Leader Guide
This guide is designed as a resource for small group leaders. It
accompanies Group Module 4 of the eLearning Series,
Your Extraordinary Workplace.
Prepared for you by:
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Section 1: Before You Begin
☐ COMPLETE all of your individual training sessions and homework.

My Notes

☐ NAVIGATE through your entire group module at least one time. Ensure
you have the required technology in working order and understand each
section and its questions.
☐ DESIGNATE a time at the top of all the sections in this leader guide.
☐ FOLLOW all instructions in each section and in the order given.
☐ ANSWER all answers yourself so you are ready to give them as an
example.
☐ SEND a confirmation email a week prior to the group session if you wish.

EMAIL SAMPLE: (This is optional)
Hi everyone!
I’m looking forward to seeing you all on (Day, Date) for the next LifeWork
Systems session. Please be on time and ready because we have a lot of
ground to cover. Don’t forget to:
•

Bring your completed workbook.

•

Let me know if you need anything from me beforehand.

I look forward to seeing you soon!
(Your name)

¨
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Section 2: Getting Started (To be done BEFORE you start modules)

TIME: ______ min

Actions
☐ POST your purpose and core values (including trustworthiness).

My Notes

☐ READ section GOAL: “My goal in this section is to set the stage for
this session by using our purpose as our ultimate trajectory.”

**PRE-WORK: Go to your

☐ REVIEW the following 4 helpful tips for sharing in the group:
1.
2.
3.
4.

Speak in first person (use “I”). I’ll say “first person” if you forget.
“Stay in your yard,” share your experiences, opinions, feelings.
Take initiative in participating. Don’t wait to be called on.
Keep your answers brief. If not, I’ll do “time out” gesture.

☐ READ About Purpose
Our purpose is always the highest priority. Purpose is the #1 priority because
it is an agreement we make about what we ALL choose to cause for
ourselves and for others. Purpose helps us connect to our intrinsic (internal)
motivation for WHY we are engaging in this group session and in this culture
model. I ask you to intend to learn all you can and commit to take-action.

☐ READ About Values
Values are the behaviors and ways or states of being that we engage in so
that we CAN and WILL achieve our purpose.

☐ REINFORCE purpose and values using your idea from **PRE-WORK
☐ REVIEW One of the 8 Values that Build Trust (under trustworthiness) is
respect* (read the definition of this in the notes). Ask, “Is this difficult for
you? Why? Why not?”

client lead handbook (in preproject modules – video 1,
materials) and look at ideas in
the section entitled “Alternative
ways to communicate about
purpose and values.” Determine
your idea for how to reinforce
purpose and values.
*Respect is honoring the value
and worth of people in your
words and actions.
¨ SUGGESTION: Use a recent
visual – the responsibility chart
or the new culture model (the
image with the house), or the
four control models contrasting
with a responsibility model to
remind people you are moving
from a control to a responsibility
model and are purpose-focused.

¨ TIPS for you to remember as the group facilitator:

1. Demonstrate full commitment in all you do. Your intention and
modeling matter greatly!
2. Start on time. Ask for timeliness from the team.
3. Watch the clock to meet the times you’ve allotted for each
section, or have a designated person track that time for you.
☐ START the training modules.
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Section 3: The 7-Step Process
Actions

TIME: ______ min
My Notes

☐ SHOW 7-Step Process to a Responsibility-Based Workplace slides.
☐ READ section GOAL: “My goal for this section is to assist you in
reviewing the culture process and understanding relevance of a personal
blueprint for each person.”
☐ READ About the 7 Step Process
In this culture transformation process everyone is following this 7-part
roadmap to ensure that the right work gets done right. This process is
happening with your participation, not to you and it requires your full
engagement. Knowing the key steps and processes within each of the 7 steps
helps you participate in your unique individual ways.

☐ ASK just a few people to share answers to these questions:
Step 4
☐ REVIEW answer #1 to questions on
page 6 in their workbooks
Actions

(They have done pre-work; have them share.)

☐ SHOW Personal Responsibility and “When I betray me…” slides.
Step 5
☐ READ Bud story out loud in its entirety or summarize using bullet
☐ REVIEW answer #2 to questions on
points**
page 6 in their workbooks
☐ PARTNER
up with
other and have them share their
(They
have done everyone
pre-work; have
them one
share.)
answers to the two questions on page 12 from their workbooks.
StepShare
6
an example of your own to get the ball rolling.
☐
#3 to questions on
☐REVIEW
DISCUSSanswer
as a group
page 6 in their workbooks
☐ ASK all Suggested Questions above.
(They have done pre-work; have them share.)

