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	RETENTION TOOLKIT

	PART A: COMPANY CONNECTION

	

	· Company Values
· What are Values?

· Ensuring Values are upheld in the Organisation

· Behaviors reflecting Values

	

	FOR MORE INFORMATION CONTACT THE 

	AAAA HR HOTLINE: 1300 735 306
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COMPANY VALUES

6.1 WHAT ARE VALUES?

The following are examples of values. You might use these as the starting point for discussing values within your organization.

	ambition
	respect
	innovativeness
	collaboration
	challenge

	Individuality
	dedication
	Teamwork
	stewardship
	influence,

	Competency
	diversity
	Excellence
	empathy
	learning

	Equality
	improvement
	Accountability
	Accomplishment
	compassion

	Integrity
	enjoyment/fun
	Empowerment
	Courage
	friendliness,

	Service
	loyalty
	Quality
	 wisdom
	discipline/order,

	responsibility
	credibility
	efficiency
	 independence
	generosity,

	Accuracy
	Honesty
	Dignity
	security
	persistency,

	optimism
	Dependability
	flexibility
	Community
	professionalism


	6.2   ENSURING VALUES ARE UPHELD IN THE ORGANISATION
	√

	· People demonstrate and model the values in action in their personal work behaviours, decision making, contribution, and interpersonal interaction.

e.g. If you value integrity and you experience a quality problem in your manufacturing process, you honestly inform your customer of the exact nature of the problem. You discuss your actions to eliminate the problem, and the anticipated delivery time the customer can expect. If integrity is not a fundamental value, you may make excuses and mislead the customer. 
	

	· Organizational values help each person establish priorities in their daily work life.
	

	· Values guide every decision that is made once the organization has cooperatively created the values and the value statements.
	

	· Rewards and recognition within the organization are structured to recognize those people whose work embodies the values the organization embraced.
	

	· Organizational goals are grounded in the identified values.
	

	· Adoption of the values and the behaviours that result is recognized in regular performance feedback.
	

	· People hire and promote individuals whose outlook and actions are congruent with the values.
	

	· Only the active participation of all members of the organization will ensure a truly organization-wide, value-based, shared culture.
	


6.3 BEHAVIOURS REFLECTING VALUES
To be meaningful, organisation values need to be translated into behaviors. Below are some goals that turn up on most corporate values statements, along with examples of corresponding behaviors (mostly low-key, not monumental) that deserve recognition from you when your employees engage in them and also behaviors to be wary of . 
	Value
	Good Behaviours
	Bad Behaviours

	Customer satisfaction


	· Staying calm when confronted by an irate customer

· Helping people in other departments

· Providing a little more than the customer asks for 
	· Only doing the bare minimum for customers or not even doing bare minimum

· Becoming flustered and/or rude when confronted by irate customers

· Passing customers on when not an employees’ direct responsibility

	Honesty & integrity: 

	· Giving credit for a borrowed idea

· Correcting defects, even if others don't notice them

· Admitting to a mistake 
	· Regularly passes the blame

· Makes excuses and lies 

· 

	Innovation & risk taking: 

	· Experimenting with a new process even if the old one's "not broken"

· Volunteering for a task the person has never done before

· Contributing new ideas
	· Rarely challenges the status quo

· Remains annoyed with a system but does not offer any ideas

· Unwilling to make changes to work style.

	Teamwork: 

	· Pitching in & helping a coworker who is behind schedule

· Asking others to participate in a high profile plum assignment

· Changing work habits eg. arrival time, to meet the team's needs
	· Unwilling to work as part of a team

· Unable to achieve personal outcomes and holds team up



	Employee development: 

	· Learning a new system that will benefit the department

· Coaching a coworker

· Making a lateral career move to learn a new function

	· Does not wish to improve performance 

· Happy doing the same thing ongoing

· Fails to take constructive criticism

	Profitability: 

	· Recycling to reduce purchases
· Seeking new markets for existing products or services seeking competent, less costly vendors       
	· Does not assess multiple options and look for cost savings


Summary:


Companies set values to act as a compass for the direction their business should take and how their people will behave on the journey. An employee aligned with the values of a business has strong company connection.


“Our people are our most important asset." You’ve heard these words many times, if you work in an organization. Yet how many organizations act as if they really believe these words? Not many. These words are the clear expression of a value, and values are visible through the actions people take, not their talk. 


Values form the foundation for everything that happens in your workplace. If you are the founder of an organization, your values permeate the workplace. You naturally hire people who share your values. Whatever you value, will largely govern the actions of your workforce.


Values are traits or qualities that are considered worthwhile; they represent an individual’s highest priorities and deeply held driving forces.


Value statements are grounded in values and define how people want to behave with each other in the organization. They are statements about how the organization will value customers, suppliers, and the internal community. Value statements describe actions that are the living enactment of the fundamental values held by most individuals within the organization








