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LEADER’S GUIDE
for
WALKING THE TALK TOGETHER
Sharing The Responsibility For Bringing Values To Life
[image: image1.jpg]TOGETHER

Stsaing T ResponstaiLry For Bruveiwe Vavues To Lire

Eric Harvey and Alexander Lucia
v e





The complete U-Train Package provides everything you need to conduct effective training sessions and activities based upon the WALK THE TALK® handbook, WALKING THE TALK TOGETHER: Sharing The Responsibility For Bringing Values To Life. Whether you are
a seasoned training professional or a team leader with minimal training experience,
this Leader’s Guide will equip you to present the ideal training session for your group.
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INTRODUCTION
This Leader’s Guide provides a variety of training options to meet your specific needs. You may choose to create a complete 90-minute training event. Perhaps three separate 30-minute sessions would be better for you. Or maybe you merely want to add a series of quick learning activities (general discussion questions and/or training exercises) to your regularly scheduled meetings. Regardless of your preference, you’ll soon be ready to go!
Within your U-Train package, you will find the following easy-to-use components to assist you in your training delivery: 

· PowerPoint® Visuals
· General Discussion Questions

· Interactive Learning Exercises

· Preparation and Training Tips
· Training Objectives and Key Learning Points
· Reinforcement “Mini-Poster” (reproducible)

· Participant Feedback Form (reproducible)

· Follow-up Activities to “Make the Learning Stick”
PowerPoint® is a registered trademark of Microsoft Corporation.

TRAINING OBJECTIVES
The Discussion Questions and Learning Exercises provided in this package have been built around the following training objectives:
1. Review and discuss the key concepts presented in the WALKING THE TALK TOGETHER handbook.
2. Examine and discuss the relevance of the handbook contents to our jobs
and our organization.
3. Work together to identify ways we can apply the principles of the handbook
back on the job.
We recommend that you review these objectives with participants at the start of all sessions scheduled for sixty minutes or longer. These objectives appear on PowerPoint slide #2.
(Note: This is a “build” slide requiring a separate mouse click for each of the three objectives to appear in sequential order.) 
DELIVERY OPTIONS MATRIX
Review the Delivery Options Matrix (below) when planning your activity or session. Within the Matrix, you will find four different training delivery examples. Remember, you are not limited to just these options. Consider which activities will work for your specific needs. Customize your program by selecting the desired activities that fit within your timeframe. Keep in mind that the times specified for activities are estimates. You will need to monitor the actual time used throughout your session(s).

	ACTIVITY
	MEETING AGENDA ITEM
	30-MINUTE

SESSION
	60-MINUTE

SESSION
	90-MINUTE

SESSION

	Welcome /
Agenda and Training

Objectives Review

(3 minutes)
	
	
	
	

	General Group

Discussion Questions

(10 minutes)
	
	
	
	

	Exercise #1
(20 minutes)
	
	
	
	

	Exercise #1
Discussion Questions

(5 minutes)
	
	
	
	

	Exercise #2
(10 minutes)
	
	
	
	

	Exercise #2

Discussion Questions

(5 minutes)
	
	
	
	

	Break (10 minutes)
	
	
	
	

	Exercise #3

(15 minutes)
	
	
	
	

	Exercise #3
Discussion Questions

(5 minutes)
	
	
	
	

	Key Learning
Points Review / “Mini-Posters”

(2 minutes)
	
	
	
	

	Feedback Forms / Session Close

(5 minutes)
	
	
	
	


POWERPOINT® VISUALS
This U-Train package includes the following 22 PowerPoint slides:


1.
Welcome/Title Slide



Display as participants arrive for the session


2.
Training Objectives (build slide)



Review with participants at start of session


3.
General Discussion Question

4.
General Discussion Question

5.
General Discussion Question

6.
General Discussion Question

7.
General Discussion Question

8.
General Discussion Question

9.
Learning Exercise #1 Instructions

10.
Exercise #1 Discussion Question

11.
Exercise #1 Discussion Question

12.
Exercise #1 Discussion Question

13.
Learning Exercise #2 Instructions

14.
Exercise #2 Discussion Question

15.
Exercise #2 Discussion Question

16.
Exercise #2 Discussion Question

17.
Learning Exercise #3 Instructions


18.
Exercise #3 Discussion Question

19.
Exercise #3 Discussion Question

20.
Exercise #3 Discussion Question

21.
Key Learning Points (build slide)




Review with participants at session close after distributing “Mini-Posters”

