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[bookmark: _Toc410024160][bookmark: _Toc410735625][bookmark: _Toc498795468][bookmark: _Toc503955361]Instructor Preparation
[bookmark: _Toc410024161][bookmark: _Toc498795469][bookmark: _Toc503955362]Materials Required
· [bookmark: _Toc410024162]Handouts 
· HDMI Cables
· Instructor Guide
· Laptop Computer
· USB Cables 
[bookmark: _Toc498795470][bookmark: _Toc503955363]Facilities Preparation Required
Dry-Erase Markers
Large Screen TV or Computer Projector
Roster
Tables and Chairs
Whiteboard
[bookmark: _Toc498795471][bookmark: _Toc503955364]Prerequisites
The following prerequisites may be referenced throughout the training:
	Title
	Description

	
	

	
	








[bookmark: _Toc343713640][bookmark: _Toc404339985][bookmark: _Toc408858722][bookmark: _Toc410024164][bookmark: _Toc410735626][bookmark: _Toc498795472][bookmark: _Toc503955365]About This Guide
The Company is committed to offering the best instructional solutions to its employees. As such, this Instructor Guide is designed to meet that commitment while supporting the instructor in leading participants in a traditional classroom environment.
[bookmark: _Toc498795473][bookmark: _Toc503955366]Symbols
	[bookmark: _Toc502762438][bookmark: _Toc503955367]Symbols Used in This Instructor’s Guide

	[image: ]
	Ask. Used to ask a question, such as with Knowledge Checks.  

	[image: ]
	Demonstrate. Used when instructor demonstrates a task.

	[image: ]
	Do. Used to indicate participant action.

	[image: ]
	Duration. Used to show amount of time spent on a topic. 

	[image: ]
	Explain. Used to make added emphasis. 

	[image: ]
	Hands-On Activity. Used for a Knowledge Check.

	[image: ]
	Note. Used when specialized information is presented (e.g., Tighten the aft track fitting screw on the rear leg track to 80 ±8 in-lb).

	[image: ]
	Objective. Used to focus attention on course or lesson objectives.

	[image: ]
	Review. Used to review key parts of the lesson, module, or course.

	[image: ]
	Say. Used to remind instructor to say word-for-word a term or phrase. 

	[image: ]
	Title Slide. Used to delineate title slides for the course.

	[image: ]
	Transition. Used when switching to a new lesson or topic.

	[image: ]
	Why This Module Matters. Used to emphasize module content.


[bookmark: _Toc503955368]Participant Handouts
The following materials will be printed and passed out to the participants:
	Title
	Description

	In-Country Partnerships
	PowerPoint that is displayed during training

	In-Country Partnerships Overview
	Activity used in Knowledge Check at the end of the course

	
	

	
	









[bookmark: _Toc503955369]Module 6–How We Do It: In-Country Partnerships
Lesson 6.1: Revitalizing Partnerships for Success 
This course provides a general overview of the critical role that In-Country Partnerships will serve in supporting Zhoushan Way principles and mindset, as Completion Center employees resolve obstacles they may infrequently encounter as they create, sustain, and build upon incremental achievements to achieve regional, national, and international greatness. In-Country Partnerships is a general term that helps to highlight for Completion Center employees the value that working cooperatively has had for many companies and persons in China, including this Joint Venture between COMAC and Boeing. This cadre of committed and diligent new employees will be the most recent and enduring examples of how partnering in reaching ambitious business goals will revitalize each employee, families, the region, and beyond Zhoushan.
Lesson Duration
30 Minutes
Why This Lesson Matters
Lesson 6–How We Do It: Revitalizing Partnerships for Success introduces the new employee to the underlying values and principles that govern employee actions and behaviors by referring to several earlier successful partnership efforts in China. Learning how a company with an established history of business success can find partners in other countries, in the way that Boeing has found many valuable associates within this country, promotes trust among employees at the Completion Center. Employees will experience the value of working together in a One Zhoushan Way by learning about earlier efforts that cultivated cooperation and community between partners. A time will be provided for the facilitator to elicit questions and answer concerns or satisfy curiosity that new employees may rightly have.
[bookmark: _Toc498795477][bookmark: _Toc503955370]Objectives
Upon completion of these lessons, the learner will be able to: 
· Discuss one or more successful business partnerships Boeing implemented in China
· Describe in general terms one or two specific characteristics that can explain why many believe the Completion Center will achieve profound success in many categories
· Describe the Completion Center and its vital role in cultivating Zhoushan Way thinking in its employees similar to the way that other earlier business partnerships have cultivated harmonious results for many people










[bookmark: _Toc498795479][bookmark: _Toc503955371]Instructor Notes
Content Presentation
	[image: ]
	Lesson 6–How We Do It: In-Country Partnerships Slides XX–XX

	
	[image: ]
	5 Minutes
	

	[image: ]
	Do
	Welcome participants to the class and introduce yourself.

