IV. Relaxing With Dress Codes

M any companies today allow casual dress at thieeof The
shift from suits to blue denim in the workplace can be attfib
uted to high technologyaccording to clothing manufacturer Lge
Jeans. Specificallycomputers, fax machines and conference chlls

reduce the need for traditional corporate attire. There are stydies
that show that casual dress can increase productivity because|com
fortable, relaxed employees will work harder and longer at their

job. Casual dress codes are a great, no-cost way to boost njorale
and productivity in your workplace

he New Albany-Floyd County Publiq

Library went through a dress code
change and now allows employees |[to
wear jeans as long as they are neat, pot
faded or fringed. They made this change
to allow employees to feel more comfort
able and to remove the burden of buying
expensive work clothing.

licy change. American Airlines now allows employees|at
company headquarters to dress in “business casual” attire g¢very
day The policy applies to about 20,000 management employlees.
Jayne Allison, vice president for human relations, say® have
heard from our employees that they believe they are more prgduc
tive in casual dress.”

24



[Jwe are contin ually faced
by great oppor tunities
brilliantl y disguised as
unsolv able problems. []

—Lee lacocca

asual Dress is Here. According t

1995 poll conducted by Evans Rese:
Associates for the Society for Hum
Resource Management and Levi Str:
Co., nine out of ten human resource n
agers said their companies allow employ
to wear casual clothing at thefioé eithel
regularly or on special occasionsvanty-
eight percent allow casual dress dafgrty-
two percent said casual dress is perm
once a week. Eleven percent allows ca
dress only on special occasions while
percent permits it on a seasonal basis.

101 Ways to Boost Morale at Work

hange of pace. Japanese appliar

manufacturer Hitachi is doing awal
with formal titles, somber suits, an
morning calisthenics in their okyo
headquarters. Their goal is “to promo
individuality.” Company spokeswomai
Emi Takase said employees are bei
urged to wear polo shirts and slack

hoping that more casual clothing will bring out peaplgérsonali
ties and stimulate their creativitwhich will in turn lead to new
ideas on how to improve the compalyorkers are also no longe
required to address their supervisors by formal titles, but may
personal namesakKase says, “@/want to give employees freedo
to make their own judgments.”

ce

| .

=

use
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p and away Southwest

Airlines, which once went ag
far as the Supreme Court in gn
effort to keep its flight attendants
in hot pants and go-go boots, has
recently been encouraging attep
dants to wear sneakers for comfdrt
and safety Other airlines and
companies have followed suit (sp
to speak), to the advancement pf
employee morale.

t is important for aganizations to develop a casual dress poljcy

in in order to communicate expectations of what is mean{ by
“casual dress.” It is essential that employees know what is acg¢ept
able as well as what is unacceptable. Also, managers must sgt the
tone for their employees to help maintain the appropriate level of
professionalism for the ganization.

Ceelsual Speech. Companies i r
eneral Electric, Hewlet

Packard and United Parcel Sen
have instituted a “universal first na
ing” program, in which all employe
are on a first name basis, e
throughout the hierarchy of positiol

1?“'.

q
l;w::-
;.l

—s”
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Guidelines for Creating a Casual Dress Policy

Casual dress standards can vary from company to company. Standards
can also vary from day to day. Casual business wear means neat,
clean, professional clothing. Even though standards of dress may be
more relaxed at times — remember that good taste and good grooming
are always important. Here are some guidelines to help you create your
casual dress code:

[0 Decide what you want the dress code to say about your business.

[0  Ask some of your customers how they expect to see your employ-
ees dressed.

[0 Ask your employees what they want and what they consider appro-
priate.

[0 Consider all of the jobs and remember that appropriate dress on the
loading dock may not be appropriate for a sales person.

[0 Have your employees give you feedback on a draft of the dress
code.

[0  Always state the consequences for non-compliance, including writ-
ten reprimands, suspensions, or whatever's appropriate for your
business.

