Principles of the Mochary Foundation
Basics:

No violence.  No threat of violence.  No drugs or alcohol.

Dress well.  Speak well.  Show up early.

Use a calendar religiously.  List all appointments.  List all tasks.  

Your time here is an internship.  It’s a job.

Read The 1-Minute Manager
Coaching

The Path to Success

_______________________________________________

Advanced:
Speak well (advanced)

Track all expenses.
Each one, teach one.

Where does success come from?  Intelligence or hard work?

Conflict Resolution

Circle of Responsibility and Respect


The Buddhist Mediation of Encountering Difficulty

No violence.  No threat of violence.  No drugs or alcohol.

No violence means nothing that is physically or emotionally against the will of someone else.  Hitting someone and taking something that does not belong to you are both obvious forms of violence.  But so is saying something that is hurtful or offensive to someone else.

No threat of violence means not implying with words nor body language that you intend to do physical or emotional violence.  Any aggressive or intimidating attitude is a threat of violence.  

No drugs or alcohol means that you cannot have the effect of drugs or alcohol upon you whenever you set foot in the Mochary Foundation world- the office, your job, your school, etc.  The effect of drugs and alcohol includes a hangover -- anything that alters your mind or body from its totally sober and alert state.

Dress well.  Speak well.  Show up early.

These are the basics for succeeding in life.  People judge you by what they see, hear and experience.  Thugs exist.  People in the working world do not want to associate with thugs.  So it is your job to make yourself appear, sound and behave the opposite of a thug if you are going to convince them to hire you.  Put yourself in the employer’s shoes.  Who would you want to hire?  Become that person.
Dress well

To dress will is to dress in a way that conveys professionalism and education.  Do not dress in what you think is not thug.  Dress in what the working world thinks is not thug.  To figure out what this is, look around you in the working world.  Well-fitting pants, a belt, shoes and a well-fitting button-down or polo shirt.  No hats or head-coverings of any kind.  Shirts with tails are always tucked in.  Underwear is never showing.  Pants always sit above the hips. All clothing fits well, and is not oversized.
Speak well

To speak well is to speak respectfully and clearly with both words and body language.  Never speak or act with anger.  Use the three magic words of “Excuse Me, Please and Thank You” whenever you ask a question or ask for something (ie- when ordering something in a restaurant or store).  
Speaking well with your body language includes showing enthusiasm to be at work, and showing attentiveness when in class.  How do you do this?

Enthusiasm:
Say hello/goodbye to everyone whenever you enter the Foundation at the beginning of the day, and leave at the end.  When you say hello/goodbye (do not interrupt them if they are in a meeting or on a phone call), look each person in the eye, shake their hand, say “Good morning” or “Good night” and smile.  
Attentiveness:
Sit up straight in your chair.  Ask relevant questions.  (This is also a great way to make the class more interesting and keep yourself from getting bored.)
Show up early

To show up early is to convey to the person you are meeting (or doing a job for) that you respect their time (or their money if you are doing a job for them).  Travel time is never predictable.  If you want to be early every time, even when delays in travel occur, you must target to be quite early.  If the distance is long, or you have never been to the place before, target being 30 minutes early.  If the distance is short, or you have traveled the route many times and know the schedule by heart, target being 15 minutes early.

If for any reason, you are going to be late or miss any appointment, call and email the person who you are meeting as soon as you know that you will be late or absent.  (For this, you will need a working phone and email.)  This shows the person that you respect their time by allowing them to schedule something else during that time.  There is absolutely no reason not to contact someone before you are late, as you should always realize that you are going to be late (as long as you are wearing a watch) before you actually are.  In the working world, if someone misses an appointment with me and does not call beforehand, I will never work with that person again. 
Constantly think of what could go wrong in your personal life that could prevent you from showing up at work.  Think of ways to avoid these situations.  Again, put yourself in the shoes of the employer.  If you don’t show up, the work doesn’t get done.  No matter how good your excuse seems, it doesn’t matter.  The work didn’t get done.  Your employer will fire you and hire someone else who does show up every day.