	[image: ]
	Ask
	Ask participants to introduce themselves. Include:
· Name 
· Previous occupation, vocation, or job
· Saying what is hoped you will learn from this lesson




	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	3 Minutes
	

	[image: ]
	Do
	Provide locations of restrooms, the area participants will use for lunch and break times. Discuss telephone use policies, review using Microsoft Outlook, and review evacuation plan, and emergency numbers.





	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	


[image: ]

	[image: ]
	5 Minutes
	

	[image: ]
	Ask
	Ask learners to read the bullets on the slide to help increase participation and smooth out or “soften” the initial tenseness.

	[image: ]
	Say
	This course provides a general overview of the role that ethics has in the workplace, as well as the way that employees are given the authority to report ethical violations regardless of who the person might be that is seen committing an infraction or suspected of committing an infraction or ethical violation. 


	[image: ]
	Ask
	What do you think? In the scenario, has Grace committed an infraction? If you think she has, raise your hand. Who wants to share their view?






	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	2 Minutes
	

	[image: ]
	Say
	· Describe how ethics and compliance rules can help to create a positive and respectful workplace
· Describe the authorized actions an employee is allowed when using Company property
· Explain how Zhoushan Way mindset underlies company policy regarding ethics and compliance


	[image: ]
	Do
	Tell participants that Grace’s potential infraction was a mistake, and mistakes must be reported, whether purposeful or not. Then offer a brief question and answer time to discuss how participants would describe if a mistake was purposeful.





	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	1 Minutes
	

	[image: ]
	Say
	In this module, we will cover:
· A basic definition of ethics
· A specific view of ethics as it concerns the Completion Center and its employees
· The role for each employee to ensure that the Completion Center maintains strict integrity and honor





[bookmark: _Toc498795478][bookmark: _Toc503955372]Lesson 7.1: Simulating an Ethics Scenario
Introduction
This lesson explains the way that Ethics supports and maintains positive behaviors in the workplace and also how to identify infractions that may result in negative consequences.
Estimated Learning Time
5 Minutes

	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	1 Minute
	

	[image: ]
	Say
	Every thinking person has an opinion. Not just one, but many opinions ... about the best restaurant, nicest fashions, coolest music or most popular celebrity singer or actor. People can have differing views on what constitutes good and bad behaviors too. We will talk about that now.




	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	10 Minutes
	

	[image: ]
	Do
	Form small groups. Tell learners to share among themselves certain “bad” behaviors in society. Tell them to use common everyday behaviors, but not ones that are illegal or illicit, but rather ones that may be considered rude or selfish.

	[image: ]
	Objective
	Understanding and agreeing on what “bad” or “good” behaviors mean at the workplace will–it is hoped–lead to harmony and cooperation among employees.




	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	5 Minutes
	

	[image: ]
	Ask
	Why does Grace need to do anything? It’s possible that nothing bad happened, correct?

	[image: ]
	Explain 
	Grace must do something. Her failure to notify a manager or the Ethics or Compliance Line could lead to serious allegations of misconduct against her for what others may claim was an attempt to “cover up” a wrongdoing.





	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
[image: ]

	[image: ]
	5 Minutes
	

	[image: ]
	Say
	To illustrate the principle: Think of a minor accident that could cause you to slip and fall. You can rise to your feet, but you have a pain in your hip area that made impact with the hard ground when you fell. You could choose to ignore it.

If the pain persists, however, you may be allowing a malignancy of some kind to injure your body. The prudent wise-thinking person would visit with a doctor to avoid negative consequences affecting your health. It is a similar situation with Grace in the scenario we have looked at. There is a possibility that the Company computer was infected. If she chooses to ignore that possibility and not report it, she allows the opportunity for a computer hacker or virus to create much greater damage.