Whatever you do, put it in writing so everyone knows what to expect.
Otherwise, your employees may be undermining your corporate
image by dressing how THEY deem appropriate...which may have
nothing to do with the business casual image that you want to por-
tray.
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V. Best Friends at Work

growing number of companies are allowing employeeqg to

bring their pets into the workplace. Some are even proyid
ing veterinary health care coverage to pet-owning employegs as
an incentive to attract and retain top talent. Studies show tha the
policy pays of not only in lower worker turnover rates but algo
with happier more productive employees. Having pets at work
has also been found to reduce stress and can improve an employ
ee’s health by getting them out of theioé to exercise their pe
during the dayPets are also are great at facilitating employee
interaction and breaking down awkward social barriers.

atch dogs. Replacements Ltd.

Greensboro, NC, a supplier of g
and collectibles, has allowed its 5| the best motiv ator there
employees to bring their dogs to wq 'S: When people f eel good

. about a compan vy, they

every day since 1996. The compdg produce more .[]
rep_orts a 10 per_cent drop in abs __Dave Lonaberger, CEO
teeism. On any given dagpbout 25 tg The Longaberger Company
30 dogs come to work. There have b¢
no problems with dog fights or brokg
inventory
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Travel companions. At Parreft
Trucking Inc., Scottsboro, AL,
Mike Parrett allows drivers to take
their pets on the road. But he did haye
to limit the policy to cats and dogs only
in the break room after one of his driy
ers came inside with a boa constrictpr
around his neck, causing some alafm
for office workers.

174

og days. lams Company in Dayton, OH, allows employeef to
bring dogs to work on Fridays. The company manufactureq pet
food and has not had a problem with animals being onsite.

ress reduction. Shawn Freeman, C

f Dallas-based Focus2, advoce
bringing pets to work to reduce stre
Some people work as long as 90 hou
week at the \@b-development comparsc
Freeman allows them to bring dogs into
office any time they want. Says Freen
“They think of their pets as children, an
they go for long periods without see
them they get sort of grumgy
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Guidelines for Allowing Pets at Work

Following are some useful suggestions for allowing pets at work:

[0 Make sure you have a written “Pets at Work” policy.

0 Get employee feedback on a draft of the pet policy before
publishing the final one

[0 Make sure to list in the policy which animals that are not wel-
come at the office.

[0 Have someone to keep a daily attendance sheet of the ani-
mals that are visiting the office.

[0 Have guidelines for unacceptable behaviors and conse-
quences.

[0 Designate an area outside for exercising pets.

0 Provide pet-free work areas for employees who do not want to
be around pets.
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VI. Improving Someone’s Workday

his chapter is filled with ideas for improving morale by imprgv
ing an employee’ workday When people see their managers
making it easier and more fun for them to work, morale goes up

njoy a laugh. A front-desk worker at

Wallpapers R Us in La Mesa, CA, printed
off dozens of the jokes she received via e-malil
and put them into a binder for customers |to
enjoy while waiting for their orders to b
filled. Customer complaints about delays
have dropped, and morale has increased
among the sales clerks.

117

Familiar surroundings. What some consider clutter actually can
encourage employee creativitillow employees to bring in
photos and mementos to brighten up their cubicles. The more gleas
ant the surroundings, the more likely the employee will be produc
tive and happy

Bureaucracy bashing. M&M Mars reducec
employee manual from three hundred to
pages; and Continental Airlines symbolic:
burned its legalistic employee manual.
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Warming Up a Cold Day “One
really cold winter day last yeaf

when wet snow was coming dowp
and freezing on the streets, we hir¢d
1 local high school students to scrape
l1_the ice of the windshields of the

employees’ cars and then handed

each employee a bottle of Heet @s

they left for the dayEveryone felt
special and that we were looking out for them-Kathleen Capristo,
Chief Motivational Strategist, Awards.com, Lyndhurst, NJ

Ry

Work as fun. lyondell Petrochemical in Houston, TX, removed
several layers of supervision to give employees more author
ity and responsibilitySays lab technician Leticia Ligs&ye have
the freedom to think; and ¢t'a lot more fun.”