☐ READ
Step
7 all Key Points above to end this section.
☐ REVIEW answer #4 to questions on
page 6 in their workbooks
(They have done pre-work; have them share.)

☐ FINAL WORD “The ultimate goal of this 7-step culture process is that
every person can both lead and follow dynamically and each has
confidence and high trust with all other team members in every role.”
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Section 4: Purpose

TIME: ______ min

Actions
☐ SHOW all slides up to Blueprint Step 1: Purpose homework slide.
☐ READ section GOAL: “My goal for this section is to help everyone
understand how to create and own their individual purpose.”
☐ READ About Purpose
Purpose is not what you do, or how you do it; it’s always your why at the
highest level. It’s always what you are committed to cause for everyone
including yourself and every person no matter what. A purpose requires
high-level, abstract thinking. People often think their idea of purpose sounds
lofty or egotistical. Your purpose should be brief, inspiring and memorable. It
can even be one word. If you cannot remember it or do not feel inspired by
it, you have not yet defined it fully. Your purpose need not be lofty; it should
reflect your unique contribution/ path.

☐ ASK the following questions of half the group, then the other half:
1. What is the legacy you would be proud to leave? What did you define as
your purpose?
2. What example might best demonstrate when you have lived your
purpose and felt its joy?
3. (Ask them to turn to page 7 in their workbooks. This is question #4) If you
could describe in one word, a few words, or a short phrase, what would
you want on your tombstone (your lasting legacy and reputation)? My
purpose is:

☐ FINAL WORD “Purpose never conflicts with anyone person’s
purpose. Purposes complement each other; they do not compete.”

My Notes
Make sure you review your
purpose with your LifeWork
Systems consultant and have yours
available as an example.
¨ NOTE: Most people do not
really understand purpose or
how to come to it right away.
They usually do not know how
to differentiate between a
purpose and a vision, a value or
a goal (all of which are much
more tangible). A purpose is
somewhat abstract but always
inspiring. Remember, a
purpose must describe an
outcome or experience caused,
not how something is done or
even what is done. It must
include everyone (including the
person owning it). Listen closely
to hear who has gotten this
right and who may not have;
you want you to make sure you
know the differences as you are
listening. Purpose is never
something to rush past.
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GOAL: Participants recognize what is created when choosing control methods vs. mentoring responsibility.
Section
5: Values
TIME: ______ min
Actions

My Notes

☐ SHOW all slides up to Blueprint Step 2: Values homework slide

Make sure you review your
values with your LifeWork
Systems consultant and have
yours available as examples.

☐ READ section GOAL: “My goal for this section is to help each of you
to identify the unique behaviors and states of being that enable you to
accomplish your purpose.”
☐ READ About Values
Values are behaviors and ways of being that we consciously choose to use in
order to live from purpose. When they are in service to purpose we are at
our best. Hitler had values but he did not direct them towards a positive
purpose. So, no matter what your unique, core values, they are there to help
you achieve your purpose. They are not separate from your purpose. Your
blueprint and values should always include *the 8 that build trustworthiness.
That’s because trustworthiness with all people is foundational to living your
purpose and being in the most supportive circumstances possible.

*The 8 values that build
trustworthiness are:
1. Straightforwardness
2. Honesty
3. Receptivity
4. Disclosure
5. Respect
6. Recognition
7. Seeks Excellence
8. Follow-through on
Commitments

☐ ASK the following questions. Have at least half the team answer
one question and then the other half the team answer the second
question:
1. Turn to your workbook page 8. In question #1, first state your purpose.
Next, share values you wrote down. These are the ones that you
recognize help you achieve your purpose.
2. One page 8, question #2 and #3: Again, state your purpose and be sure to
name not only values (behaviors that help you sustain your purpose) but
also some of the value blockers you recognized and how you reversed
those behaviors to create helpful values to break down barriers to your
purpose.

