[image: image7.png]Ontario AIDS Network



 PHA Leadership Development Level II

	TABLE OF CONTENTS

SECTION

Introduction …………………………………2
Principles of Adult Education …………...2
About the Leadership Program …………3
Day 1- Evening Session …………4 - 13
Day 2 - Wednesday AM Session …………14 - 20
Day 2 -  Wednesday PM Session ………… 21 - 29

Day 3 - Thursday Session ………………... 30 - 36
Resources - All Handouts for Participants


	[image: image9.wmf]
                   PLDI Facilitator Manual

       Communications

January 25-27 2013
            Version 1

	Introduction

We would like to welcome you as a Facilitator for the PHA Leadership Development Program.  This curriculum has been developed to support the development of strong leaders, and build capacity to strengthen your existing skills and knowledge as you take on increasingly challenging leadership roles. 

Creating the Learning Environment

We recommend the following guideline for all learning experiences offered in the delivery of this program.

Adults as learners:

Participants bring years of experience and a wealth of knowledge to each learning opportunity;

· Focus on strengths learners bring to the session

· Provide opportunities for dialogue within the group

· Tap their experience as a source of knowledge

Participants have established values, beliefs and opinions.

· Demonstrate respect for differing beliefs, cultures, value systems and lifestyles

· Let participants know they are entitled to their values, beliefs and opinions but that everyone in the room may not share their beliefs

Allow debate and challenge of ideas


	Participants are people whose style and pace of learning has probably changed.

· Use a variety of teaching strategies such as small group problem solving and discussion

· Use auditory, visual, tactile and participatory teaching methods

· Most adults prefer teaching methods other than a lecture

Participants have pride.

· Support participants as individuals

· Ensure that the environment is safe and supportive for new learning

· Allow participants to admit confusion, ignorance, fears biases and different opinions

· Treat all questions and comments with respect

Participants have a need to be self-directing

· Engage participants in a process of mutual inquiry

· Avoid merely transmitting knowledge or expecting total agreement

· During a lecture, short break every 45 – 60 minutes is sufficient

· During interactive teaching situations, breaks can be spaced 60 to 90 minutes apart.

· Read your audience, if you feel they need a break, then they do.




	About the Leadership Program

The basis of our training is built on the research of Jim Kouzes and  Barry Posner – The Leadership Challenge, and we have tried to identify the skills that would help people demonstrate the behaviours, as well as provide opportunities to practice and participate.  As a facilitator we encourage you to read the book The Leadership Challenge.
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1. Find your voice by clarifying your personal values.

2. Set the example by aligning actions with shared values.

[image: image3.wmf]Inspire a Shared Vision

3. Envision the future by imagining exciting and ennobling possibilities.

4. Enlist others in a common vision by appealing to shared aspirations.
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Challenge the Process

5. Search fro opportunities by seeking innovative ways to change, grow, and improve.

6. Experiment and take risks by constantly generating small wins and learning from mistakes.
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7. Foster collaboration by promoting cooperative goals and building trust.

8. Strengthen others by sharing power and discretion.

[image: image6.emf]Encourage the Heart

9. Recognize contributions by showing appreciation for individual excellence.

10. Celebrate the values and victories by creating a spirit of community




Day 1 – Tuesday March 27 Evening Session
	Time
	Agenda Item
	Facilitator Notes
	Resources

	Tuesday

Afternoon

	Logistics and Set up
	Recommended Room Set up

· Round tables, try to set them up so that participants can see each other and the facilitator

· Tuesday evening is an opportunity to reconnect for some participants and make new acquaintances and for you as the facilitator to set the tone for the weekend.

· Test computer, projector etc…

· Ensure that you have a plenty of flip chart paper and markers 

· Prepare a flip chart page with the following

 SKITTLE SKUTTLE   

RED – The food that you refuse to eat…

ORANGE – My strangest job ever was…

PURPLE – My best vacation was…

GREEN – Something I like to treat myself with… 

YELLOW – Dessert I cannot live without…
	Screen

Round tables

Lap top

LCD projector 

Name Tags

Flip charts

Masking tape

Dinner will be served in the workshop area on the first evening




Day 1 – Friday January 25 Evening Session
	Time
	Agenda Item
	Facilitator Notes
	Resources

	Friday afternoon


	Logistics and setup


	Prepare Flipchart – Quotes

“The art of communication is the language of leadership.”

