Leader Guide
This guide is designed as a resource for small group leaders. It
accompanies Group Module 5 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
seeks excellence* (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.
*Seeking Excellence is
intentionally determining to
cause the best for self and
others.
¨ 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: Emotional Intelligence

TIME: ______ min

Actions

My Notes

☐ SHOW Emotional Intelligence slides.

Possible answers to the 3 questions
at the bottom:

☐ READ section GOAL: “My goal for this section is to assist you in
considering and making changes so you grow in emotional intelligence.”

1. If someone is not self-aware,

☐ READ About Emotional Intelligence
Emotional intelligence, or the lack of it, is at the root of all problems. Many
people believe that anything to do with emotions is suspect and to be avoided.
They don’t realize that emotional intelligence is crucial to everything you do.
To be emotionally intelligent, you must be self-directed, curious (with
compassion), and humble.

☐ ASK everyone to open their workbooks to page 3
Emotional Skill #1
☐ REVIEW answers to #1 on page 3
in this month’s workbooks
Actions
(They
have done pre-work; have them share.)
Emotional
#2 Responsibility and “When I betray me…” slides.
☐ SHOW Skill
Personal
☐
answers
to #2
on in
page
3
☐REVIEW
READ Bud
story out
loud
its entirety
or summarize using bullet
in this
month’s
workbooks
points**
(They
have done everyone
pre-work; have
them one
share.)
☐ PARTNER
up with
other and have them share their

what might help him or her
to become so?

Ask them questions that bring them
awareness of self or others.

2. Why are some people afraid
to be self-aware and selfmanaging?

They may now be afraid of making
other people unhappy. They fear it’s
too hard or that they are incapable.
They could have been pampered and
now they do not trust themselves.

3. When managing
relationships, what can be
done about apathy?
First, don’t believe in apathy.
Recognize that apathy is always a
defense or coping mechanism.

answers
to#3
the two questions on page 12 from their workbooks.
Emotional
Skill
Share an example of your own to get the ball rolling.
☐ REVIEW answers to #3 on page 4
☐this
DISCUSS
as aworkbooks
group
in
month’s
(They
haveall
done
pre-work;Questions
have them share.)
☐ ASK
Suggested
above.

Emotional
Skill
☐ READ all
Key#4Points above to end this section.
☐ REVIEW answers to #4 on page 4
in this month’s workbooks
(They have done pre-work; have them share.)

☐ ASK just a few people to share answers to these questions:
1. If someone is not self-aware, what might help him or her to become so?
2. Why are some people afraid to be self-aware and self-managing?
3. When managing relationships, what can be done about apathy?

☐ FINAL WORD “Emotional intelligence is something needed to create
responsibility or the ‘ability to respond’. We cannot respond, without self
and social awareness and self and relationship management.”
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Section 4: Meeting Bids or Entrainment

TIME: ______ min

Actions
☐ SHOW all slides up to Meeting Bids: Entrainment slide.
☐ READ section GOAL: “My goal for this section is to help you grow in
social awareness and strengthen your ability to move closer to
authentic community. Community only happens when you enter
empty. Then, everyone experiences and practices *social interest and
**entrainment.”
☐ READ About Meeting Bids or Entrainment
Entrainment is the recognition of emotional bids and their significance to
another person and then purposefully meeting another person’s emotional
bid with an equal response. Doing this is vulnerable and puts us into “empty”
where we temporarily drop our agenda to be right and to fix or change
others. Acknowledging others by asking if they are open and listening to
them without an agenda to change them, are good choices for everyone.

☐ ASK the following questions:
1. Why does social interest* matter and who does it affect?
2. Why do we often resist entraining with others?
3. What relationship might be improved using entrainment?

☐ PARTNER each person with one other (this can be done in zoom)
and ask each to take turns sending four different emotional
communications. Ask that at least one be a joyful expression. Ask
receivers to map their body language, tone and reaction level as
closely as possible to that of the sender, while responding with
respectful words. (Example: “I am really mad about this election!” said
with a loud angry voice. Other person might say in a loud angry voice,
“You are really mad and don’t like this election.”)
¨ TIP: People need not condone anything said. We are simulating

emotional entrainment only, even when it feels foreign to your
common way of responding. Make sure both parties “switch.”

My Notes
*Social interest is when we
consider the consequences we
create or cause for others.
**Entrainment is another word for
meeting bids or mirrored
reciprocation.
¨ NOTE: Entrainment is a key
function of social awareness and
relationship management.
¨ TIP: Model the following exercise
with a participant before asking
them to partner up and do this
with one another.

1. Social interest matters to
everyone around you; those
who could be impacted by you.
2. We resist entraining with
others because we fear we will
lose ourselves or seem like we
agree. Also, it takes effort,
awareness and discipline.
3. A relationship with someone
who does not think or feel the
same as I do? I would create a
connection with them.

