Building Value

QUICK START GUIDE
for Frontline Leaders




Preventing Discrimination & Harassment - Frontline ANNUAL Training Requirement

All Frontline team members are required to complete Anti-Harassment training ANNUALLY.

/\ Training : Anti-Harassment

Training Period: July 13 — October 31,
2023

«aw Audience: ABM/Legacy Able Frontline
“=N team members

‘ Duration: 3 — 120 min (varies by
@ state/region)

Languages: English, Spanish
(additional languages vary by state)

]};[ Training Format: Videos

System Requirements: MS Edge browser,
= Disable pop up blockers

iZI Training Options: Complete on company
222 device or as group training

Clink to access Frontline Training Videos by State

S ——

Select your state

California = for all ABM Team Members located in California
Connecticut — for all ABM Team Members in Connecticut
Delaware — for all ABM Team Members in Delaware
lllinois— for all ABM Team Members located in lllinois
Maine — for all ABM Team Members located in Maine
Massachusetts — for all ABM Team Members in Massachusetts
Mew Jersey — for all ABM Team Members in New Jersey
Mew York — for all ABM Team Members in New York
Oregon- for all ABM Team Members located in Oregon
Washington - for all ABM Team Members located in Washington

All Other States — for ABM Team Members located in All Other States.

Note: Chicago Frontline complete Chicago Training as noted on
abm.com (lllinais link)

LEADER AWARENESS

What are the actions needed by frontline
leaders

* Schedule time for group training
* Obtain company devices for team members
to complete training individually

Resources
* Review the Quick Start Guide on
Compliance Training Information site.
* Submit appropriate acknowledgement
* Quick Complete Tool to record group
training completions in ABMU

Completion Status
* Use ATIC training completion reports to
determine team member status

* Curriculum Names (for ATIC):
* PDH2023 Preventing Discrimination & Harassment
ABLE - FL (0723)
* PDH2023 Preventing Discrimination & Harassment
ABM - FL (0723)

* Link to ATIC reports page

* ATIC report will contain list of team
members who need to complete it.

* Regular updates will be included on Pod
calls.

We all play an important role to ensure that our team members are respected and that our workplace is free of harassment, retaliation or other forms of unprofessional or unacceptable conduct.



https://www.abm.com/frontline-training-videos/
https://abmmscloud.sharepoint.com/teams/ComplianceTrainingInformation
https://app.powerbi.com/links/WHa6Kt0a20?ctid=8e4a72ef-928b-45b6-a137-7ed7bb318678&pbi_source=linkShare&portalSessionId=b18f8721-9e8c-4ed5-81ff-d89a8a987207&fromEntryPoint=share

Preventing Discrimination & Harassment - Frontline NEW Hire Training Requirement

All NEW Frontline team members are required to complete Anti-Harassment training.

Click to access Frontline Training Videos by State

/\ Training : Anti-Harassment
Select your state

California — for all ABM Team Members located in California
Connecticut — for all ABM Team Members in Connecticut
‘l 2 AUdiepce: New ABM/Legacy Able Delaware — for all ABM Team Members in Delaware
=N Frontline team members lllinois— for all ABM Team Members located in lllinois
Maine — for all ABM Team Members located in Maine

Due Date: Within 30 days of hire

Duration: 3 =120 min (varies by —_— Massachusetts - for all ABM Team Members in Massachusetts
state) Mew Jersey — for all ABM Team Members in New Jersey

New York — for all ABM Team Members in New York
Oregon- for all ABM Team Members located in Oregon
Washington — for all ABM Team Members located in Washington
All Other States - for ABM Team Members located in All Other States.