James Humes

“You can have brilliant ideas, but if you can’t get them across, your ideas won’t get you anywhere.”

Lee Iacocca

Communication is the real work of leadership.”                                                                   Nitin Nohria 
Prepare Flipchart – Group Agreements
Prepare Flipchart – Structured Feedback

1. Identify 2 to 3 things that worked well 

2. Identify 1 or 2 wishes or concerns

MY NOTES:


	


Day 1 – Friday Evening Session
	Time
	Agenda Item
	Facilitator Notes
	Resources

	6:00 pm

	Getting to know you

Facilitator Introduction(s)

Housekeeping

Weekend Objectives

Agenda Review (for evening session)

Group Introductions
	· Introduce yourself and co-facilitators if applicable

· Housekeeping details

· Overview of training objectives for workshop and evening agenda

· Group Introductions

                   Warm-up exercise

                         Skittle Skuttle (See Resource II.1)

Each participant is asked to pick a skittle from the bowl. (no they can’t eat it yet)

Ask participants to give their name, where they are from and answer the question on the flip chart that corresponds with the colour of the skittle they have chosen. 

	Flip Chart 

Markers

Masking Tape

Bag of Skittles

Original colours

      Red

      Orange

      Purple

      Green

      Yellow

Handout – Skittle Skuttle Exercise – Resource II.1

Additional Resources:

(Note all additional resources must be approved by the OAN)


1.  Day 1 – Friday January 25,2013 Evening Session
	Time
	Agenda Item
	Facilitators Notes
	Resources

	6:45 pm


	Since level 1 what leadership practice do you do best?

Elevator Speech 
	What’s New? – Any new leadership actions or connections? 1 or 2

Since level 1 what leadership practice do you do best?
· The Leadership Challenge is:

· About how leaders mobilize others to want to get extraordinary things done in an organization

· Leadership is not positional but about having the courage and spirit to make a significant difference

· These practices and commitments are reflected in behaviors of people that exemplify effective leaders

Elevator Speech- the CEO of a company/organization you work for is in an elevator with you, you have 3 mins to tell him or her about the leadership practice you do best... shhh don’t let the audience know what your practice is they need to guess- 5 prizes awarded..

	Lap top
LCD Projector

CD slide presentation

Screen

Laminated Leadership Model 

Quotes 

    James Humes

    Lee Iacocca

Power Point Presentation
Kouzes and Posner

 (in participant hand out package) PPT - 1
Handout


Day 1 – Tuesday March 27 Evening Session
	Time
	Agenda Item
	Facilitator Notes
	Resources

	6:45 pm
7:45
	BREAK

Leadership styles-Quiz

Review Structured Feedback

(introduced in Level I training)
	BREAK

Leadership styles-Quiz
Reintroduce the Structured Feedback Format

· See Resource II.2
· Ask participants to identify the things that make it uncomfortable to give feedback 

        Flip chart their responses

Lecture

· It is important to highlight the key behaviours and positive language of structured feedback.

(Respect for the person being criticized

(Understanding of whatever is being criticized

(The skills to identify the positive parts

(Ability to indicate a useful change

Remind Participants: As in Level 1 it is important for leaders to own their words, please put your name on it. (I do not read feedback without a name)

· Give examples of two or three positive things about whatever it is you want to give feedback on or criticize.  Things you liked or learned, understood in a new way, found useful, interesting etc…

	Flip Chart

Markers

Masking Tape

Handout Resource II.2
Structured Feedback Instructions

4 Dominant Communication Styles handout

Video



Day 1 – Tuesday Evening Session
	Time
	Agenda Item
	Facilitator Notes
	Resources

	
	
	· Identify appropriate language for giving feedback for something you would like to see changed…

· “I see the main problem as how to…”

· “I wish that…”

MY NOTES:


	Additional Resources:

(Note all additional resources must be approved by the OAN


Day 1 – Tuesday Evening Session
	Time
	Agenda Item
	Facilitators Notes
	Resources

	8:45 pm
	5 minute speech 

Introduction (Topic for Sunday Session)
	· Refer to the objectives for the Weekend