22.
Thank You/Close Slide
WHAT TO DO PRIOR TO TRAINING
We recommend that you review all of the information and material provided in this package prior to your training event. Consider which activities will be appropriate for your group – based upon your training objectives and the time you have available. Once you have decided on which activities you will conduct, gather the materials you’ll need and have them available for your session. And, be sure to have an adequate supply of printed “Mini-Posters” on hand. 

The included PowerPoint slides will help you stay on track. Review the slides prior to training and be sure to “hide” any that pertain to activities you have chosen to omit.
[Note: To “hide” a slide: go to “slide sorter view,” right click on the slide, and then select “hide slide.” The program will skip over any slides you have hidden. Follow the same process to un-hide a slide.]
Feel free to personalize the presentation by adding your name and the date of the event to the “Welcome” slide (#1). Practice going through the slides a few times so that you’re familiar with them and comfortable with their use. 
We suggest you send a memo or invitation to participants approximately 1-2 weeks prior to
the training date. The invitation should include the specific time and location for the event, the purpose/goals of the training, and what kind of preparation is requested. And, of course, you’ll want to provide a copy of WALKING THE TALK TOGETHER to each participant as required pre-reading prior to the event.            
A group size of 10-20 people is ideal for interactive training. Such groups are easy to facilitate and afford everyone the opportunity to participate.
Room Preparation
Be sure to use a room that is spacious, quiet, and as free from distractions as possible. Consider using an off-site location if practical. This will minimize interruptions and demonstrate the im-portance you place on developmental activities.
Use the checklist on the following page to verify that you have everything needed for your training session.
ROOM & EQUIPMENT CHECKLIST
· LCD projector and computer for PowerPoint slides
· Head table for projector and computer
· Adequate tables and chairs for your group size 
· Projection screen
· Power strip and extension cord to safely reach power outlet 

· Flipchart, pad, and markers
· “Scratch paper” and pens/pencils for all participants
· Masking tape

· Printed “Mini-Posters”

· Water and glasses at tables
Your additions …

· ______________________________________________

· ______________________________________________

· ______________________________________________

· ______________________________________________

· ______________________________________________
GENERAL GROUP DISCUSSION QUESTIONS
These six questions are designed to encourage and direct discussion about the material and key concepts presented in WALKING THE TALK TOGETHER. You can combine them with one or more of the provided exercises to create a training session – or use them independently as agenda items for staff or team meetings.

Use some or all of the questions (and corresponding PowerPoint slides) at your discretion. Display the questions one-at-a-time – asking participants to share their responses out loud.

Acknowledge and thank each person for his or her responses. And be prepared to share your
own thoughts and ideas with the group.
The questions:

PowerPoint slide # 3:

If you had to condense this handbook down to one overall message,
what would that message be?

PowerPoint slide # 4:

What does the phrase “Walk the Talk” mean to you? Does it apply
to our organization? If so, how?
PowerPoint slide # 5:

What information from the book stuck with you? What got your attention? What could you relate to?

PowerPoint slide # 6:

What will you work on doing differently/better as a result of
reading this book?

PowerPoint slide # 7:

What values-driven behaviors mentioned in the handbook do you
feel you practice now?
PowerPoint slide # 8:

What are some things we all can do (“together”) to get the most
benefit from what this handbook has to offer?

LEARNING EXERCISE #1: “Opposites Detract”

Purpose:
To establish/reinforce the importance of the strategies and behaviors presented in
WALKING THE TALK TOGETHER.

