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Optimizing e-Learning

Module One: Review Questions

D)

Which of the following is an example of a

repeated event or behavior?

a) Leaving work early every Friday
afternoon

b) Forgot to include a memo in the weekly
report

c) Starting a newsletter for the office

d) Cleaning the break room

How can a manager be sure if a behavior is

being repeated or a one-time occurrence?

a) Assume it will happen again

b) Monitor the employee to see if the
behavior keeps happening

c) Ask one of their coworkers if they've
done it before

d) Ignore the problem until it happens
again

What is an example of a breach in

company policy?

a) Requesting a meeting with a manager

b) Using the company ice machine in the
break room

c) Getting approval for a day off

d) Improper dress code

Delivering Constructive Criticism
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What can happen if a breach of policy is

not addressed?

a) The employee will normally change on
their own

b) Other employees can be affected by the
incident

c) Managers can become immune to the
problem

d) Other employees will begin to ignore
them

What is an example of formal feedback?
a) Reminder email

b) Office memo

c) Employee evaluation

d) Speaking at the water cooler

What is a benefit of using formal feedback

instead of informal feedback?

a) Allows direct contact with employee
and ensures understanding

b) The manager can say whatever they
want

c) Allows the manager to address
information with having to see the
employee

d) The employee doesn't have to come to
work for it
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10)

What is a consequence of waiting too long

to give feedback?

a) The feedback’s value and purpose is
lessened

b) The employee feels ignored

c) The manager grows angrier

d) The manager forgets what they were
going to say

Any form of feedback can be used after an

incident, as long as what?

a) The manager knows what they are
going to say

b) The type of feedback effectively
resolves the problem

c) The employee is made to feel badly

d) The type of feedback is identified first

One aspect of delivering constructive
criticism is in knowing
a) When to deliver it

b) Where to deliver it
c¢) AandB

d) None of the above

An employee should be spoken to about
continued unsatisfactory job performance
a) True
b) False
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Module Two: Review Questions

D)

When gathering facts for delivering

constructive criticism, you should find

what?

a) Which employee is going to be fired

b) What the best discipline action would
be

C) The best department to relocate the
employee

d) The reason for the constructive criticism

Gathering the facts includes which of the

following actions?

a) Snooping through employee files

b) Reviewing company policies and
procedures

¢) Eavesdropping on employee
conversations

d) Making your own notes on the subject

Your _____ ;when giving constructive
criticism says the most.

a) Tone

b) Hands

c¢) Words

d) Clothes

The best way to control your tone is to do
what first?

a) Write everything down on note cards

-4 Bas ¢l) daal e

13le a3 O Gamy celiall SEll a8 GEA)) pan ie (1
aJJL ‘::\.\.ul ul::}o Lﬁ‘ (\

O oyl Jee Juadl Lo (o
il il il (g
el a9l Can (2

AUl Gled o) (e Lﬁgi Gy Giall aan (2
Cnal sal) lale DA (e Jalatl) (i

AS,dll el oy Alubs dasl jo (@

Cpéha gal) Alidlas Je cuaull (£
g 9 sall 138 Jga Aaldll cliaadle oot (2

ST Uy el il pllae | yie <y =10 (3
ad  (

g (<
X (2
u.u.)).o (J

Lo s o 5p ly all gl e 5 yhaged) 83y il (4

ol
s il e o i dsals

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a



4 nn o
Mseeyat
cademy

Optimizing e-Learning

b) Have someone else deliver what you
want to say

c) Practice what you want to say

d) Go through everything really fast

Which is a step in creating the action plan

for an employee?

a) Letting them know what they are doing
wrong

b) Setting realistic goals to accomplish

¢) Documenting any demerits given at the
meeting

d) Creating a plan of discipline

What is considered the final step of the

action plan?

a) Follow-up meeting

b) Reviewing incorrect behaviors/actions

c) Outlining employee goals

d) Giving the employee an official write up
slip

What is one form of keeping a written

record?

a) Verbal meeting at the employee’s
cubicle

b) Deleting old emails from the manager

¢) Holding a conference call

d) The action plan with improvement
strategies

What is the purpose of keeping written
records?
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a) To document behaviors, actions or
steps taken/completed

b) To create a black mark on the
employee’s records

c) To make the employee feel bad about
what they did

d) To make the manager look good

Before you can begin to address any

situation, you have to __

a) Ask others’ opinions as to why the
employee is acting this way

b) Gather the facts

C) Speak to the employee at their desk

d) None of the above

Potentially, what could improve your

relationship with an employee you have to

address?