☐ DISCUSS this exercise briefly as a group. (e.g. “How did that feel as
the receiver and as the person emoting when someone met your
bid?”)
☐ FINAL WORD “Entrainment is a generous gift that we give to others
by stepping into their footsteps and trying on their experience;
including their emotions. It brings about a deeper connection and
makes people feel lovable.”
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GOAL: Participants recognize what is created when choosing control methods vs. mentoring responsibility.
Section
5: The Role of Empathy
TIME: ______ min
Actions
☐ SHOW all slides up to The Importance of Empathy* slide
☐ READ section GOAL: “My goal for this section is to help you
understand the power of empathy in fast-tracking positive
change.”
My Notes

☐ READ about Empathy
Often people underestimate the role of empathy in healing, fixing and
overcoming challenges. We were taught to fear and avoid acknowledging
differing perspectives. Many people were taught to fear empathy as a
danger to our sense of self; something to protect against. Some believe
feelings are a private matter and no one else’s business. When people lack
empathy, they experience challenges and barriers in their relationships.

☐ DISCUSS empathy exercise on page 10 in workbook. Each person
was walked through these steps in his or her individual modules.
Solicit feedback briefly about this exercise and the experience of it.
Exercise
☐ DEMONSTRATE the differences between an empathic response
and a non-empathic response***
Step 1: Make the following statement:
“I hated going to the doctor’s office and getting a shot today. It
really hurt and I was so worried about going I couldn’t even eat
breakfast.”
Step 2: Pick one person at a time and ask them to respond using
each of the non-empathic responses*** (one per person)
Step 3: Have at least one person demonstrate an empathic
response at the end.
☐ ASK one or more of the following questions to a few people:
1. How is *empathy related to the 4 Core Needs? **
2. Why is getting personal a good thing?
3. Why is rushing to solve not always so good?
4. How might you practice/increase empathy?

☐ FINAL WORD “By practicing empathy, you connect in not only the

thoughts and ideas of others, you enter into their emotional experience
which allows them to feel seen and understood.”

*Empathy Steps
1. Perspective-taking
2. Moving out of (interrupt)
judgment
3. Recognizing the emotion (what
is being expressed)
4. Expressing you understand
what that emotion is like
**4 Core Needs are:
1. Empowered
2. Lovable
3. Connected
4. Contributing
***Non-Empathic Responses:
1. Denial of Feelings
2. Philosophizing
3. Advice
4. Questions
5. Defending Others Involved
6. Pity
7. Psycho-Analyzing
1. Empathy is open-hearted and
leads to understanding which
increases all 4 core needs.
2. Getting personal is a good thing
because we are persons and
need to be known/understood.
3. Rushing to solve is not always so
good because we may not yet
trust or be open to the people
involved.
4. You can practice and increase
empathy by paying close
attention to what another
person is saying and feeling and
then doing something that
shows them you can relate to
what they are experiencing.
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Section 6: Bridging Listening Gaps

TIME: ______ min

Actions
☐ SHOW all slides up to Bridging the Listening Gap slide.
☐ READ section GOAL: “My goal for this section is to help you to see
where you are strong and weak in listening so you can flex when
needed.”
☐ READ About Listening Gaps

My Notes

Most of us listen with bias, through the filter of our highest values. (e.g. our
Ntrinsx colors). We can love people but not know how to make them feel
loved, lovable or heard, due to our inflexible or poor listening styles. In this
way, our care for them may not transfer to them at all. Understanding your
listening strengths and listening gaps helps you create better self and social
awareness. You may think you are listening better than you are. You are being
asked to consider where your predominant listening style serves you when
facing the 4 reasons someone speaks. You are also asked to see how you may
be challenged when your weakest listening style may be needed instead.

Possible (not the only) answers:

☐ ASK a few of the team to answer the following:
1. Why is listening flexibly so important?
2. When you consider the 4 reasons to communicate (persuade, inform,
self-express, or please or inspire) is it helpful to realize and communicate
which one you most want?

☐ REVIEW answers to these questions in your workbook page 9.

1. Because the person speaking
needs to be heard in the way
that is most meaningful to
them. When we listen in a
flexible way, we are more
focused on what the other
person is trying to
communicate and why.
2. Yes, then another person will
be more likely to listen in a
way that is helpful to me.

page 9 at the top.
These answers will be particular
to each person.

1. What style is your predominant listening style? How does it serve
you? Where does it hurt you when listening to others?
2. Which style would you benefit from practicing because it is your
weakest?

☐ FINAL WORD “It helps to consider why you are speaking and if you
are satisfied with the listening others provide you. This information
also helps you when others get frustrated with you. When they do,
it make mean you need to flex into a more fitting listening style.”
¨ TIP: People need help understanding the information in this chart.
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Section 7: Wrap – Up (It Just Got Real)

TIME: ______ min

Actions
☐ SHOW It Just Got Real slide.
☐ READ section GOAL: “My goal is to help you to leave this session
with an awareness of at least one ah-ha you 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

☐ 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 if you need one. Let your
leaders know if there is anything they can do to help. Thanks for
your dedication in this entire session. 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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