· Referring to the E-Mail participants received prior to the workshop, remind them to start to think of a topic they would like to speak on for the Sunday Sessions 

                  *something they may be passionate 

                   about

                  *something topical and current

                  *something they feel they want to 

                   communicate clearly 

· Give examples of previous topics


	


Day 1 – Tuesday Evening Session
	Time
	Agenda Item
	Facilitator Notes
	Resources

	8:50 pm
	Debrief and Structured Feedback
	Debrief the evening session using the structure feedback process

Ask each participant to identify 2 to 3 things that worked well for them and if applicable 1 or 2 wishes or concerns

Again reiterate:  If it is not important enough for you to put your name on it, it is not important enough for me to read.

Thank participants for their commitment to Leadership.

MY NOTES:


	Flip Chart notes on the task

Hand out Feedback Forms

(separate from handouts, ensure you have enough copies to get participant feedback 4 times) 



	9:00pm
	Wrap - up
	Identify start time, where breakfast is etc.
	

	Time
	Agenda Item
	Facilitators Notes
	Resources

	Before 9am
	Logistics and setup

Breaks
	Room should be set up with tables in a U shape so participants can see one another and the facilitator etc.

There should be room to break off into small group discussions as well. 

Remember to check all equipment and ensure that you have adequate flip chart paper, markers, etc.

Flip chart Agenda / Objectives for the day

Start 9 am – Wrap up between 5:30 and 6 pm

To gain insight into how to run effective meetings

To learn to establish ground rules for groups

To introduce consensus decision making

To introduce skill sets to support good public speaking


	Lap top
LCD Projector

CD slide presentation

Screen

Laminated Leadership Model 

Handouts for the day

Resources II.3 to II.22
And

Effective Meetings  PPT 2

Working With People in Meetings PPT 3 

Tips and Tools for Facilitators PPT 4

Presentation Skills PPT 5




Day 2 – Wednesday Session AM

	Time
	Agenda Item
	Facilitators Notes
	Resources

	
	
	Allow for 2 breaks in the morning and the same in the afternoon, it is important for the Facilitator to read the group and call for breaks as required

Lunch will be from 12 to 1 pm

This is a very long day for everyone…

MY NOTES:


	


Day 2 – Wednesday Session AM

	Time
	Agenda Item
	Facilitators Notes
	Resources

	9AM


	Housekeeping

Agenda Review

Warm up Exercise
	· Welcome back participants

· Review agenda for the day 

   - To gain insight into how to run

      effective meetings

   - To discuss and learn about facilitation

   - To learn to establish ground rules for 

      groups

   - To introduce consensus decision making

   - To introduce skill sets to support good  

            public speaking

Distribute copies of the Commonality Exercise Form to each participant

Objective:

To demonstrate that people often have more in common than not in common.  To create a team identity.

Ask each participant to find a partner quickly.  When given the signal to begin, instruct them to find out as many things as they possibly can that the two of them have in common.  Ask them to write down the partner’s name and jot down in the

First column the items they have in common.
	Flip Chart

Markers

Masking Tape

Handouts 

Resources 

So Much in Common

Resource  II.3
 


Day 2 – Wednesday Session AM

	Time
	Agenda Item
	Facilitator Notes
	Resources

	
	
	At the end of 2 minutes, call time and ask participants to find a new partner and at your signal, repeat the process. Call time in 2 minutes and repeat the exercise 1 more time.

(If you feel that more time is required that is your prerogative as the facilitator, you can also instruct participants that they can write on the back of page if necessary.)

Debrief of exercise:
· How many of you found more that 10 things in common?

· What were some of the unusual items you discovered?

· How did you uncover these areas of commonality?

· Is it likely that in most situations, we may well find similar results, i.e., we have much more in common than we otherwise might think?

· What implications does this have for us as members of a team?  Of a diverse workforce?

Point out the common values of the group and how these values relate back to the Leadership Challenge

	


Day 2 – Wednesday Session AM

	Time
	Agenda Item
	Facilitator Notes
	Resources

	10:00
	Conducting Effective Meetings
	· Ask the participants to share their meeting experiences, both positive and negative. (Meeting stoppers and Enhancers)

· This can be done as a small group exercise, have groups flip chart their responses and present back to the group.

· Debrief and use this as a lead in to introducing the material in Meetings 101.