a) Dismiss the problem

b) Offer an award for best improvement

c) Approaching the issue with tact, and
sensitivity

d) Sent an email to say ‘Good Job’, hoping
to improve their performance
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Module Three: Review Questions

D)

can affect how

A person'’s
effectively problems are resolved.
a) Hair style

b) Office status

) Ego

d) Clothing

0

One step of ‘checking your ego at the

door’ involves focusing on what?

a) The issue, not the person

b) The employee and the discipline
needed

c) The person, not the issue

d) The work involved and personal
schedule

Confronting an employee in front of
coworkers can cause what?

a) Acceptance

b) Special treatment

¢) Willingness to work

d) Embarrassment

What is one thing a private meeting with
employees can help eliminate?

a) Favoritism

b) Office gossip

¢) Resentment

d) Slow productivity

What is a disadvantage of non-face to face
methods of delivery?
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a) They can imply unnecessary tones

b) They are over too quickly

c) They can make the employee feel
singled out

d) They require more than one session

Speaking face to face allows the employee
to what?

a) Make various facial expressions

b) Get away from their cubicle for a while
c) Speak openly

d) Better ignore the manager speaking

What is one benefit of creating a safe

atmosphere for employees?

a) Employees feel like they can do
whatever they want

b) Allows employees to feel at ease when
speaking with management

c) Allows employees to work without
supervision

d) Managers have access to employees at
all times

What is one way to create a safe

atmosphere in the workplace?

a) Hang a poster with the office rules
outside of your office

b) Send weekly reminders for employees
to turn in their reports

c) Asking all employees to direct all
questions to their teammates

d) Establish an open-door policy for your
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10)

office

What are some issues to consider when
determining a time to meet face-to-face?
a) Is the employee tired

b) Is the employee just leaving for lunch
) Is the employee leaving for vacation
d) All of the above

Which of the following are tips for
delivering constructive criticism?

a) Focus on the issue, not the person

b) Remain open to questions/suggestions
c) AandB

d) Neither A nor B
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Module Four: Review Questions

D)

The feedback sandwich starts with a what?
a) Joke

b) Compliment

c) True story

d) Criticism

What is one disadvantage of the feedback

sandwich technique?

a) Employees stop listening to the
negative to only hear compliments

b) Managers start to lose credibility

c) Compliments can seem fake or cheesy if

overused
d) Employees become bored during the
meeting

Which of the following is a common form
of body language?

a) Fidgeting

b) Scratching their leg

¢) Yawning

d) Coughing

Who should monitor their body language
and change accordingly?

a) The employee

b) The manager

¢) The employee and the manager

d) No one
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What is the goal of checking for

understanding after speaking with an

employee?

a) Making sure the meeting doesn't have
to happen again

b) Allowing the employee to make
immediate corrections

c) To practice active listening

d) Ensuring the employee understands the
need for improvement

During the checking for understanding
process, the employee should be able to
what?

a) Leave early

b) Take written notes

c) Ask questions or clarify instructions

d) Zone out while the manager is talking

What is one method/trait of active

listening?

a) Repeating back what the speaker has
said

b) Interrupting with your opinion

c) Thinking of things you can tell them
when they are finished

d) Dismissing their opinions

What is one thing that can hinder active
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10)

listening?

a) Asking questions when they are finished

b) Excessive background noise

¢) Nodding your head in acknowledgment
periodically

d) Going over what the speaker has said in
your head

What is the first step in the Feedback
Sandwich?

a) Prepare what you're going to say
b) Identify and state the positive

c) Present the facts

d) Add another positive statement

Some common gestures to be aware of in
a conversation are:

a) Fidgeting

b) Eye contact

c¢) Crossed arms

d) All of the above

ibie s clagpa (@
Losy sl yiey) 8 aﬂ.uj) elayy) (C
Sl st Sanidl B L e el (2

el 1) A0l (i sl 8 IV 5 5hasdl e (9
dsiinle jea (I

Ll mragis and (@

Gliall jm el (g
oAl a8 le Caal (2

Bolaall 8 ) L) any L Aalil) Clelasy) s (10

daladll (i
el Juaiy) (@
Yl e (g

Slelaysle S (2

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

12



4 nn o
/ saseeyat

A&

cademy

Optimizing e-Learning

Module Five: Review Questions

D)

