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Training Day 1 (Morning)
The following outlines the training classes

1. Introductions (Time: 0800)
a. Administrative (5 minutes)

i. Overview
ii. Objectives
iii. Food and Drinks in Class - Based on local policy

iv. Bathrooms, Water Fountains, and Vending
v. Emergency Exits
vi. Pagers and Cell Phones
b. About Us & About the Students (20 minutes)

i. 30 second commercial
1. Name
2. Department
3. What you do – one sentence
4. What you want to communicate 
a. Thesis statement
b. Expectations
c. Used to recap at the end of training
2. Position classification and position management (Time: 0825)
a. Performance Objective

b. Defined

c. Lecture and Q&A

d. Exercise: How do you get promoted

i. Write out what is required for you to reach the next level

ii. Identify what it takes for one of your direct reports to be promoted to the next level

3. Why is effective supervision important? (Time: 0845)
a. Objective

i. Understand the importance of effective leadership, management, and supervision

b. What is Leadership?

i. Defined

ii. Techniques versus talent

iii. Open Discussion

c. What is the difference between Leadership, Management, and Supervision?

d. Why is it important to develop effective leadership skills?

i. Human resource studies show the #1 reason employees quit is their direct supervisor.
ii. Replacing employees costs an average three to five times an employee’s salary.  For Key personnel it is 1 – 2 times their annual salary.

iii. Lost Productivity

1. Recruitment Costs

2. Training 

3. Your time

4. Over time for others
5. Severance packages
6. Example: replacing a fast food worker costs avg. $3500
iv. Makes the direct supervisor’s job easier.
1. Increases Productivity.
2. Enhances Relationships.
3. Increases Supervisor Recognition.
4. Reduces time wasted focusing on the wrong issues with employees.
5. Creates Opportunities for promotion.
6. Improves customer relations.
4. Understanding ourselves, so we can understand those we lead (Time: 0905)
a. Objective

i. If you don’t understand yourself, how can you understand those you lead?

ii. Motivation
iii. Goals

iv. Roles

v. Personality Styles

1. Situational versus default

2. Related to others

b. Motivation

i. Exercise: List 3 personal motivators – Happy, Mad, Hate, Love

ii. Share one

iii. Relate it to those you supervise

c. Break (0930)

d. Goals (Time: 0940)
i. Exercise: 20 Years, 10 years, 5 years, 1 year, next week – write or draw

ii. Share one

iii. Relate it to those you supervise

e. Team Stages and Dynamics (Time: 1000)
i. Stages
1. Forming – Polite
2. Storming – Difficulties
3. Norming - Creating Standards
4. Performing – Excellence
5. Managing Change
ii. Dynamics
1. Passive Oriented
2. Aggressive Oriented
3. Task Oriented
4. People Oriented
5. Passive - Task Oriented
6. Passive - People Oriented
7. Aggressive - Task Oriented
8. Aggressive - People Oriented
iii. Strengths and Opportunities
1. Cautions on fixed rules – it’s a guide
f. Break (1035)

g. Roles (1045)
i. At work

ii. At home

iii. In other areas

iv. So What?

5. Understanding your team (Time: 1100)
a. Objective

i. Understand those who you directly supervise, so you can 

1. Increase Productivity.
2. Enhance Relationships.
3. Increase Supervisor Recognition.
4. Reduce wasted time.
5. Create Opportunities for promotion.
6. Improve customer relations.
b. Who – your team members
c. Roles
d. Lunch (Time: 1130)

Training Day 1 (Afternoon)
6. Effectively Communicating with your team (Time: 1300)
a. Objective

i. Learn to understand your team and get them to understand you.

ii. Identify key areas of communication

b. Exercise: Post Office – written versus oral
c. Personal Interests
d. Work Related
e. Review Styles
f. Breaking Styles
g. Thanking Employees
h. Methods

i. E-mail

ii. Phone

iii. In person

iv. Text messaging

v. Instant messaging

vi. Teleconference

vii. What is the most effective – situational?  Cautions on various methods.

i. Exercise: Utilize one of the communication checklists

i. Discuss the value

j. Break (Time: 1400)

7. Developing effective leadership skills (Time 1410)

a. Objective

i. Learn the basic skills for leading a team.

ii. Mission, Vision, Goals, Tasks, and Objectives.

iii. Helping your team achieve the goals and measure progress.