MY NOTES:


	Handout Resource II.4
Meetings 101

Handout Resource II.5
Six Tips for More Effective Meetings




Day 2 – Wednesday Session AM

	Time
	Agenda Item
	Facilitator Notes
	Resources

	
	Effective Meetings
	You can use the power point presentation provided, Leadership Tool Box Effective Meetings.

Interactive Review of Meetings 101

· Introduce the material with “If you want to have more effective meetings, first you have to learn the basics.”

· Have individual participants take turns reading parts of the document, stop and discuss each item

You will find a meeting map on the final slide of the Leadership Tool Box – Effective Meetings power point presentation

· Please ensure that there is good discussion in the following areas:

(Types of meetings

(Meeting Productivity

(Pre-meeting planning

(Meeting Leadership Strategies

(Post-meeting considerations

(Strategies to resolve conflict

(Strategies for dealing with distracting behaviours


	Power point Presentation

Leadership Tool Box – Effective Meetings PPT 2
-this resources covers Meetings 101

 


Day 2 – Wednesday Session AM

	Time
	Agenda Item
	Facilitators Notes
	Resources

	12pm
	Structured Feedback
Lunch
	When using Dealing with Distracting Behaviours power point - show the first slide and review and then ask the participants how they might deal with the behaviour… then show the next slide to debrief 

This will provide a fun interactive look at meeting behaviours and will be the bridge to the Facilitation Skills session
Debrief the morning session using the structure feedback process

Ask each participant to identify 2 to 3 things that worked well for them and if applicable 1 or 2 wishes or concerns

Again reiterate:  If it is not important enough for you to put your name on it, it is not important enough for me to read.

Thank participants for their commitment to Leadership.

	Power point Presentation

Leadership Tool Box –

Dealing with Distracting Behaviours  PPT 3
-a fun look at inappropriate meeting behaviours

Structured feedback form



Day 2 – Wednesday Session PM

	Time
	Agenda Item
	Facilitator Notes
	Resources

	1 PM
1:45
	Elevator Speech

Johari Window
	An elevator speech is a clear, brief message or “commercial” 

about you. It communicates who you are, what you’re looking

 for and how you can benefit a company or organization. It’s 

typically about 30 seconds, the time it takes people to ride

 from the top to the bottom of a building in an elevator. 

(The idea behind having an elevator speech is that you are

 prepared to share this information with anyone, at anytime, even in an elevator.)
Intro, this is a piece of communication theory, if you are a person who likes graphs and charts you will probably enjoy this piece.  Do not get mired down in the chart but rather the impact of disclosure and non-disclosure on communication and building trust.

-demonstrate the opening and closing of the four quadrants.  As one quadrant opens another one closes.

-have examples ready for each quadrant: open, blind, hidden and unknown.  Highlight the magic that happens with communication when the open quadrant is fully open
-create an awareness of the impact of the concept of safety

-how to build open communication

-possible outcomes of open communication 


	Topics

Power Point
Hand Outs


Day 2 – Wednesday Session PM

	 Time
	Agenda Item
	Facilitator Notes
	Resources

	
	Making your Point


	Public Speaking and Presentations

Lecture

This is an interactive lecture / discussion

Ensure the following is covered

(The voice

(The body

(Nerves

(Habits

(Active listening

(How to handle questions

(Tips and techniques 

(Preparing for the Presentation


	The Leadership Tool Box -Public Speaking PPT 5

Handout II.15 Preparing the Presentation

Presentation skills

Handout II.16

Handout II.17

Tips and Techniques for Great Presentations

Handout II.18 

Active Listening

Handout II.19

Habits

Handout II.20

Body

Handout II.21

The Voice

Handout II.22

Nerves

Handout II.23

Questions



Day 2 – Wednesday Session PM

	Time
	Agenda Item
	Facilitator Notes
	Resources

	
	What’s your communication style


	On separate sheets of flipchart paper, write a category across the top. Ie.

Rambler, on another Filler Fanatic (u, um,), on another Fast Talker etc. tape these on the walls around the room.

You do not have to cover all categories.  Ask participants to go to the flipchart that best describes their communication style

Once the groups have formed ask them to flip chart ideas for how they might overcome some of the behaviours.