Cut the Deck. “Our client contact

over the phone, so we need our4

ple to WOW those clients to overco P

the distance factor (Perth being the n N iy

remote city on the globe). | read ' N .
compliments | receive in a team mee 3. ™

and ask the person to pick from a dec

playing cards. For cards 2 through

they receive the dollar value. For a 1I

picture card, they receive $10, and

for an ace. Is fun and helps to spur all the reps to WOW the
clients.” —Kym Illiman, Managing Director, Messages on Hold Australia,
Perth, Australia
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&, Wrap Up the Holidays. “Last year our

staf of seven in Employment
Services dered to wrap Christmas preg

ents for other employees of the university

even providing gift wrap. \&/picked up the

L
i a, gifts at peoples desks and brought badk
their wrapped packages. People loved |it!
They enjoyed the hassle-free service gnd
p* the results, especially one person who has

8 children.” —Corey Wedel, Employment
Svc. Mgr., Central Missouri State University

eb-based learning. ®kplace flexibility has become thg
watchword at accounting firm Ernst &oMng, which has
developed a database that encourages employees to test alte

U

native

work arrangements. Through e-mail program Lotus Noteg®,
27,000 members of the far-flung firm share information abput

existing flexible arrangements at their sites, with the ability

to

implement whatever has worked for others. The reception has peen

overwhelmingly positive.

Organize One-Line, Good-Jolmdrs. Heres €
great suggestion for launching the new
“Get the highest ranking person you can to toul
visit your department. Before the tpwrite out ¢
single 3" by 5” index card for every personrii&
a one- or two- line report of some achievemel
contribution that the person made. Use the cat
‘cue cards’ for the top guyo that he [or she] c_

personally and specifically thank and compliment each perspn.”

—Jeffrey J. Fox, Author, How to Become CEO (Hyperion)
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. Warm Up. “For eight minutes ever
afternoon, | have department heafls

= [":j lead their employees in stretching exerciseg at
| r‘:% : their desks. I8 a little silly but it's fun, and it
= [ I - . . , i
- gives everyone a break. | think we’re mofe
productive because of it and feel better t09.”

—Pam Wiseman, Training Coordinator, Designer
Checks, Anniston, AL

Jarring Experience. “When faced with again disciplining|an

employee whose productivijtattendance, adherence to the
dress code, and attitude were all out of line, | was so frustrated |
pulled him outside the store and blurted: ‘I'm really disappoinjed
in you! I know you can do this job, but you're just throwing all
your potential away To my amazement, he decided to live up|to
my positive opinion of him; he became the top salesperson ir) the
next accounting period.” —Shaheen Mufti, Women’'s Manager,
Emporio Armani, Costa Mesa, CA

Cool Notion..  “When it becom¢
extremely hot during the sumn
months, | carry an ice chest full of free
pops around and give them out to emp
ees who are working in areas that were
air conditioned. ¥u should see their fac
light up!” —Cynthia M. Wood, Team Manager,
International Paper, Eastover, SC
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each Out. “Store managers at the
St. Ann branch of Famous-Bair
DThe secret of success is department stores, based in St. Loujs,
making y our vocationy our | MO, go to each employee at the end [of
vacation.

the day to see what went well for them

—Mark Twain | that day rather than wait for a weekly of

monthly report. Those positive items afe
worked into the next morning’ store

rally. It's been a very fdctive way to reinforce good news on|a
timely basis and chge employees up to do their best every single
day” —Dan Eppler, Merchandise Sales Manager, Famous-Barr, St.
Ann, MO

[I-Occasion Cards. “I recently decided to take the time to dive

a welcome card to a new employee and wrote a personal pote,
saying: ‘At the end of some days you'll feel elated; after sgme
you'll feel completely drained; but may you always leave your
office knowing you contributed to ourganization.” The employ
ee was thrilled and said she would keep the card always. Her emo
tional response convinced me of the value of giving cards to thank,
congratulate, welcome, and celebrate employeesidan Padgett,
Learning Resources Center, Veteran’s Medical Center, Dayton, OH