Time Required (approximate): 20-25 minutes


  2 minutes – Explanation/set-up


  9 minutes – Table team work


  9 minutes – Table team presentations


  5 minutes – (Optional) Discussion questions

Materials Needed:
· WALKING THE TALK TOGETHER handbooks for all participants

· Blank flipchart sheets, colored felt-tip markers, masking tape

· PowerPoint slides and projection equipment

Directions:
1.
Divide participants into small table teams of 3-5 people per table. Give each table team
blank flipchart sheets and a marker.

2.
Randomly assign one or two of the 10 “Joining the Journey” behaviors (handbook pages
25-37) to each table team.

3.
Review the exercise instructions (PowerPoint slide # 9) with the total group. Instruct
teams to record their results on the flipchart sheet(s) and tape to a wall close to their table.


(Note: Leave the instructions slide showing while table teams are working.)

4.
Begin exercise (9 minutes). Monitor time closely. After 7 minutes, notify teams that they have 2 minutes remaining to complete their work.

5.
Begin table team presentations (9 minutes). Using the flipchart sheets, have each team identify their “opposite behaviors” and describe the probable impacts. Encourage applause after each presentation.

(Optional) Post-Exercise Discussion Questions:
A.
What’s your key learning from this exercise? (PowerPoint slide # 10)

B.
To what degree do values-based behaviors impact/affect team members? Our organization? Our customers? (PowerPoint slide# 11)

C.
We can/should we conclude about the importance of the behaviors and strategies presented in the handbook? (PowerPoint slide # 12)
LEARNING EXERCISE #2: “One Picture’s Worth …”

Purpose:
To identify the behaviors and characteristics of people who “Walk the Talk.”
Time Required (approximate): 10-15 minutes


  2 minutes – Explanation/set-up


  5 minutes – Table team work


  3 minutes – Table team presentations


  5 minutes – (Optional) Discussion questions

Materials Needed:
· Blank flipchart sheets, colored felt-tip markers, masking tape

· PowerPoint slides and projection equipment

Directions:
1.
Have participants close their eyes and think of someone they know (or know of) who truly “Walks the Talk” when it comes to your organization’s beliefs and values. What does that person do? How does he or she behave? What are his or her characteristics?

2.
Review the exercise instructions (PowerPoint slide # 13) with the total group. Tell them to draw a caricature of a values-driven coworker (manager or employee) – with physical attributes, clothes, equipment, etc. that depict the characteristics of the person. Suggest that content and participation are more important than artistic quality.


(Note: Leave the instructions slide showing while participants are working.)

3.
Begin exercise (5 minutes). Monitor time closely. After 4 minutes, notify participants
that they have 1 minute remaining to complete their work.

4.
Begin table team presentations (3 minutes). Using the flipchart sheets, have each team explain their drawings. Encourage applause after each presentation.

(Optional) Post-Exercise Discussion Questions:
A.
How do the various drawings compare? Any similarities or patterns? (PowerPoint
slide # 14)

B.
What specific behaviors and characteristics can you associate with “Walking the Talk”? (PowerPoint slide# 15)

C.
What one thing can/will you do to be more like your caricature? (PowerPoint slide # 16)
LEARNING EXERCISE #3: “What I’ll Be Working On”

Purpose:
To identify which WALKING THE TALK TOGETHER behaviors participants will work on adopting/ enhancing immediately after the session.

Time Required (approximate): 15-20 minutes


  2 minutes – Explanation/set-up


  7 minutes – Individual work


  6 minutes – Volunteer share their results


  5 minutes – (Optional) Discussion questions

Materials Needed:
·  WALKING THE TALK TOGETHER handbooks for all participants
· “Scratch paper” and pencils/pens

· PowerPoint slides and projection equipment.

Directions:
1.
Review the exercise instructions (PowerPoint slide # 17) with the total group. Instruct
participants to write their results down on scratch paper.


(Note: Leave the instructions slide showing while table groups are working.)

2.
Begin exercise (7 minutes). Monitor time closely. After 5 minutes, notify individuals
that they have 2 minutes remaining to complete their work.

3.
Ask for volunteers to share their results with the entire group (6 minutes). Encourage applause after each presentation.