Languages: English, Spanish
(additional languages vary by state)

];Iﬂ Training Format: Videos

System Requirements: MS Edge browser,
== Disable pop up blockers

LEADER AWARENESS
What are the actions needed by frontline
leaders

* Include in your "Day 1" new hire activities
and/or

* Schedule time for new hires to complete
training within 30 days of start

Resources
* Review the Quick Start Guide on Compliance
Training Information SharePoint
* Group Training option available
* Submit appropriate acknowledgement
* Record group completions using Quick
Complete Tool in ABMU

Completion Status
* Use Training Completion Report (ATIC) to
obtain list of team members who need to
complete it and their status
* Curriculum Name: Onboarding Curriculum
- Frontline Hourly 2023
* Regular updates from HR will be included on

Pod calls

We all play an important role to ensure that our team members are respected and that our workplace is free of harassment, retaliation or other forms of unprofessional or unacceptable conduct.



https://www.abm.com/frontline-training-videos/
https://abmmscloud.sharepoint.com/teams/ComplianceTrainingInformation
https://abmmscloud.sharepoint.com/teams/ComplianceTrainingInformation
https://abmlearning.com/lms/admin/completiontool/index.php
https://app.powerbi.com/groups/7ff90ea1-8514-4d93-bc75-114ce2178d61/reports/3a1c3fe2-033d-4ed8-989e-93cc1f21fcaa/ReportSectiond4d663a1033368acff49?bookmarkGuid=437781b7-358c-4e6b-bab7-6637536b0ff7&bookmarkUsage=1&ctid=8e4a72ef-928b-45b6-a137-7ed7bb318678&portalSessionId=33a0bc04-8915-4fb5-ac82-5b9c5cd449a6&fromEntryPoint=export

O Play Video(s)

1. Access videos on abm.com: https://www.abm.com/frontline-training-videos/

2. Select the work state name; If not listed, select “All Other States”

3. Select Anti-Harassment

Select your state

California — for all ABM Team Members located in California
Delaware - for all ABM Team Members in Delaware
linoiz~ for all ABM Team Members located in lilinois
Maine — for all ABM Team Members located in Maine
Massachusetts — for all ABM Team Members in Massachusetts
New Jersey ~ for all ABM Team Members in New Jersey
New York — for all ABM Team Members in New York
Oregon— for all ABM Team Members located in Oregon
Washington - for all ABM Team Members located in Washington
All Other States - for all ABM Team Members located in All Other States.

Select your video

| Anti=-Harassmant

Inclusive Team Member Training

- Details on following slides -

NOTE: lllinois &
Chicago -

Select your video

Anti-Harassment — New Hire & Annual Training - for lllinois (non-Chicago) Frontline Team Members
. . . _ . P . .
select approprlate optlon. Anti-Harassment — New Hire & Annual Training - for Chicago Frontline Team Members

4. Click each video to watch; all steps must
be completed
*Other languages may be available;
Number of steps and videos vary by
state
*Assist team members who watch videos
on a company device while clocked in

Note: Audio is available in certain
sections of Chicago videos.

Step 1: Watch the Chicago Anti-Harassment video (1 hour 10 min)

3
Video in Other Languages: Spanish | Polish

Step 2: Please watch the Chicago Bystander video (1 hour)

Facilitators CLICK HERE!
Video in Other Languages: Spanish | Polish

Step 3: Watch the Acceptable Behavior video (3 min)

Review the Acceptable Behavior Training in the following languages
Albanian, English, Polish, Serbian, and Somali

Step 4: Select 1 of the following links to receive credit:
| AM SUBMITTING FOR MYSELF | | AM SUBMITTING FOR MY TEAM

: : : o
@ Receive Completion Credit ABM

Building Value

1. Scroll down to last step on page and select appropriate option:
| AM SUBMITTING FOR MY TEAM
» Follow instructions on Receive Completion Credit — Group slide
* You will need the completed training roster with:
* Course name
* Employee IDs
+ First name, last name
» Date of training
| AM SUBMITTING FOR MYSELF
+ Team member completes form with employee details to receive credit
when training is completed in non-group setting
* Review instructions on Receive Credit via Form — Self / Receive
Credit via Form — Self (Illinois & Chicago) slides

+ Assist team members in completing form

Resources

Direct link to Quick Complete Tool in ABMU or use this path in ABMU:
ABMU - Menu (top left) > Admin - Quick Complete Tool