he Praising Board. “l post notes from ol

departments that have had something -|
tive to say about any of us; this wageople whi
work with me are more inclined to write one
someone else, so thesed mutual sharing
thanks. Its become a point of pride to have a |
that one wrote posted.—Connie Maxwell, West
Des Moines Community Schools
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e T, in in the fun. A lage sofa factory out
N [ . . .
¢ T et store in San Diego keeps a ve
N e g large, stufed polar bear seated on one
;Li_r I the display room sofas. Employees ge
(R kick out of moving the bear into d&rent
o

positions, and customers have be
caught conversing with the bedust about everyone who pass
likes to pat the be&s soft fur

hess anyone? A study by pogo.com, an online game se
provider shows that many employers have begun to encou

staf to play online games to relieve stress or to learn to use a ¢

puter mouse more f&fiently. The survey found that about 25 e
cent of employees they contacted were allowed to play Inte
games on their breaks.

alanced life. Claims adjusters with Farnselinsurance in Sar

'y
Df

D

eNn
eS

rvice
rage
om

rnet

ne

Diego, CA, work from home, connected online with the ho
office in Orange CountyDetails of case
come via phone or e-mail and they im
tigate property damage and return
their home dices to file the report
According to Laura Patefield, “H’ the
perfect mix of client contact and tir
alone to complete paperwork. No s
interrupting or standing over my she
der | wouldn't leave Farmés for more

PN

i (oo v
money!” _ _
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lean Sweep. “I came up with the idga

of offering our employees a managg
ment-sponsored car wash (they are in their
cars about 20 percent of the timg).
Employees sat in the shade and drank i¢ed
tea while the managers washed their cars.
It's a small thing, but seemed to be apprgci
ated and everyone had a great timel”

Kelley Gutman, Parrott Creek Child and Family
Services, Marylhurst, OR

Good advice. Dave Hemsath and Leslierkés ofer some
advice in301 Vys to Have Fun at &vk: Save humorous clip
pings, pictures of company events, and fun items such as balloons
or toy tops in a “fun first-aid kit” to present to someone stiet}
ing low or stressed out on the job. That person can pass it on o the
next person who needs it.

elecommuting. At PriceWterhouse, mo

than 600 employees, including three g
ners in the business, are now using some fol
flexible work arrangement. The firm al
recently introduced a firm-wide telecommut
pilot program to assess the viability of work
from home full-time though an online link.
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me Nordstrom stores recogniz

mployees before the stores open
sharing great letters they have receiv
from customers about their exempla
service over the store intercom syste
Letters are then posted on an employ
bulletin board for all to read. Each sto
manager has his or her own routine, g
there is never a dearth of material to rea

e

py
ed

y
m.

ee
e

ut
d,

and hearing the examples motivates other employees to do similar

things. —Edward Nickel, Regional Training & Development Manager,
Nordstrom, Inc., Oak Brook, IL

Remove Obstacles. Go to every employee and find out
obstacles are getting in the way of getting their work done.
honest and let them know what you cannot fix, and what you
trying to fix.

retches Release Stress. ¢\Wave what we call ®&ygie Bles,’
hich is a video with cute songs and silly stretches we us
release stress. | lead the 15 members of the team of underwrit
six two-minute aerobics exercises in the common aread®A lot
of close computer work sostgreat to relieve the tension-Suzy

Vhat
Be
are

e to
Brs in

Armstrong, OK-KS Office, State Farm Insurance, Tulsa, OK

Peasant reading. Make a list of all the pes
and things that bring you joy and pleas
Read it when you are upset or need a break.
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VII. Keeping Spirits Up with Perks

that they understand what they are going through, then
morale will improve. This chapter includes ideas for helping-mjan
agers show they care by giving employees perks that make |their
day better

hen employees feel that their managers care about therland

hird shift pickup. When Dwayne Greananager of an Essilor of
America plant, discovered that many third shift workers had no
way home and had to spend the night ot
side the plant, he took initiative to arrange
for a local taxi company to pick them 'I)
and take them to their homesithih a
year this program transformed a biy
turnover problem into a backlog of jo
applicants eager to work third shift.