(Optional) Post-Exercise Discussion Questions:
A.
Did anyone have difficulty deciding which behavior to work on? Why? (PowerPoint
slide # 18)

B.
How will you know if you’ve been successful at improving upon the behavior
identified? (PowerPoint slide# 19)

C.
How will our organization be different if everyone here follows through on his or her commitment to improve? (PowerPoint slide # 20)

TRAINING TIPS & TECHNIQUES
Here are two pages of suggestions to help make your training event a memorable learning experience for all attendees:

· Prior to the session, write inspirational quotes and excerpts from WALKING THE
TALK TOGETHER on flipchart sheets and place them throughout the room.
· Consider decorating with multicolored banners and/or balloons to energize the room … and the participants who use it.
· Have the first PowerPoint slide (“welcome” slide) on display as participants enter the training room.

· Greet participants warmly as they arrive. Thank them for being there.

· Play upbeat music before the session and during breaks. Also, consider playing light background music during training exercises.

· Ask participants to turn off cell phones and pagers during the session. 
· Have a large supply of prizes (trinkets, pens, buttons, candy, etc.) to hand out as recognition for participation and achievement during the training.

· Provide ice water (or bottled water) for the participants.
· Keep the room temperature cool and comfortable.

· Begin with a brief overview of what participants can expect during the session. Review the Training Objectives visual (PowerPoint slide # 2).
· Get participants involved early and often. Involvement in the discussion and activities will increase interest and enhance learning.

· Be sure to move around the room – stand on the side of the screen or flipchart so visuals can be seen at all times.

· Ask participants to form different groups whenever you begin a new table team exercise. Encourage meeting and working with different learners.

· Do your best to avoid “talking to” slides or flipcharts. Point to them – but be sure to look at the audience as your speak.
· Time permitting, be sure to use the “Optional Discussion Questions” that accompany each Learning Exercise. Those questions will help make the training more effective
and enhance participant retention.

· During discussion questions, write down participant responses on a flipchart. Use large, legible print. Consider asking a participant to record the responses for you.
· Print PowerPoint slides in “handout” format and distribute the hardcopies at the beginning of the session for note taking.
· Collect all of the completed flipchart sheets, transfer the information to handout size paper, and give copies to all participants shortly after the session.
· Consider laminating the “Mini Poster” that participants will receive at the end of the session.
· Participate in discussion questions yourself. Be willing to share the same type of
thoughts and ideas that you solicit from others. People will be more willing to open-
up if you set the example.

· Use appropriate (non-offensive) humor to encourage a relaxed and informal atmosphere.

· When conducting discussion questions, encourage extended conversation with phrases such as:

“Tell us more.”

“How do you feel about that?”

“Great. Who can add to that?”

· Recognize and praise participants for their participation throughout the session.

· Stay focused on the topic and event agenda. Don’t allow participants to steer you off course.

· Look for opportunities to laugh and have fun. Learning increases as the level of enjoyment increases.

· Respect and appreciate the responses of all participants. Give everyone an equal opportunity for involvement in exercises and discussions.

· If Participant Feedback Forms are used – and if time permits – have the forms completed (and collect them) before the group departs. And, by all means, pay attention to the feedback you receive!
· Thank attendees for their time and participation before closing the session.
KEY LEARNING POINTS
While there certainly is a large amount of valuable information in WALKING THE TALK TOGETHER, we’ve distilled the content down to the following five Key Learning Points:

1. To be successful, we ALL must “Walk the Talk.”
2. “Walking the Talk” is about BEHAVING our beliefs and values.

3. “Walking the Talk” isn’t easy. It requires COMMITMENT
  and SELF-DISCIPLINE.
4. When it comes to “living” our values, EVERYTHING I do COUNTS!
5. “Walking the Talk” starts with ME. I can MAKE A DIFFERENCE!
These concepts are at the core of the training exercises and discussion questions provided in this Guide. And they appear on the reproducible “Mini-Poster.”
Look for every opportunity to reinforce these important concepts in your follow-up activities and ongoing communications.