b. Setting Goals 

i. Relating goals to Mission, Vision, Objectives, and Tasks
1. Mission
a. Defined
b. Exercise: Develop a mission statement
2. Vision
a. Defined
b. Exercise: Develop a vision statement
3. Goals 
a. Top Down
b. Bottom Up
c. Lateral
d. Exercise: Develop a goal
4. Objectives
a. Who
b. What
c. When
d. Where
e. How
f. Why
g. WIFM (What’s in it for Me)
h. Exercise: Develop two objectives
5. Communicating the rules and the framework for goal writing. 

a. Specific

b. Measurable

c. Attainable

d. Relevant

e. Time Bound

ii. Tasks
1. Defined
2. Task Levels

3. Exercise: Develop tasks related to the objective.
4. Volunteers to share for class evaluation
iii. Feedback and Scorecards
c. Break (1515)

d. Performance Objective (Time:1530)
i. Defined

ii. Lecture and Q&A

e. Feedback

i. Initial

ii. Midterm

iii. Evaluation

f. Exercise: Mock Feedback

i. Two Volunteers

ii. Analysis by others

1. What went right

2. What went wrong

3. What could be done better?

g. Training and Growth 

i. Situational Leadership Model

1. Training
2. Coaching
3. Supporting
4. Delegating
ii. Cautions
iii. Exercise: Volunteer (2 people) – Role-play Select a task & train

h. End of Day (1620)

i. What’s tomorrow
i. Instructor remains for individual Q&A (1630 – 1830)

Training Day 2 (Morning)
Start 0800 – Review yesterday until 0830

8. Feedback and Scorecards (0830)
a. Feedback
i. Initial & Midterm

ii. Evaluation
iii. Exercise: Volunteer (2 people) - Role-play feedback

b. Scorecards
i. Related to Goals
ii. Progress Checks
iii. Next Steps
iv. Exercise: Build a Scorecard
c. Rewards
d. Break (0930)

9. Dealing with problem employees (Time: 0940)
a. Objective
i. Discover techniques for getting to the root of the problem and identifying effective methods for resolution.
b. Defined

c. Lecture and Q&A

d. Counseling

i. Focus on the Issue

ii. Value of employee

iii. Why its an issue

iv. Benefits of resolution

v. Potential resolutions

vi. Open ended questions

vii. Closing and restating employee value

e. Exercise: Mock Counseling

i. Two Volunteers

ii. Analysis by others

1. What went right

2. What went wrong

3. What could be done better?
f. Lunch (1100)

Training Day 2 (Afternoon)
10. Problem Solving (Time: 1230)

a. Situation Pre-planning (proactive)
b. Exercise: Develop checklist, share, and attack

11. Conflict Resolution (Time: 1300)

a. Focus on Issues
b. Gather Facts and Identify Parties Involved
c. Benefits of resolution
d. Facilitate Dialogue
e. Involve Others (i.e. Legal, HR, and Management)

f. Make a decision
g. Exercise: Volunteer (4 people) - Role Play 

h. Break (1345)

12. Awards (Time: 1400)
a. Objective

i. Learn to use awards to motivate the team

b. Defined

c. Lecture and Q&A
d. Thanking Employees
e. Exercise: Silly Awards

i. Issues

1. Jealousy

2. Hurt Feelings

3. Motivation

ii. Benefits

iii. Analysis

13. Employee development (Time: 1430)

a. Objective

i. Learn to develop employee skill sets to enable them to accomplish tasks/goals/mission.
b. Defined

c. Situational Leadership Model

i. Training

ii. Coaching

iii. Supporting

iv. Delegating

v. Cautions
d. Break (1540)

e. Exercise: Role Play -  Identify the Employees Level (Time: 1550)
i. Eight Volunteers (2 per game – 4 games)

1. Review Scenarios

2. Supervisor applies the wrong approach

ii. Analysis by others

1. What went right

2. What went wrong

3. What could be done better?

14. What’s Next (Time: 1630)

a. Introduce software
i. Certificates

ii. Continuous Use

iii. Reminders

iv. Helpful Links
v. Simple Navigation
vi. Installation

vii. Uses

15. Expectations (Time: 1700)

a. Sally’s Story

b. Resistance
c. Persistence
d. First Month
e. Second Month
16. Recap (Time: 1710)

17. End (Time: 1730) - Instructor remains for Q&A until ~ 6 pm.

Training Day 3
On the third day, the trainer will:

1. Meet with each person on an individual basis for 30 to 60 minutes.

2. Install and register the software for each user.

3. Get the user started on the software.

4. Provide individual consulting and coaching on specific user needs

At the end of the day the trainer will meet with the coordinator to do a final wrap up.

Customized Leadership Training
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