(=]

yback. Employees of Longs drugsi
chain who work late into the night .=

stock store shelves for special sales on- (| fc - ® 1)
days are given certificates for free pizza “ "= . i

soft drinks and time ffater the same wer =% -~

so they can spend some time with their f —

lies.
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Take a break. Instill, in Palo Alto, CA
offers employees a combination of exe
cise and cdéine for a “perk.” Employees
can walk to the local PestCofee & Tea

down the block, sign a sheet, and Instill pays
the cost. Nearly 75 percent of employegs
take advantage of this at least once a day
The weekly bill averages $350, including|a
15 percent tip. 18 the most popular of
Instill’s stress-relieving benefits.

-

ure for the munchies. At Playboy Entertainment, Beverly

Hills, CA, a service comes every day with food items such as
lasagna, burritos, or salads for employee purchase. The company
has installed mini-refrigerators for somefiods. Each month
employees can order bottled watgrices, and soda for them
selves. Employees also have the opportunity to attend fancy-gress
charitable events at nightclubs.

esident ®m McConnell of Bostors

New England Securities ges employee
to try to solve problems themselves ani
take pride in and “ownership” of the se
tion. McConnell distributed customized
shirts with the slogan “See it. Do it. Own
to all employees.
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o keep the stress level down fro
working long hours, many compa
nies, such as S.C. Johnson & Son
Racine, WI, hire a masseuse for emplo
ees. In fact, many massage services §

ferent company each day of the week.

hn's Day “I decided that my employees should have a voics
eciding how to be recognized for a job well done. So, w
salesperson John Gurden made his monthgetasf $125,000 in
automated voice processing system sales, | asked him wh

cialize in corporate clients, serving a-dif

n

pe

b in
nen

it he

would like as a reward. His response: designate a John Day inh his

honor Soon, John Day banners were plastered throughout the
porate ofices, and the compars/ receptionists answered th
phone, ‘It is a good morning at the Automatic Answeérere today
we are celebrating John Dayalso let him use my @ite for the
entire dayFinally, at a catered lunch in his hon@ruden was pre
sented with a special John Day photo album so that he ¢
remember his special day forever—bDavid Woo, CEO, Automatic

cor
e

ould

Answer, San Juan Capistrano, CAJust do it.

ou decide. Management aT &T Universal

Card Services in Jacksonville, FL, all
employees to use their own judgment al
whether to waive late fees or raise credit li
when talking to customers on the phone. This
not only made customers happibut improve«
efficiency and given employees a greater sen
control over their jobs and a sense
autonomyRelaxation technique.
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eel-good perks. Schwart

Communication in \ltham,
MA, a PR firm, feels like a big fam
ily, with employee kids and a cem
pany dog on site most days. The
company has a game room, creatiyi
ty training, sports teams, and foyr
well-stocked kitchens. The company
also doles out cash on the spot fpr
special accomplishments and shares
profits with employees. Whern
clients renew contracts, the team that services the confract
receives a percentage of the annual retainer fee. Says Paula Mae
Schwartz, co-founder‘People are motivated to perform evefy
day because they know we’ll reward them emotionadbjuca
tionally, or monetarily | dont think people give their all unles
you give to them.”

T~

vJ

tellite schools. Thirty comp

ies, including America
Bankers Insurance Group &
Hewlett-Packard, have built <
called satellite schools on th
own grounds. The state of Flori
predict that as many as 50 m
companies will open work-si
schools within the next five yee
in that state alone.
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ther states follow suit. In Houston
is adjacent to the hospital, clinics, ar
centers employees account for near

the entire enrollment, although it is op€
to the public.

uition reimbursement. Nucor Corporation, in Charlotte, N
has ofered $2,200 a year toward college tuition for all childr
of full-time workers for up to four years. In addition, spouses
employees can receive $1,100 per year for up to two Yy
According to Nucor President John Correnti, the benefit ke
employee turnover “practically at zero.”

op to celebrate. Celebrations are an important way to imp

mployee morale. Some companies have committees dedi
to planning monthly or quarterly gatherings; at others, mana
prepare pancake breakfasts or hargbrg after work for all
employees on special occasions.

the Medical Center Charter School

medical schools. Children of the medichl

d

y
n

C,
en
of
ars.
eps

ove
cated
pers
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