“MINI-POSTER”

The reproducible WALKING THE TALK TOGETHER  “Mini-Poster” (see next page) is a handout that presents the Key Learning Points of the handbook. These are concepts that participants need to remember and apply as they return to the job.

Be sure to print the poster on high-quality colored or parchment paper prior to the training. Distribute the posters at the end of the session. Review the information presented on the poster using PowerPoint slide #21 (build slide). And encourage participants to place the posters in their works areas as reminders of the session and the material discussed.
Key Learning Points to Remember
from

WALKING THE TALK TOGETHER
To be successful, we ALL must

“Walk the Talk.”
“Walking the Talk” is about BEHAVING

our beliefs and values.
“Walking the Talk” isn’t easy. It requires COMMITMENT and SELF-DISCIPLINE.
When it comes to “living” our values, EVERYTHING I do COUNTS!
“Walking the Talk” starts with ME.
I can MAKE A DIFFERENCE!

PARTICIPANT FEEDBACK FORM
Use the half-page, reproducible evaluation form (below) – or create your own version – to collect participant feedback.

Make copies in advance and distribute the forms at the end of your training session. Ask participants to complete the anonymous forms before leaving.

Encourage everyone to provide honest and candid information so you can adjust and improve future training activities. Thank attendees for their input. And most importantly, ACT on the feedback you receive!
………………………………………………………………………………………………………

WALKING THE TALK TOGETHER
TRAINING SESSION FEEDBACK

Was this training helpful/valuable for you?

  Yes        Somewhat       No

What did you like MOST about the session?

______________________________________________________________________________

______________________________________________________________________________
What did you like LEAST about the session?

______________________________________________________________________________

______________________________________________________________________________
Would you like to receive more training like this in the future?

  Yes        No

Thank You for your important feedback!

HOW TO “MAKE THE LEARNING STICK”

(What to Do After the Training)

Training is most effective when viewed (and conducted) as an ongoing process rather than a one-time event … when the concepts discussed and learned are reinforced through follow-up activities after the initial session.
Spend some time thinking of ways to keep participants focused on the material presented in WALKING THE TALK TOGETHER. Solicit ideas from your team members on what you can do to reinforce their learning. Devise a plan – and then make sure it happens. Here are three recommended follow-up activities to get you started:

ACTIVITY #1:
Bring the same participant group(s) together one month after training for a “How’s It
Going” session. Ask attendees to come prepared to discuss what they’ve worked on –
how they’ve applied the material in WALKING THE TALK TOGETHER – since you last
met. Examine which behaviors people have been successful at adopting … and what
they’ve experienced as a result. Discuss any obstacles participants may have encountered – 
and ask the group for ideas on how those barriers might be overcome. Close with this discussion question: What can and should we all do to stay focused on, and committed to, bringing our organizational values to life?
ACTIVITY #2:
Add a ten-minute “Walking the Talk Together Discussion” to the agendas of your next five team meetings. At each meeting, examine one of the five Key Learning Points as they
appear on the “Mini-Poster.” Write the Learning Point on a flipchart sheet and then pose
the following questions: What’s your reaction to this? How does this match your personal experiences at work? Why is this important to remember? How can we apply this knowledge to our daily activities and interactions?

ACTIVITY #3:
Encourage managers to use the material from WALKING THE TALK TOGETHER in coaching and performance-appraisal discussions they conduct with employees who report
to them. Asking questions in those meetings such as: What have you done in the last several months to … (act like a stakeholder, focus on the “small stuff,” practice persistence and patience, etc.) … is an excellent strategy for keeping the material “in front of people.” And it’s the absolute best way to demonstrate that “Walking the Talk” is a performance expecta-tion for EVERYONE!
Have questions about your U-Train package?
Need to order additional books for your participants?

Like information on other U-Train products?

Help is just a phone call away!

1.888.822.9255

The WALK THE TALK® Company

2925 LBJ Freeway, Suite 201

Dallas, Texas  75234
www.walkthetalk.com
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