Many employers and employees think they already do a
great job of showing and communicating appreciation.
Yet, here are some current and striking statistics*:

- Only 29% of employees are engaged
with their work

- 54% of employees are not engaged
with their work

- 17% of employees are actively disengaged,
meaning they're regularly sabotaging productive work

« 79% of employees who quit their jobs
cite lack of appreciation as one of
the main reasons for leaving

Bottom line:
You may not be doing as good a job
as you think.

R OJ A N OCT 201
TODAY

Appreciation
in the
Workplace—

by Alan Twigg and Fran Pangakis

VOLUME 21 « IS

WWW.TROJANONLINE.COM

N,

When it comes to management styles, people have a
tendency to mimic the style they learned from previous
jobs or employers. After all, we tend to do what is
familiar to us. And if that style didn't proactively embrace
appreciation in the workplace, odds are you won't
naturally do it either. Luckily, you're not stuck with that
model; you can learn a different style. There are libraries
full of books on management styles, and there is data on
the most effective among them.

For this article, we will focus on one component:
motivating by appreciation, i.e., using more carrot and
less stick. Ways of expressing appreciation can vary
widely. We've all heard about Google's free food and
flexible work time benefits. Appreciation is at once both
simpler and more complex than gimmicks like ping pong
games on Fridays.
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Here are 10 easy ways to express
appreciation to almost anyone:

1. Give a verbal compliment

Write an email

Stop by and see how someone is doing
Do something together

Do a small task for someone

Offer help

Buy coffee/tea/snack

Give a magazine related to an area of interest

I LR

High five when a task is completed

10. Greet each other warmly

Study after study has shown that every employee wants
to know what is expected, how they're doing, what they
could/should do better, and that they are making a
difference. Everyone needs appreciation in order to do
their best work. The more the appreciation aligns with
the individual, the greater the impact.

Developing a habit of spending a few dedicated minutes
on appreciation with employees and co-workers on

an ongoing basis takes very little time. Investing in
workplace appreciation can yield significant results.

Thankfully, some smart people have studied this concept
and found that people's appreciation needs are not
entirely the same. Among those smart people are Dr.
Gary Chapman and Dr. Paul White. They have studied
and authored The 5 Languages of Appreciation in the
Workplace.

Dr. Chapman is also the author of The 5 Love Languages,
which, along with The 5 Languages of Appreciation in the
Workplace, is a New York Times bestseller. Both books
are quick, excellent reads, and are highly recommended
for both personal and professional growth.

One concept behind The 5 Languages of Appreciation

in the Workplace is that we all have a primary and
secondary language in which we like to receive
appreciation. Those languages are Quality Time,

Words of Affirmation, Gifts, Acts of Service, and Touch.
Obviously, touch in the workplace can raise red flags, but
an occasional high five or fist bump may, at times, be
acceptable for certain people.

The Languages

Quality Time

As it sounds, this is quality time

and focused attention given to

your employees, usually one-on-one.

The important thing is quality, not

guantity. Block out 5-10 minutes,

put your cellphone away, tell other staff members not to
disturb you, and get ready to listen. A focus on work is
important; avoid talking about trivial personal events.

How are things going?

How'’s your workload?

What do you think of the schedule?
What's working and not working?

Getting quality answers may take time. If this is a

new experience for the staff, don't expect them to
open up the first time. Trust will build with persistence
and genuine connection.

Words of Affirmation

Saying “good job” is a good start, but take it further.
Avoid blanket statements to all employees like “great
work everyone; keep it up.” Find something, in particular,
the person did, even if it's as simple as the way s/he
answered the phone, and compliment that person for
that action. While the old adage is “critique in private,
praise in public,” keep in mind that some staff will prefer
individual praise over group praise.

Write appreciation; email is fine, handwritten is better

Compliment an employee for an attitude or behavior,
such as being optimistic, organized, or self-directed

Mention at a staff meeting the solid work someone
did on a difficult project

Gifts

Keep it unique. Buying everyone the same present won't
get you the “Boss of the Year” award, nor will giving
basketball tickets to the person who hates sports. Gifts
should be personal and unique to the individual. This
language requires listening and learning. There are
certain gifts, like food, for example, that everyone enjoys.
Take your staff out for lunch, or schedule a company
dinner where significant others are invited. Gifts do not
have to be expensive; a small, personal gift will go much
further than an expensive, impersonal one.
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Acts of Service

Everyone can use a helping hand. Take note of your team
and their workloads. If someone is on vacation, where

is the extra pressure? Can you assist someone with a
particular project? What if you stayed late to help the final
push of a big task? Could you supply food or complete
menial tasks to allow the team to focus on their project?