Use a calendar religiously.  List all appointments.  List all tasks.  

To be successful you must track the information about all appointments and tasks. Remember appointments by carrying a calendar with you always, and putting every appointment in it.  Every one.  Remember tasks by keeping a list in that same calendar (or in a small notepad that you also carry with you always) of all your tasks, no matter how small.   Cross tasks off the list as you complete them.
The Mochary Foundation Internship
Your time at the Mochary Foundation is an internship.  And your goal in your internship is to improve yourself.  This means to:


-
get and keep a job


-
study and practice a trade skill so that you can get a better job


-
study academics (math, reading and writing) so that you can go to college and get an even better job


-
study and practice personal improvement techniques (financial management, Franklin Planner, goal-setting, conflict resolution, relationship management), so that you can be effective in everything you do
You will achieve the goals above if you:


-
show up early and never miss a day


-
use a calendar religiously


-
read the 1-Minute Manager

-
attend every job training and do all the homework assigned


-
get a work internship.  Show up early and never miss a day.

-
study math, reading and writing

-
track all expenses

You will receive a grant for your internship at the Mochary Foundation of $5/hour.  In order to receive grant money, you simply need to let Matt know when you will be coming in to the office next, and then be early for that appointment.   If you do not schedule a time to come in, you can still use the office if it is open, but you won’t receive any grant money.

Matt will generally be available to work with you between 10am-noon each Tuesday, Wednesday and Thursday.  Other than that, the office is generally open from 9am-6pm Monday-Friday when Matt is in town, but always call first to make sure that it is open.  You are invited to use the office anytime that it is open.  

If you schedule a time to come in, and therefore will receive grant money, you must be early to get the full grant.  If you are 0-15 minutes late to the Foundation or your job internship, you will lose one hour of grant money.  For every 15 minutes you are late after that, you will lose an additional half-hour of grant money.  (Example- If you arrive at 9:35am, you will lose 2 hours of grant money, and thus the clock will begin for you at 11:35am.  Had you shown up 35 minutes earlier, you would have made an additional 2.5 hours of grant money.)
If you are going to be late or absent for any reason, call before work begins.  If you only call after work has begun, you may still come to the Foundation, but you will lose the grant for the next 4 hours that you schedule to be at the Foundation.  If you do not call at all, you will lose the grant for the next 8 hours that you schedule to be at the Foundation.
The Foundation is a work environment.  Please do not make/receive personal phone calls or personal internet/computer use while at the Foundation.

Read The One-Minute Manager

We follow the methods used in The One-Minute Manager.  This book describes the best way for a manager and his/her direct report to give each other feedback.  Read the book, and write a summary of the method it describes.  We will then use the method in our meetings.

Coaching
We will be doing coaching sessions regularly during which you will rate the 8 different sections of your life on a scale of 0 to 10, 0 being “it couldn’t be any worse”, and 10 being “it couldn’t be any better”.  The categories are:  

Career


How happy are you with your job?  Do you like going to work?  Do you see your career advancing?

Money


How happy you are with the amount of money that you have saved right now, and how much you are currently earning at work?  How much do you need to have/make?

Home


How happy are you with the place you live?  The apartment and your roommates, the neighborhood, etc.

Relationship

Are you in a significant relationship (girlfriend, boyfriend, wife, or husband)?  If not, are you happy about being single?  If you are in a relationship, how happy are you with it?


Family and Friends
How happy are you with the amount and quality of your time with your family and friends?

Fun and Entertainment
How happy are you with the amount and quality of the fun and entertainment that you are having?

Health and Fitness
How healthy are you?  How physically fit are you?

Personal Growth
How much are you exercising your mind and soul?  (You exercise your mind by learning and teaching.  You exercise your soul by helping others and praying/meditating.)