☐ FINAL WORD “Too often people think of values apart from purpose.
They are actually the behaviors that enable your purpose. They may change
and your list of values may grow so be sure to refer to them often, especially
when you struggle to cause your purpose.”
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Section 6: Visions
Actions
☐ SHOW all slides up to Blueprint Step 3: Vision homework slide.
☐ READ section GOAL: “My goal for this section is to help you gain
clarity about the power of vision, even prior to setting goals and
taking action.”
☐ READ About Visions
In our model, visions are expressions of your purpose now and in the near
future. Therefore, in our model, you can have more than one vision. You
might have professional visions, personal visions, family or community
visions. You can even have a blueprint or a sub-vision in your blueprint for
projects; anything somewhat complex and always meaningful. Visions often
produce results even before you have a chance to set goals or begin to act.
Visions should not be limited, nor should you try to justify the questions
related to how they can be achieved.

☐ ASK each person to turn to page 9 in their workbooks and have each
one of them share the following 3 steps:
1. State your purpose
2. Name any vision statements you have written down.
3. What did you answer in #3? (they should have indicated why this vision
statement is tied back to their purpose, the results or outcomes (only)
and the feelings they imagine when results are achieved.

☐ FINAL WORD “Identifying visions is particularly powerful when they
are aligned with your purpose and values. This alignment and the free
expression of your visions often bring about amazing changes before
you even begin setting goals.”

TIME: ______ min
My Notes
Make sure you review your
vision(s) with your LifeWork
Systems consultant and have
yours available as an example to
the team your leading.

Section 7: Goals, Procedures and Roles

TIME: ______ min

Actions

My Notes

☐ SHOW all slides through Blueprint Step 4, 5, 6: Goals, Procedures
and Roles homework slide.
☐ READ section GOAL: “My goal for this section is to help make the
connection between your future direction (purpose, values and
vision) and how to create the active steps towards fulfilling a
vision.”

Make sure you review your
vision(s) with your LifeWork
Systems consultant and have
yours available as an example to
the team your leading.

☐ READ About Goals, Procedures and Roles
In this model, goals, procedures and roles should all be informed by your
purpose, values and visions. You want to take a vision you have fleshed out
and extrapolate 1 goal that is inherent in the vision. Next, identify the
procedure or procedures needed to achieve this goal. This makes your goals
SMART. Specific, measurable, achievable, responsible and time-bound. When
you do this for all goals within any of your visions, this puts you in a position
to determine who should be assigned to various parts of your procedures.
This can better occur because you can consider capacity to deliver on the
procedures and even who has the best temperament for certain tasks.

☐ ASK each person to turn to page 10 in their workbooks and have
each one of them share from question #3:
Note: Due to time constraints, you may only have time to bring an
example you have completed so the group understands what this looks
like.
☐ FINAL WORD “Reviewing your visions and underlining those parts
that require a goal or goals, allows you to move from concept to
execution.”
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Section 8: Wrap – Up (It Just Got Real)

TIME: ______ min

Actions
☐ SHOW Let’s Keep it Real slide.
☐ READ section GOAL: “My goal is to help you to leave this session
with an awareness of one ah-ha you have discovered and one next step
you can take. We will share this in the remaining time left to us.”
☐ READ About It Just Got Real
People don’t sustain real or lasting change without discussing what is newly
learned. Committing to sharing at least some of your ah-ha’s and take next
steps individually and as a group within the next 24 hours is crucial to longterm success. It’s also important to ask for and help to identify and commit to
concrete ways of keeping information, tools and concepts learned, alive and
viable. The most helpful thing you can do for yourself and others is to share
your ah-ha’s, your barriers, and your next steps. Your leaders can’t make
positive change to the culture without your support and participation.

My Notes

☐ READ (or have someone in the group read the quote by Goethe
(with purpose) on page 9 of the workbook. Ask each person to
comment if they wish to do so.
☐ ASK the following questions. Have each person share very briefly:
1. Share one new idea or ah-ha you gained from this session.
2. What is one next step you can take to absorb this information fully?

☐ FINAL WORD “As you consider what you have learned and your next
step, ask for support from a partner. Let your leaders know if there
is anything they can do to help that they may not realize. Thanks for
your dedication in this entire meeting. You are valuable to this
organization and to all people we serve. Thank you!”
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It Just Got Real!
Name

Date _____________________

1

Next Step

A-Ha Idea

2

Next Step

A-Ha Idea
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