Ask first, don't assume the person needs help
Be cheerful
Do it their way, follow their lead

Finish the task, don't leave them hanging
halfway through

Most people are not aware that these subtle language
preferences exist, for themselves or others. This can
create confusion, tension, and resentment. A manager
may give a material gift to an employee only to find

the employee marginally excited because his/her
primary language is not Gifts. The manager thinks,

‘I would have been thrilled to receive this and s/he
doesn’t seem to care at all, what is wrong with her/him?”

It has been said that it is
better to give than to receive.
The science now backs that
up. By giving to your employees
and your co-workers, in their
preferred language, you
become happier and more
fulfilled. You start a positive
feedback loop that yields
tangible financial results

and reduced stress.

Give it a try today!

*SOURCE:
The 5 Languages of Appreciation
in the Workplace, by Dr. Gary
Chapman and Dr. Paul White.
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or (800) 679-2760.

| have a hygienist, new to the office,
who has informed us she will not
punch out if there is open time on
her schedule. | know about “engaged to wait;”
however is it still legal to pay administrative
rates and ok to have them leave early if
schedule falls apart?

You are allowed to establish a
A @ different rate of pay with hygienists
® for administrative work. To do so, you
must establish the rate in advance and preferably
in writing. The rate must be at least minimum wage
or higher. If overtime is worked when using two

different rates, you must calculate overtime by
using the weighted average method.

Check with your state’s labor board, or an HR
specialist, for the most current information as
it applies to your office.

Response provided by Rebecca Boartfield.

Quote-Worthy

B § 1 have always believed that
the way you treat your
employees is the way they

will treat your customers,
and that people flourish
when they are praised. ,,

— Sir Richard Branson
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Savor the
Toothpaste
Taste

Ancient Egyptians brushed
their teeth with a powdery substance

made from pulverized eggshells
and oxen hooves.

Using these ingredients in powder form, and

mixing with water, was slightly abrasive and
may have been an effective means
of removing remnants left by food.

No hints of mint flavoring, though.

Check out trojanonline.com
for some of our favorite “classic”
Trojan Today articles:

10/15 Winning with
Numbers
by Linda Miles

The Greatest
Practice Success
Determinant

by Peter Barry
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Multiple Benefit Plans

Q: When | am searching for benefits on the Trojan
database, | sometimes come across more than one set
of benefits for the same employer. How do |

know which is the right one for my patient?

A: When there are multiple plans to choose from, Trojan
lists additional information in the second line of the
employer address and in the Notes and Limitations area.
There are many examples where you may encounter this:

+ Preferred or Non-Preferred

Preferred or Participating with Premier or
Non-Participating with Premier

+ High Option or Low Option
Salaried Employees or Hourly Employees
+ Employees Only or Spouse and Dependent Children

Here is an example of one of the ways this information
may be listed:

BOBS BARBECUE ROASTERS

NON PREFERRED

1234 MAIN ST

ANYTOWN, TX 54321

Insurance companies may also offer multiple benefits
for the same employer. This information will also be
listed on the second line of the employer address.

Below is a list of some of the examples:
Sub and Branch numbers: (Sub 25, Branch 001)

+ Division numbers: (Division 32)
Plan letters: (Plan DL)

Here is another example of one of the ways this
information may be listed:

AMERICAN WIDGET PRODUCTS

SUB 55, BRANCH 001

1234 BIG CITY ST

ANYTOWN, PA 65432

After you have verified your patient’s eligibility,
if you are still unable to locate a particular plan
in the system, please call our Customer Service
Department and we will be happy to assist you.
CALL: 800-633-3060.
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Do you know someone
who could benefit

Seminars from Trojan Today?

Forward this email and they can
sign up for their own subscription.

Dental and Medical Insurance Extravaganza
Presented by Christine Taxin and Teresa Duncan

No need to be an office manager or practice
owner. Trojan Today has articles and information

OCT 17-18, 2019 relevant to anyone in the dental industry.
Las Vegas, NV

Click here for more information Sign up at:
trojanonline.com/trojan-today/sign-up/

Dental Assistant National Conference
Presented by Julie Varney

OCT 17-19, 2019
Rosemont, IL
Click here for more information

The highest compliment
Insurance T I e L Bl ?we othe

Verification
and Collection

Services. Mﬁm J ’M a a Lo

Discount code for Trojan clients: trorocks25

Front Office Master’s
Presented by Becky Gerber

OCT 24-26, 2019
Portland, OR
Email for details: info@dentalpracticecareers.com

and gm&a

Receive a gift from Trojan.
Do you know a dental office that wants to
be more productive?
Please contact 800-451-9723 ext. 3

‘Not only does Trojan Professional Service offer insurance verification and
eligibility, they also offer a collection service. There's no reason to turn a
patient over to a traditional collection agency again and give up 40% to 60%
of your patient balance; patient's payment goes directly to you, the practice.”

— Robin B.
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Accelerating dental practices to excellence by providing services
that increase case acceptance, production, and collections.
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