Once you identify which category in your life is the weakest, you then describe what would be a 10 – “it couldn’t get any better”.  Be very specific.  Imagine yourself in the situation.  What are you physically doing?  Visualize it.  How does it feel?  It probably feels great.  Remember this feeling.  There are going to be many not-so-pleasant steps along the path to achieve this goal.  The best motivation to do those unpleasant but necessary steps is to remember that they are bringing you one step closer to that feeling.  Stop and think about that future feeling whenever you need motivation to move forward.

Next, identify all the steps you will need to get to your 10.  All of them.  Write them down, in the order in which they must be done..  Your sentences should be phrased as do-able actions.  “Write up my resume.”  “Sign up for 8-hour security training at SecurityWorks.” Etc.

Now look at your list of Next Steps.  Which ones can you do today?  Circle them.  Can you commit to doing them today?  Great, then get started on the path to your goal.  If you start today, you’ll reach your goal much sooner than you ever imagined possible.

The Path to Success

1.
Train in the skills needed to get and keep an unskilled labor job:


-
Dress Well, Speak Well, Show Up Early

1 week


-
Certifications (security, home health aide, etc)  
1-2 weeks
2.
Get and keep an unskilled labor job.  ($7.15/hr)


If no adult record, any industry is open to you. 


If you have an adult record, the known options are home health aide and overnight security at Pomosia House.

3.
Train in the skills needed to get and keep a skilled labor job:


If needed, learn English/reading/math
1 month


Electrical Class



1 month


Driver’s License



2 months


Commercial Driver’s License


1 month


Armed Security Guard


After one year as a security guard


Certified Nurse’s Assistant


3 months

4.
Get and keep a skilled labor job. ($10/hour and up)


If you have an adult record, long-distance truck driver, the construction trades, and social work are available to you. 

5.
Train in skills needed to get and keep an office job


-
If needed, study for and obtain a GED
1-3 months

-
Train in math/reading/writing to get a good score on the college entrance exam and avoid remedial courses



1-2 months

-
Apply for and get into college (BMCC is the best bang for the buck)


-
Complete 4 year college degree

4-8 years
6.
Get and keep an office job ($15/hr and up)

7.
Train in life skills: 

-
financial management, relationship management, conflict resolution, goal-setting/coaching, Buddhist meditation, etc.

8.
Clear up issues:


-
criminal record (expunge if possible), immigration (get legal residency), debt (pay off or file bankruptcy), child support, child custody, etc.
Speak well (advanced)

Use the words that someone would use who has gone to a top university.  This isn’t as hard as you might think.  Say “ask” not “aks”.  Do not use phrases that hold no meaning “You know what I’m saying?”  “Um” “Like”, etc.  Use the correct conjugation of the verb To Be.  You have excellent teachers around you -- the people who are succeeding in the working world.  Whenever you see them, or have a chance to talk to them, study them.  Watch how they behave.  Listen to how they talk.  Learn from them.  Copy them.

Speaking well also includes body language.  Eat right and look for excuses to be polite whenever possible.

Eat right:
Do not begin to eat until you have a fork, knife and napkin; and all others at your table have their food ready in front of them.  Put the napkin in your lap and use it to clean fingers and mouth.  (Do not lick your fingers or wipe your mouth with your hand.)   Chew with your mouth closed.  Talk only when your mouth is empty.  If someone asks you a question while your mouth is full, signal them with your hand that you will respond once you are done chewing.  If you must speak when there is food in your mouth, cover your mouth with your hand so that people cannot see the food in your mouth.  (Similarly, if you ever yawn, cover your mouth so people can’t see inside it.)
Polite whenever possible: 
Look for excuses to be polite to people, both in the office and out on the street.  Say “thank you” often. Create a clear space for others.  Do this by:

holding the door for the person in front of or behind you,

giving way when someone is walking toward you

give up your seat on the train to anyone who is elderly (man or woman) or a pregnant woman

Track all expenses.
Know how much you are spending and on what by writing down in one place (the calendar/notepad) the date, amount, payee, and description of what you bought, each and every time you spend cash.  