If you need access to Quick Complete Tool — request access

Quick Complete Tool Instructions — available in ABMU or here —


https://www.abm.com/frontline-training-videos/
https://abmlearning.com/lms/admin/completiontool/index.php
https://abm.service-now.com/tmc?id=sc_cat_item&sys_id=7829b6731b07d010633cea0abc4bcb70
https://abmmscloud.sharepoint.com/:b:/t/ComplianceTrainingInformation/EUnXj7oGNLdPu4hoJ7wQ_kUB40EhBns6HNAUuAbwlXh4wA?e=hY8HTY

O Play Video(s)

Video Controls

@
ARAA

To Launch In Full Screen

1. Click YouTube link at bottom of video

P o) 028/1:0305 2 £ Youlube
To Navigate To A Video Timestamp
1. Hover your mouse over Progress Bar

2. Click at time stamp needed to start video at that point

Navigation

1. Use the video controls at the bottom of the video screen to navigate

Progress Bar (red indicates viewed)

1617

P Pl ) 2400/ 10304

t

Play/Pause , _ Controls: Note: Audio is available in certain
Video Time Stamp o VRl sections of Chicago videos.

Closed Captioning

Settings
Full Screen Toggle



® Receive Completion Credit - Group

1.

2.
3.

Click link in last step on Training page:
Launch Quick Complete Tool by clicking ACKNOWLEDGEMENT link at bottom of page. ABMU Login required.

| AM SUBMITTING FOR MY TEAM

CLICK THE LINK BELOW TO LAUNCH THE QUICK COMPLETE TOOL
| HEREBY ACKNOWLEDGE THAT I'VE REVIEWED THE COURSES AND ACKNOWLEDGEMENT WITH MY TEAM MEMBERS

Follow instructions here or on screen

Click Potential Courses to display Search field and type key word from course title (e.g., PDH, Chicago)

. Course titles included on Anti-Harassment Frontline video pages on abm.com
Choose training for your state; If your state is not listed, choose All Other States

Enter Training Details

« employee ID #; other information will appear automatically. No need to enter BU #
» Able TMs: add “AS” in front of EE ID

* Training completion date

ABM

Building Value

18 Potential Courses

< pdh

~ PDHO0723 -
"~ PDHO723 -
. PDHO0723 -
- PDHO723 -
_ PDH0723 -
) PDHO723 -

PDHO723 -
) PDHO723 -

PDHO723 -
~ PDHO723 -
"~ PDH0723 -

Preventing Discrimination and Harassment - Frontline ILLINOIS
Preventing Discrimination and Harassment - Frontline NEW JERSEY
Preventing Discrimination and Harassment - Frontline CALIFORNIA
Preventing Discrimination and Harassment - Frontline MAINE

Preventing Discrimination and Harassment - Frontline DELAWARE
Preventing Discrimination and Harassment - Frontline ALL OTHER STATES
Preventing Discrimination and Harassment - Frontline CHICAGO
Preventing Discrimination and Harassment - Frontline MASSACHUSETTS
Preventing Discrimination and Harassment - Frontline NEW YORK
Preventing Discrimination and Harassment - Frontline OREGON
Preventing Discrimination and Harassment - Frontline WASHINGTON

Freventing Discrirnination and Harassment - Frentline - Al Othar Sates HR

= Remove Selectad

] Select Emp I * First Narme *

[ 12%4R4047 Amc

M A5I1331] Juhin

Last Mame*

kst

Comments

4. Submit up to 25 team members simultaneously; click “Save.”

* NOTE: To remove team member(s) before saving, use Remove Selected button.

Team Members will receive credit for all required videos when

submitting for the Preventing Discrimination and Harassment courses.