	[image: ]
	Ask
	What might be a possible outcome if Grace ignores the problem?
· Answer: A ransomware attack makes public the IP number and Grace can be identified as a Completion Center employee responsible for allowing a hack of her Company-owned laptop.
What might be a possible outcome if Grace immediately reports the problem?
· Answer: Completion Center data security staff conducts a comprehensive battery of threat assessment diagnostics that detects a Trojan horse and terminates the threat within 12 hours.

	[image: ]
	Do
	Encourage learners to be wise and always report incidents that could cause bigger problems so the Company and employees can save face and restore harmony in the workplace.

	[image: ]
	Transition
	Transition to providing learners with the proper resources to report ethical violations, or noncompliance of any kind, whether intentional or as in Grace’s situation, unintentional.





[bookmark: _Toc503955373]Lesson 7: How We Do It – Ethics
Introduction
This lesson explains the resources Completion Center employees can use to report suspected infractions.
Estimated Learning Time
3 Minutes

	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	3 Minutes
	

	[image: ]
	Explain
	You can find this information on the Company intranet and in the Employee Handbook too.






	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	3 Minutes
	

	[image: ]
	Say
	You can see now that reporting an ethics or compliance infraction is the best remedy for yourself, a colleague, and the Company.





	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	10 Minutes
	

	[image: ]
	Say
	Ethics and Compliance Resources are the tools we use to make sure the Company, and our career, does not experience a crash landing!





	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	10 Minutes
	

	[image: ]
	Say
	Ethics and Compliance Resources are the tools we use to make sure the Company, and our career, does not experience a crash landing!




	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	2 Minutes
	

	[image: ]
	Explain
	Explain that the Completion Center is faced with a great challenge:

To create an environment of exacting specifications for the aircraft that employees will finish here––as well as the highest concerns for workers who will be free from causing reputational damage to the company.

The shared mission among employees of all position is to secure a positive and harassment-free workplace so that anxiety is minimized and contentment is maximized





	[image: ]
	Lesson 7: How We Do It – Ethics Slides XX–XX

	
	[image: ]
	5 Minutes
	

	[image: ]
	Ask
	What are other ethics or compliance issues that you can raise based on the hypothetical scenario with the fictional characters Grace and XiaoMing? 
· Answers may include the following:
· XiaoMing might be accused of hacking into the Company server even if he was innocent
· The consequences could be severe for Grace if a breach of security was committed

If it was determined that Grace compromised employee information, could her coworkers sue her in court? 
· Answers may include the following:
· That would be a question a Company ethics and compliance specialist could provide
· Employee handbook may be able to provide answers too
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7.1: Simulating an Ethics Scenario

A person makes many decisions without much
analysis. This can lead to dire consequences.
= Let us consider a hypothetical situation:

Grace is authorized to use her company-issued
laptop when she works from home

Grace works from home on Ancestors Day, and
XiaoMing, her son, is home from school.

While Grace takes a phone call from a colleague,

she leaves the laptop open in another room

XiaoMing opens a new tab to play video games
online while his mother finishes her phone call

Upon returning to the computer, Grace realizes
her son used it and signed in to online games.

74: EHEEES

—PMABIRERE, BEAZNHH. XAHES
SHAIHNER.

AN E—MRIERIER -
'(;irace?i%IT’EH#EHMEFH’A?J&HE’U%EK%
X

BHAESN—RERLE, wa)LF/NRIEE
HMEZEER.

LiEE LR —(UEIFMRIER, MIBEIRARE
HAES— N EEE

INERFTFF— IR, FEESRIT R IENE R
TEL BRI TR

EEZERE, HEFERAMILFERTE
FHEF TG
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7.1: Simulating an Ethics Scenario (cont.) 7.1: BRALEEER (4D )
= Did Grace violate Company guidelines? aracei%gﬁﬁT%Ej E@?E%ﬁ%t?r
+ No. Grace used the laptop for authorized ﬁﬁfﬁgﬁiggﬁﬁﬁﬁ%%%g#iu! Fits
pgrpo_sesand is no_t res_pon3|blefor_her 'E‘LI‘E ink ‘_JA = J\,(\_ A
mischievous son XiaoMing’s behaviors. EIE JJ‘ E% gﬁ;@?g—%b}fgff—?ﬁgﬁ o
e - o o INERRYTEZE DR ~EER.
« Not really; yet it is possible XiaoMing Em%ﬁﬂ]ﬂ@*ﬁfﬁ\mﬁjiﬂo —’;’J"J‘E'ﬁiiﬂﬂlz}{

compromised Company confidentiality.