Open up a checking account at Citibank or Bank of America (or any other bank) with a Debit Card.  Deposit checks at the bank or ATM machine directly to save the few dollars that a check-cashing place will charge.

Get online access to your account.  Use the Debit Card instead of using cash.  Use Quicken to download and track all of your expenditures.
Each one, teach one
You will start to learn things at the Foundation.  We ask that you pass on your knowledge to others.  By teaching, you will learn even more.  And more importantly, by helping another you will experience one of the great satisfactions in life.
Where does success come from?  Intelligence or hard work?
What do you think?  In my varied experience, there is no question that those people I have worked with who work harder but don’t have as much intellectual horsepower, learn and achieve far more than those who are very smart but don’t work as hard.  There is no substitute for doing the hard work.  Look forward to it.  Enjoy it.  Know that the harder it is, the more you are learning and improving yourself.  As long as it doesn’t kill you, it makes you stronger.  Look forward to challenges.  They are the only way for you become a more successful person.

Conflict Resolution
If you are in an ongoing relationship with someone who you believe cares about you, then it is important that you let that person know when something they do is hurtful to you.  You want them to hear you and change their behavior, not simply become defensive.  The way to prevent them from becoming defensive is to not use the judgmental and accusatory words “you” and “should”, as well as not letting anger or frustration enter your voice.  Instead, use an I-statement.

An I-Statement is when you say:  “I feel hurt when you ….”  Only you know how you feel, so noone will argue that you feel that way.  When the person hears that they made you feel hurt, hopefully they will react by saying the following:


“I think that I heard you say that you feel hurt when I ….:”  This is so that you can see that they have correctly understood you.  If they have, answer “yes”.  If they haven’t, say “Not quite.  Actually …” and restate your feeling and what caused it. 

Once they have correctly heard what you are saying, then they will hopefully say: “I do not ever want to make you feel hurt.”  This affirms that they want to make you happy not unhappy.  “Now that I know that when I …, it makes you feel hurt, I will never do it again.”  This confirms that they will change their behavior and not do the thing which caused your hurt.  (Apologies are nice, but changes in behavior are what you really want.)  

You conclude by saying simply “Thank you!”  And then you both engage in a physical symbolic gesture that let’s you both know that there is no hard feeling remaining.  A hug is best if you have that kind of relationship.  If not, a handshake with both hands is also good.

Person A:
“I feel hurt when you ___.”

Person B:
“I think I heard you say that you feel hurt when I ___.”

Person A:
“Yes, that’s correct.”

Person B:
“I never want to make you feel hurt.  Now that I know that I make you feel hurt when I ___, I will never do that again.”  

Person A:
“Thank you.”

(Both shake hands, or hug.)

If you are not in an ongoing relationship with someone who you believe cares about you (a stranger or a casual acquaintance), it may not be worthwhile using an I-statement.  It may simply be more effective to walk away or to not react.  Remember the Buddhist meditation.   In this case, do not need to change their behavior.  Simply use the situation to practice the very elusive virtues of patience, compassion and loving kindness.

Circle of Responsibility and Respect

1.
Be responsible to yourself first.  Respect yourself.  Treat your body, mind and soul well.  Do not damage yourself with drugs and alcohol.  Only put healthy foods in your body.   Exercise your mind and soul each and every day.

2.
Be responsible to your close friends and family second.   Respect them by taking care of them and being kind to them.  Look for things to praise and thank them for.  Think of things that might make them feel cherished.  Write them down.  Do one or two of these things each week.

3.
And finally, be responsible to the world at large.  This includes other people, animals and the earth.  Respect them by being the change that you want to see in the world.  If you wish that people were kinder to each other, be kind.  Each morning, do the Buddhist mediations.  Live them during your day.
The Buddhist Mediation of Encountering Difficulty
Say to yourself three times the following words:

“I look forward to today encountering difficult people and difficult situations so that I may practice the elusive virtues of patience, compassion and loving kindness.  I thank these people for they are my teachers.”