Direct Link to Quick Complete Tool

Quick Complete Tool Issues or need access? Open a Ticket
(Include your name, EE ID and reason for access)


https://abm.service-now.com/tmc?id=sc_cat_item&sys_id=7829b6731b07d010633cea0abc4bcb70
https://abmlearning.com/lms/admin/completiontool/index.php

® Receive Credit via Form - Self

1. Click link in last step on page: | AM SUBMITTING FOR MYSELF
2. Complete page 1 of form; click Next

& English (United States)

ABM/Legacy Able Preventing Harassment

Training - |

Enter your team member information to receive credit for watching the Anti-Harassment video

" Requred

To receive credit for completing the course, follow the prompts below:
California
Delaware

1. Select your State

lllinois

Maine

New York i
f Optl ONS =P jrccacnueetts

New Jersey
Newr York

Qregon
2. New York Team Member: Select the applicable language s
Other Slates

‘Washington

English

Options —» )
Language choices based
on state
Page 1 of 40 -\
ever give cut your password. Repo shuse

IGNORE page count |

CHICAGO Frontline Leaders: See next page for additional details

Frontline Leader: When training is completed in non-group setting, team
member completes form. Your assistance may be needed. ABM

Building Value

3. Enter required information on page 2 of form; click Submit

5. Enter the name of 3 team member (first and ast name). For exampie: Eller Cee *

Frame your sesmet

& Enter the ABM/AbIe empioyee ID number / team member's person number. For example:

12345675

P ——

7. D0 you have any a0ationa Questions of CONCEmMS 'we shouls be aware off *

BT YIUr ATMET

| have caretully read and reviewsd the content of. and completed, t
Harassment Traming pursuant o the [iincis Human Rights AcL 7 t
AEBM. | understand that ABM maintains a strict policy probibiting sexual harassment as well as
barsssment or decrimimstion based on any other egally-recogrezed status

1 also undarstand that ABM probibits retaliation for reporting prohibited harassmant cr
dscrimnation, | understand that any ABM apgplicant or team member who beleves he/she/they
has been subjected to probbited harassment, discnmiration or retaliabon by a3 co-worker

) OF. MINEPET. CReNt, VSO, Yenaor, Qusto 1
d.c o boloves ancther incividual has been subjected to such canduct, should report

immechately te

1. The ASM Compiance Hotline 3t 1-877-253- 7804 or abmnotine ethicspoint comg

2. Your local Humasn Resources Répresemtative of regional HR Deector

I confirm that

| am an houtly team member, | compiated ths linos Anti-Harassment Traeng
while | was docked in on ABM's timekeeping system during my regular shift during non-break
time. If 1 used my personsl phone/davice to complete this traning, | can submit 3 request for

A for my dots usage ab reimt entaben.corn

remburses

Back



Illinois Frontline Leader: When training is completed in non-group

o
9 Receive Credit via Form — Self (Illinois & Chicago) setting, team member completes form. Your assistance may be ABM

needed.
Building Value

1. Click link in last step on page: | AM SUBMITTING FOR MYSELF 3. Enter required information on page 2 of form; click Submit
Complete page 1 of form; click Next

5. Enter the name of 3 team member (first and ast name). For exampie: Eller Cee *

Enter your team member information to receive credit for watching the Anti-Harassment video Erter your acsmet

* Required

To receive credit for completing the course, follow the prompts below:  ENMer the ABM/Abie empioyee ID number / team member's person number. For e@mpie:

12345675

1. Select your State *

Illinis Select State : Illinois
7. D0 you have any a0ational Questions of CONCEMS We shouls be aware off *
rier your answer
2. llhincis Team Member: Select the applicable language * | have caretully read and reviewsd the content of. and completed, the ; linois Ant-
Harassment Traming pursuant to the [lkincis Human Rights Act 775 proveded to me by
e Select Ianguage AEM. _rder::.-ac that ABM maintains a strict palicy probibiting sexual harassment as well as
£ngi <h harsssment or decrimimstion based on sny other kegally-recognized status

Language choices based on state

| also undaerstand that ABM prohibits retaliation for reporting prohibited harassment or

Gecr n | understand that any ABM apgalicant or team member who beleves he/she/they
ted to prohbited harassment, discimination. or retaliaton by 3 co-worker