When creating goals, it is important the
goalsare -
a) Humorous

b) Complicated

c) Realistic

d) Rigid

Goal timelines outline when goals should
be completed, but also need to be what?
a) Flexible

b) Analyzed

c) Short range

d) Long range

What is one benefit of being collaborative

while creating a goal plan?

a) The manager has to do less work

b) The employee feels they are a part of
the solution

c) The manager can make all of the rules

d) The employee doesn’t have to
recognize their mistakes

What is one way a manager can show they

are being collaborative on a goal plan?

a) Deciding the goal plan for the
employee

b) Offering to let them speak with another
manager

¢) Letting the employee know they should
find a solution on their own
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d) Offering their support to the employee

What is a benefit of an employee self-

assessment?

a) The employee doesn't have to do
anything

b) The manager can outline all of the
errors at once

c) The employee learns to recognize the
problem by themselves

d) No one has to fill out paperwork

How can a manager assist the employee to

complete a self-assessment?

a) Offer a notepad and pen

b) Provide insightful or skillful questions

c) Tell them what needs to change and
what doesn't

d) Say nothing

To effectively deliver constructive criticism

and form results, the manager must what?

a) Eliminate personal emotions

b) Look at the employee’s profile for
repeat offenses

c) Write everything down that they want
to say

d) Speak with another manager first

To eliminate emotions, it's best to keep
meetings with employees _
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10)

a) Friendship based

b) Personal

c) Business like and professional
d) Mono-toned

When is the ideal time for the manager
and the employee to come together to

make a plan of improvement or change.

a) In preparation for the meeting
b) During their conversation

c) At the end of their meeting

d) None of the above

Which is a common goal that a manger
and their employee may work toward?
a) Improving skill sets

b) Decrease absences

c) Improve job performance

d) All of the above
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Module Six: Review Questions

D)

S.M.ARR.T. goals are generally more

successful because why?

a) The manager can write it all down for
the employee

b) They are easy to remember

c) The employee can find them on the
internet

d) They can be customized to each
employee

How many steps are in the SSM.A.R.T. goal
template?

a) Two

b) Five

) Ten

) Six

o 0

In the Three P’s, what is the purpose of the

Partnering step?

a) To gain support and assistance to help
you reach your goal

b) To have a coworker tell you what you
need to do

) To have the manager monitor your
progress

d) To have someone else do all of the work

The Three P’s are tools that are meant to
do what with goals?
a) Effectively create a goal time line
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b) Create a discipline plan if goals are not
met

c) Plan, review, and accomplish each goal

d) Create the basis for an office transfer

What is the purpose of gaining the

employee’s input when making goals?

a) So the manager can dismiss ideas they
don't like

b) Goals planned in collaboration are
more successful

c) So the manager can decide what to
include

d) The employee gets to make all of the
decisions

Setting goals should notbea _~  ?
a) Collaborative effort

b) Part of a self-assessment

c) Group meeting

d) One way street

If a manager had multiple topics to outline

in a goal plan, what is the best way to

present them?

a) Divide them into smaller, individual
topics to outline

b) Ask the employee which one they want
to go over

c) Write them down on one poster board

d) Pick the most important one and go
with that
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8)

10)

Goals are not as effective or meaningful if €13ke il 1) (5 e <l ) Allad Cand alaa Y1 (8
they are what? U‘:B (!
a) Specific s (2
b) Timed
_ g

¢) Customized
d) Vague

___are usually one of the most die dagd ) 52Y) ST (g 32al 5 Blle 9

el JalS aasns Y Ulle LS ¢ il dayladsl)
A il (]
Galal¥l (o

valuable tools when planning for success,
but they are often not used to their full

potential. il (7
a) Self-assessments el & (o
b) Goals

¢) Emotions

d) All of the above

What does the M in SMART goals stand ‘M in SMART <alaal i) 3 55 3 L (10
for? U: (
a) I\/I?raculous Ll L EG
b) Mindful beidige (o
c¢) Measurable

d) Mediocre
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Module Seven: Review Questions

D)

Which of the following is considered

'incorrect’ wording?

a) "l was disappointed that you missed the
meeting this week.”

b) "Your coworkers are concerned by this
new behavior.”

c) "Our customers are unhappy that their
orders are not shipped faster.”

d) “Your poor attitude is unacceptable.”