« Yes. XiaoMing’s online activities
compromised Company information.

WRARREMEM, BENE.

+ One Zhoushan forms our core values. A
small infraction can crack foundation of
Company security and expose secrets.
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7.1: Simulating an Ethics Scenario (cont.) 7.1 BENEEER (G o
We will examine a specific, although ﬁlﬂ]ﬁ‘ﬁﬁ AE:‘EE'I LE'JEWE'U’VE?& IEFAT
fictionalized situation. Let us consider a R XA SR -

generalized, but authentic question:

:p

RiEE?

= Whatis ethics?
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7.1: Simulating an Ethics Scenario (cont.) 7.1: ERLEEESR (8D o
We will examine a specific situation based on ﬁiﬁ1'1§’%’gf"\%"i‘ﬂ?1§;ﬂ° ?Hﬂ”% =
this very broad generalized question: EEEIQ;@!? B MERIZEIE S -
) ) RiEE?
* Whatis ethics? RIBE—AT3M0EE, HPaIEEERIE, X
- Ethicsis a systemof thinking about right ~ E2—MAEIEZ “FREIZINAEE" # “HAR
and wrong conduct and tries to answer EHHREMTSNE" .
“How should | live?” and “Whatare EEMX T1000% B 0iEEs, R TBE—$H
proper family and social values?” & Ranfarss itz A E A

+ Ethics charts a path of 1000 miles, with
understanding how the consequences of
each step affects others on the journey





image23.PNG
ber: TBD

Lesson 7: How We Do It — Ethics

FLRE: BT - (6

7.1: Simulating an Ethics Scenario (cont.) 71 BHUEEESR (8D

1. Grace did not intentionally compromise REFRAMEZNREES, ) _
Company information. yeomp 15551:, % BRIV ER TR SRR IP A EME

2. She did fail to take necessary precautions,  ‘fupre, gy RE/NSIHEELLD S g
however, to protect Company information. Eiﬁ%%g%gz ARBERARMAT, XEH

3. XiaoMing is a child and not an employee CGracefa TGN RIEICARRAMIBRERES
with knowledge of Company policy, so he TR, BERG, DRRGRFS
cannot be responsible for violations

4. Grace is responsible for potentially
exposing Company laptop or data system
to malware, spyware, ransomware, or virus
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7.1: Simulating an Ethics Scenario (cont.)
= Whatshould Grace do?

Grace should email her manager and cc
someone in Information Resources, or Data
Security, about what happened

Grace should punish XiaoMing for stressing
her out, but not report what happened

Grace should back up the hard drive to the
Company cloud, then erase all laptop files

Grace should run a comprehensive virus scan
and track anomalies that might be detected

BRLEEES (3D
FABHRIZ 7

BRI A SRS SR AT T AR
FELE, SRMARE T A
IR, ETAERET I
Lo

BB S HERENREATE, REBR
B AR B A )
Crace %z (T4 A S AT TR R
ME R
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7.1: Simulating an Ethics Scenario (cont.) Gracesk {Efa] 53 T#R AT AT 4

= WhatGrace, or any employee, must do A I
when confronted by a real or potential ethics HU—'%(EE;TE@;E\EKEM: _-fé'ﬂﬂtﬂmli}
violation. Grace MGAFE—HENITE, HIREHBE
« Zhoushan Way mindset includes fundamental E’U?ﬁl?}%i&ﬁ%;}?;lﬂ
/ ARUTRENNIE S BB R LRGeS L

principles—one is to empower employees WS LR AR, BENENALEAEREA
« Grace must act proactively, as a leader, and E’U};JE"QQ

report potential data or security breaches

For ones caused by actions of others
For ones caused by actions of her own doing

«  Company Code of Conduct requires every
employee to safeguard company resources
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7.2: Reviewing Ethics-Compliance
Guidelines

= The company has policies for Proper Use of
Company Resources that state clearly that:

+ Employees are personally accountable
for proper use of Company resources

+ Managers must communicate policies to
ensure safe and secure environment

+ Limited personal use of Company
resources cannot disrupt productivity

+ Limited personal use of resources cannot
add to Company costs

~

. FEEEL ‘
SRR A R ARBGE, P
BTAA MHMWWm_
ERELRTRBE, UWRRSNRENTE
Pt SN e
AR N ER R S A

III] D)
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Lesson 7.3: Reporting Ethics-Compliance
Infractions

= Who should employees contact about
potential ethics violations? Employees are
urged to:

+ Report ethics infraction to direct manager

» Notify another manager if employee
feels more comfortable doing so

+ Contactan ethics advisor by phone
+ Contact Global Ethics Line, or portal

+ Reportaccounting ethics infraction to
Sarbanes-Oxley reporting tool

$B7.3%: MEEEIEENTA

;’Ef‘%’ﬁmlﬁ%?;&?%?‘ﬂ’]ﬁ ETR? B
B IR B AT A

&H%J\I@iiﬁmﬁ, B heE
B AT R E
R SHE BRI

[EFEYEET - B A FIER S TRRERTHEREE
#ITH
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Lesson 7.3: Reporting Ethics-Compliance F7.31R: WBEBICIENTAH
Infractions Grace At AERESH, HAtha TIEMESE

Why should Grace report the incident and risk HRAEER?
negative consequences to her job and life?
¢ a ! AR TRERRERS, HHERE?

Or why should an employee reporta coworker,
especially a friend?
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Lesson 7.3: Reporting Ethics-Compliance F7.31R: WEEBENITA (8D

Infractions (cont.) Grace ATt AZREBC, HAMMELEET
= Why should Grace report herself and risk RABERR?
negétive consequencpesto her career? ?F,E%IJ\EH%#EI‘,;E%E/AEJ, FI, s
N e e
+ Grace not reporting XiaoMing incident could imperil N | lﬁiy;ﬂ’]fs l*;rlj:]: = ié o=
the Company, colleagues, her career! ,721*4\5‘\2@13@@?1&:- ;\j%?lUIEHH?i? .
+ An honest mistake is different from treachery! ITRHAEMNEX TITHEAE, &8 ABHAE!

Sty St N g el
= Why should an employee reporta coworker, E?ﬁ%gg%gfﬂ“ﬁ”t’ ERiTAES, R

especially a friend?

Code of Conduct defines behavioral expectations.
Nobody is above the authority!

Not reporting infractions is concealment, a violation
itself and valid reason for discipline!
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Lesson 7.4: Using Ethics-Compliance Resources BIE7 4. FHEEANER

= PRO-10: Guidance Website* PRO-10: f‘é%‘;g%j\j N
. PRO-10: IEH AT, BRMEREER
= PRO-10: Proper Use of Company, Customer and ) Pl ’ S
Supplier Resgurces pany ﬁ@ﬁ%\kqh(&_mu
= Ethical Business Conduct Guidelines ey iz

102 7 5] 56
= Ethics and Compliance Overview PRO-10% LI (FAQ)

= PRO-10 Frequently Asked Questions (FAQs)

g% REEARRAIESTETRPONEE
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Lesson 7.5: Summarizing Ethics-Compliance HAS R T AFIEIE
Issues ;@/\\)\gﬂﬁii?,ﬁﬂﬁgﬂgio ERRIXH, B
A:
= Approach ethical challenges with Zhoushan Way LIRS
mindset Eﬁéiﬁ%iﬂgrxj(* ‘
This requires each person to demonstrate **@?ﬁﬂ*ﬂ%i&ﬁﬂ&
leadership, accountability, openness and inclusion. Eﬁ%ﬁt%ﬁ'ﬁ%éﬁﬂﬂjitﬁl
= Build strength-on-strength and secure the moral- R A ERRRENE
ethical foundation that Joint Venture and MRAUGEMEWHSENFREE, RS
Completion Center can build upon HafAsEIEBEXR

« This requires persistence, knowledge and
understanding of Company policies
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Lesson 7.5: Summarizing Ethics-Compliance F75%: REGEENEO@E (80
Issues (cont.)

PRAB Al 4 ja]@a ?

What questions do you want to ask? o
B]%& (Q&A)

» Questions and Answers (Q&A)
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