2050, CheNt, VISILOr Yendor, CUSTOMEr, OF TeMporary or seasonal worker of AEM
naividual has been subjected to such condoct, should report it

immechately to

3. llinois Team Member: Select the applicable region *

Selection region 1, The ASM Compiance Hotline 3t 1-877-263-7804 or abmnotling ethicspoint com:
C h.a(m (C “hi cago Team Members \m.‘, 2. Your local Humasn Resources Répresemtative of regional HR Deector
limois (Non-Chicago Only) | confirm that if | am an howtly team member, | compiated tus Ilinos Anti-Harassment Taairng

while | was docked in on ABM's timekeeping system during my regular shift during non-break
Chicago {Chicago Team Members Oniy) time. If 1 used my personsl phone/davice to complete this traning | can submit 3 request for
rémbursamer

for my dats usage at (eimbiu erLabon coem

4. Chicago Team Member: Select the applicable course *

....................................................... ~ Chicago Only: Select course for
* | either annual or new hire training

Back

IGNORE page count

P30 1 CT 35 e 8




FAQS

| see the term “Anti-Harassment” and “Preventing Discrimination & Harassment” used for trainings.

Do these terms refer to the same thing?
The terms refer to the same topics.

How do | confirm that a team member has been marked complete for the training?
Use this link to access the Training Completion Report (ATIC). Search for and select Curriculum Names such as

* Onboarding Curriculum - Frontline Hourly 2023

« PDHCO0723 Preventing Discrimination & Harassment - Frontline

Use available filters (left-side panel) to show team members by name, manager name, work state, location, etc.

Data on the Training Completion Report (ATIC) is updated 4 times a day with data from ABMU.

| don’t see my team member’s completion reflected on the completion report — what should | do?
A few things to consider:

« Timing for the data to appear on the completion report may be delayed (Action: if more thanl day, follow next steps below)

« Team Member-submitted forms are entered into ABMU weekly (Action: if more that 1 week, follow next steps below)

*  Was the correct course selected in the Quick Complete Tool? (Action: if not, re-enter the information with the correct course)

Next steps:

*  Email abm_learning@abm.com with team member’s ID, date of completion, course name, and issue

* Inform your Field HR Partner for assistance

What is the difference between a curriculum and a course in ABMU?
A curriculum is a group of courses and other content that is assigned to team members. It is used to track completions for a particular training
launch. A course is a training resource which contains information for a specific topic in the form of eLearning, videos, job aides or a webinar.

Where does the Form data go once the Team Member clicks Submit?

The forms are reviewed on a weekly basis by a member of the L&D team. The data is uploaded into ABMU at the course level. ABMU then
grants credit at the curriculum level where the course is included. There will be a delay in this data appearing on training completion reports
generated by ATIC.

ABM.

Building Value

Sample Filters



https://app.powerbi.com/links/Bm9WbqkGh-?ctid=8e4a72ef-928b-45b6-a137-7ed7bb318678&pbi_source=linkShare
mailto:abm_learning@abm.com

Chicago Anti-Harassment
Additional Detalls




© Suggested Playlist — Chicago Frontline Anti-Harassment Training - Multiple Sessions

Video Time Topic Session Total Session Recommended Completion Date
Stamp Start Time

00:00 Introduction — Chicago Anti-Harassment
1:30 Chicago Training Requirement
2:00 What is Harassment?
8:55 What is Retaliation Session 1 17 min
17:01
23:32
29:19
31:04 Types of Sexual Harassment
46:58 Preventing Sexual Harassment Session 3 24 min
54:20 Sexual Harassment Complaints
1:02:50 Sexual orientation and Gender Identify
Harassment _
10928 E——— Session 4 20 min Complete Sessions 1- 4 by August
1:10:19 End of Chicago Anti Harassment Video
0:00 Acceptable Behavior Video — 3 min
00:00 Active Bystander Training Introduction
Session 5 14 min
2:30 Becoming Part of the Solution (13 min)
13:50 Assessing the Situation (12 min) Session 6 12 min
28:22 Choosing your Response (16 min) Session 7 16 min
42:25 Following Up (9 min)
50:45 Planning your Response (8 min) Session 8 20 min e SEsEEne B85y caly CaE e
1:00:42 Speaking Up (2 min)

ABM.

Building Value

Time stamps are
similar in Spanish
and Polish videos.

Videos have limited
audio throughout
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