__ canhavejustas much
effect as our tones.

a) Facial expressions

b) The clothes we wear

c) Correct words

d) Location of the meeting

One way to stay on topic is to refrain from
what?

a) Multi-tasking

b) Sitting still in one place

c) Making eye contact with the employee
d) Cutting out background noise

Talking about ___can confuse the

employee and distract them from the real

problem.

a) The employee's dress attire

b) The employee's past problems or
occurrences

c) The manager’s busy schedule
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d) The employee’s recent mistakes and
errors

What is one way a manager can empathize

with their employee?

a) Put themselves in the employee’s shoes

b) Tell the employee to leave them alone
for a few minutes

c) Think of ways they were punished when
they were non-management

d) Let the employee know how angry they
are

Constructive criticism delivered with
___ismore likely to be accepted by
the employee.

a) Anger

b) Sarcasm

¢) Humor

d) Empathy

To avoid using “You messages”, what

should the manager emphasize to the

employee?

a) How angry their behavior makes them
feel

b) The potential consequences they could
face

c) How others feel when they act a certain
way or do certain things

d) Their number of repeat occurrences
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8)

10)

Which of the following is considered a

negative "you message”?

a) "Your coworkers are going on vacation.”

b) “Your lack of effort on this project is
disgraceful.”

c) "Your work on the client case was
excellent.”

d) “You should think about how your
coworkers feel.”

Much like our tones, our ___ can send
the wrong message when used in the
wrong context.

a) Faces

b) Voices

c¢) Words

d) All of the above

When delivering constructive criticism, it is
importantto ___

a) Stay focused

b) Refer to your notes

c¢) Send them in an email

d) Refer to yourself a lot
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Module Eight: Review Questions

1) What is a consequence of attacking or
blaming an employee while attempting to
offer constructive criticism?

a) They become angry and defensive

b) They start to believe it and feel bad

c) The usually want to quit

d) They try to wait for a compliment
instead

2)  What is one way to prevent the manager

from attacking or blaming the employee?

a) Have the manager sit in another room
for a while

b) Not hold the meeting at all

c) The manager should send an email
instead of hold a meeting

d) Focus on the problem, not the person

3) If an employee feels as though they are not

being heard, what can happen?

a) The employee won't say anything

b) The employee could become angry and
possibly yell or scream

c) The employee will just repeat
themselves

d) The employee will keep talking until
someone else stops

4)  What can a manager do to ensure
everyone gets a chance to speak?
a) Pass around a 'talking stick’ that allows
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one person to speak

b) Ask everyone to draw numbers

c) Allow several, uninterrupted minutes for
each party to speak

d) Make a list of who gets to speak first

What is one form of 'talking down'?

a) Calling the employee names

b) Praising the employee’s performance

c) Disciplining an employee for being late

d) Asking an employee to stay after for
extra work

Talking down' is unacceptable because it
does what to the employee?

a) Makes people happy

b) It takes too long to do

c) It can only be done by managers

d) De-humanizes them

If a manager feels like their emotions are

too strong, what should they do?

a) Continue with the meeting as planned

b) Write down why they are so emotional
on paper

c) Take a few extra minutes to calm down
and review the issue

d) Do nothing out of the ordinary

What is one way a manager can ensure

their emotions do not interfere?

a) Plan what they want to say ahead of
time
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10)

b) Speak in monotones only Gty ) pedy s plaa¥l dpasale) (2
¢) Conduct the meeting over the phone
d) Reschedule the meeting until they feel

better
______is meant to attack the problem Aa skl ACA) daalee ) iagy 9
at hand, not the person. " ol Gl
. . bl maaiof (I
B | PR
Z)) Cecommg. emo.tllo.na s (o
onstructive criticism
. et (2
c) Blaming PPAPERLICEG I
d) Talking down
Which is an example of a word to avoid 28 a8 A laa die Lgaiad iy AalS e Ji 8 L (10
when attempting to deliver constructive ?‘\f’*”
ego o 3 [SEEEL N \
criticism? s (
AV (@
a) Sweetheart
. =x (2
b) |diot b)\Q\JJJLAdS (J
¢) Bud

d) All of the above
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Module Nine: Review Questions