Debrief with reference to the What’s your communication style handout, and the importance that leaders are aware of their skills and foibles.


	Handout II.24
What’s your communication style?
Flipcharts

Markers


Day 2 – Wednesday Session PM

	Time
	Agenda Item
	Facilitators Notes
	Resources

	
	Putting it all together
	Debrief the day by pulling the skill pieces together and tying it to the “Leadership Challenge”

Again an opportunity for participants to reflect on their skills and personal development and leadership styles.
MY NOTES:
	


Day 2 – Wednesday Session PM

	Time
	Agenda Item
	Facilitator Notes
	Resources

	5:30 PM
	Homework


	Prepare a 5 minute talk/presentation, to persuade others to follow you, on an issue or topic of your choice

Present the feedback process for Sunday’s presentations…

	Flip chart

Markers




Day 2 - Wednesday Session PM
	Time
	Agenda Item
	Facilitator Notes
	Resources

	5:45 PM


	Structured Feedback

Reminder
	Debrief the morning session using the structure feedback process

Ask each participant to identify 2 to 3 things that worked well for them and if applicable 1 or 2 wishes or concerns

Again reiterate:  If it is not important enough for you to put your name on it, it is not important enough for me to read.

Thank participants for their commitment to Leadership.

Reconvene 9 AM Sunday
	Flip chart

Markers

Structured Feedback forms




Day 3 – Sunday Session 
	Time
	Agenda Item
	Facilitator Notes
	Resources

	9 AM
9:15 AM

9:30
	Check in
Public Speaking 

Review

Public Speaking Presentation
	Holistic Check in

How are you feeling today?
Using the Public Speaking PPT 5 - do a brief review 
Reiterate to the participants that this is a safe environment, and that they can take risks 

Review the feedback loop and give an overview of the day’s agenda.

Each speaker will have 5 minutes to speak, and the feedback will take approximately 10 minutes.

There will be a 2 morning and afternoon breaks as well as lunch at NOON

Participants can expect that the day will end between 4 and 4:30PM.

encourage the heart after every speech 
By noon half of the presentations should be complete

	Podium

Flipcharts

Markers

Laptop computer

LCD projector

Screen

Ball of String or wool

PPT 5 - Leadership Toolbox - Public Speaking



Day 3 – Thursday Session 

	Time
	Agenda Item
	Facilitator Notes
	Resources

	11:55

Noon 
1 PM
	Structured Feedback

Lunch

Presentations continue
	Debrief the morning session using the structure feedback process

Ask each participant to identify 2 to 3 things that worked well for them and if applicable 1 or 2 wishes or concerns 

Again reiterate:  If it is not important enough for you to put your name on it, it is not important enough for me to read.

Thank participants for their commitment to Leadership.

MY NOTES

Presentations by participants (same format as morning session)


	Structured Feedback Forms


Day 3 – Thursday Session 

	Time
	Agenda Item
	Facilitator Notes
	Resources

	4 PM
	Closing Exercise

Spider’s  Web
	Participants form a circle, with the facilitator in the circle holding a ball of string.  Start by tossing the ball to a participant, holding onto the end of the string as you throw it.  State something you appreciate about that person participating in your shared work.  The appreciation can be something that recently happened or about the other person in general.  The ball travels across the circle to each player with everyone holding onto a piece of the string once the ball is tossed.  Once everyone is holding onto the string and it its criss-crossed throughout the circle the facilitator, uses scissors to cut through the string saying “As we cut the ties to the workshops and time we have shared, we leave each person a piece of string in their hand to remind them of the renewed community and new connections they have made.”
"Be careful of your thoughts, for your thoughts become your words.
Be careful of your words, for your words become your deeds.
Be careful of your deeds, for your deeds become your habits
Be careful of your habits, for your habits become your character.
Be careful of your character, for your character becomes your destiny.
Be careful of your leadership, for your leadership becomes your legacy."

MY NOTES:


	Ball of string


	Time
	Agenda Item
	Facilitator Notes
	Resources

	
	
	
	


	Time
	Agenda Item
	Facilitator Notes
	Resources

	
	
	
	


	Time
	Agenda Item
	Facilitator Notes
	Resources

	
	
	
	

	Time
	Agenda Item
	Facilitator Notes
	Resources
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