D)

What is the purpose of a follow-up

meeting?

a) To discipline the employee

b) To check on the progress of the
employee

c) To give the employee a new
assignment

d) To prepare the employee to transfer to
another department

Criticisms are made in private, but praise
should be shared 7

a) In an email

b) During employee evaluations

¢) Inthe break room

d) In public

What is one way a manager can be more

available to their employees?

a) Have an open door policy

b) Write them a weekly email

C) Have a signup sheet outside of their
office

d) Have group meetings at the end of the
week

Making yourself available to your
employees shows them what?

a) That you are a nosey person

b) They are always being watched
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c) They are not alone when they need
help
d) That you are in the office too much

What is one disadvantage of general or

vague instructions?

a) They can be too complicated

b) They do not specify a problem area

c) They take too long to complete

d) They focus on too many problems at
once

What is one advantage of using specific,

precise instructions?

a) They can include a flexible timeline of
progress

b) They can be boring

c) They usually require extra resources

d) They don't specify a problem or issue

An employee is not able to complete their
action plan without what?

a) A coworker

b) Inkjet printers

c) Coffee

d) Support and resources

Which of the following is an example of an
additional resource from the manager?

a) Downloadable forms on the intranet

b) Extra copies of instruction booklets or
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10)

manuals
¢) Brochures in the employee handbook
d) Public telephone numbers

Periodically check in with the employee to

a) Check the organization of their
workspace

b) See if you can help

c) AandB

d) Neither A nor B

An action plan would not be able to
succeed if the employee did not have
a) The proper attire

b) Good customer service skills

C) Support

d) None of the above
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Module Ten: Review Questions 15 ydilad) 3aa o) Azl ya
1) What is one way for a manager and e S Calasall y paall ey (S Al 3okl saa) (o e (1
employee to focus on the future? ¢ Jaginal)
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mistakes sasall &l @l 383 (a
c) Create strategies that will help them

a) Mark their calendars for special days
b) Review the employee file for old

Improve a current situation
d) Make New Year's resolutions

2)  Why are past actions not considered for Claai) i ALl Glel ja Y A kil & YISl (2
future strategies? QM‘
Jish Ciiy biaelld Giaa il (
eUad) ) oS3 5 i) (<
sl sall e i et (g
c) They weren't recorded in employee leie Gl Gl e LIS Gk (2
records

a) They happened too long ago
b) People make mistakes

d) It takes too much time to look them up

3)  What is one form of measuring employee € Cnila gall il i JISET s 8 e (3
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results?

a) Survey cards in the mail

b) Conference call with the employee
c) Brief email or office memo

d) Written employee evaluation

4)  Why is it important to measure an Folly Al g Lainl any il pall il GulS pall e 13 (4
il gl Lgale Jany il Janll Ao idlad Gl (]
Gl e e D | als Calhgall S 1Y Lo A jad (o
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sl
action plan the employee is on DAT el i plaiaY umadl (3
b) To see if the employee is ready to quit

employee’s results after a constructive
criticism meeting?
a) To measure the effectiveness of the

¢) To decide if the employee made the
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right choice of goals
d) To prepare for another constructive
criticism meeting

What is one aspect of the action plan that

can be evaluated for success?

a) Did the employee come to work on
time?

b) Were their goals met?

¢) When did the employee start the action
plan?

d) Did the employee take any time off?

What should the manager do if the action

plan was not followed?

a) Resend the action plan to the employee
as a reminder

b) Give the employee a warning that they
are off schedule

c) Offer additional support to help the
employee stay on track

d) Scrap the current plan and make a
whole new action plan

Alistof should only be
mentioned as a last resort for lack of
improvement.

a) Alternate action plans

b) Possible consequences

c) Employee evaluations

d) Promotions available
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10)

What is one thing a manager can do if

improvement is not seen from the

employee?

a) Re-evaluate the action plan

b) Find out what the employee is doing
wrong

c) Repeat the action plan

d) Find out what the manager is doing
wrong

As a manager, part of your job is to ensure
every employee

a) Knows that you're the boss

b) Sticks to a schedule

C) Reaches their potential

d) All of the above

If an employee hits a roadblock, what

should they do?

a) Quit this job and look for something
different

b) Try harder

c) Seek advice from their manager

d) None of the above
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