Instructors Guide

On the following pages is a
sample module from our
Instructor Guide. It provides the
instructor with a copy of the
material and a Lesson Plans
box.

The key benefit for the trainer is

the Lesson Plan box. It provides O
a standardized set of tools to B_ I
assist the instructor for each

lesson. The Lesson Plan box

gives an estimated time to

complete the lesson, any

materials that are needed for

the lesson, recommended

activities, and additional points

to assist in delivering the

lessons such as Stories to Share
and Delivery Tips.
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Our thoughts create our reality where we put
our focus is the direction we tend to go.

Peter McWilliams

Module Two: Introduction to Attention Management

Every company and every manager wants to increase prodiyct
Constant access to information and the expectations to do more
with less is overwhelming the workforce. People are easily
distracted at work. Attention management allows managers and
employees to increase their productivity as well as their personal
job satisfaction.

What Is Attention Management?

Attention management increases the ability to focus attention and can be done at
the individual and organizational level. Managers are encouraged to deal with their
own attention problems before trying influence employees in their organization.

In order to understand attention management, people must be aware of where
they focus most of their attention. Most experts divide attention into four different
areas or zones. While the names change, the ideasll the same.

Four Areas of Attention:
1 Intentional: When working intentionally, people plan strategically and prioritize their activities.

1 Responsiveln this area people are responding to the world around them. They spend more
time putting out firesthan working intentionally.

1 Interrupted: People spend too much time answering messages and handling situations that
interrupt their work.

1 Unproductive: This occurs when people waste time at work. Unless you are taking a scheduled
break, checking Faceboakd chatting is unproductive.
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Estimated Time 10 minutes

Topic Objective Introduce attention management along with the four areas of attention.

What Is Attention Management?

Topic Summary This exercise allows participants to understand what alifarent activities

fall under in the areas of attention.

Materials Required Worksheet 1: Attention

Planning Checkilist NONE

Complete the worksheet individually. Break into small groups and discus

Recommended Activi . : . .
v your answers. Reunite with the class and review the topic.

Ask the participants to share some of the situations they encounter on a
Stories to Share routine basis that interrupt their schedules. You may want to begin by
sharing some personal anecdotes.

Skip the large group conversation or the small group discussion if you ne

Delivery Tips .
y 1P more time.

Review Questions Attention management is useful at which levels?

Stop Thinking and Pay Attention!
¢CKS FTROAOS aalz2l) KAy foytidtionYnanhge@edtS Y O2 dzy
Many people, however, are over thinking everything and focused on the wrong
ideas. When we constantly think we do not pay attention to what is really going on
around us. Our feelings control how and what we think. If we think satething is
boring, bad, or a waste of time, we tend to give it less attention. For example, people
are less likely to pay attention during a meeting if they believe it will not be
productive. The ability to pay attention allows people to better conneitih the world around them,
better process their emotions, and organize the way they process cognitively.

Estimated Time 10 minutes

Topic Objective Relate how thinking can actually hinder the ability to pay attention.

Topic Summary Stop Thinking and RaAttention

Thinking can cause people to focus on the past or future and miss things
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the present.

Materials Required

None

Planning Checklist

None

Recommended Activity

Meet with a partner andead the scenarios below. They are all examples
lost opportunities. Discuss how thinking led to not paying attention, and
consider alternative scenarios.

1. You get an email from a colleague you think always sends useles
information. You delete it before really reading the information.

2. You are assigned to wioon a project with a new hire. You have
more experience and tell your partner to let you handle all of the
decisionmaking.

3. You hate the new system at work. You know that you make more
mistakes with the new system than you did with the old one.

Storiesto Share

Share that scientists believe that attention can be trained. There is a link|
an article below.

http://www.boston.com/news/education/higher/aticles/2008/06/29/attent
ion_class/?page=1

Delivery Tips

If you feel that you are short on time skip the class discussion, and revie
the topic.

Review Questions

How does thinking hinder attention?

What Is Mushin?

adzaKAYy A& I [/ KAySasS (GSN¥Y GKIG t22aSft e
\ / in training for martial arts. A better way to understand Mushin might be to call it
pure mind. Mushin requires people to reach an absence of conscious thought and
emotion, which better enables individuals to focus on a task. Meditation is used to
reach Mushin and as a resuliavebetter intuitive skills.
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What is Xin Yi (Heart Minded)?

Internal Harmonies

VU Xin Yi is a centuries old martial arts used in China. While the fighting techniques may
< v b not be helpful when handling situations at the office, the strategies linking the mind
L] and body are useful. Xin Yi involves the ideas of Six Harmonies that also imppear

Kung Fu and other martial arts. The three internal harmonies connect the mind with
will, energy, and power.

1. XlInandYi Connects the mind (Xin) with the heart or will (Yi).

2. YiandQi: Connects the will (Yi) with natural energy (Qi).

3. QiandLi Connects energy (Qi) with power (Li).

Reaching the internal harmonies is usually done through moving meditation that links the mind and

body.

Estimated Time

10 minutes

Topic Objective

Outline Mushin and Xin Yi.

Topic Summary

What is Xin Yi?

Discuss the ways that meditation helps attention management.

Materials Required

Flip chart/ Marker

Planning Checkilist

None

Recommended Activity

Have the students consider situations when emotions and conscious thg
hindered their abilities to reaawell. Write their responses on the flip chart.
Ask the class how Mushin or Internal Harmony could improve these
situations.

Stories to Share

Explain that meditation techniques are widely used in many industries to
focus concentration. For example, NBAdoaPhil Jackson has taught man
of the players he has coached meditation techniques.

Delivery Tips

Ask the class if anyone practices sitting or moving meditation. If so,
participants can share techniques with the group.

Review Questions

What is Mushin?
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Practical Illustration

"1 WSaaS ¢2N]J SR Ay | O2YLIlye S6KSNB KA& Yyl 3ISNJ
J2Ay3 2y wWSaasS GNASR (2 A0S gAGK GKS ARSI
decreasing because of the manager. He thought of his manager as a lost cause, and

believed that there was nothing which could be done in order to get the manager on the

right track.

wSadas NBFEtATSR GGKFG KA& YIFylF3SN 2dzad RARYy QG LI & |
some friendly advice on what attention managementrisl avhat could be done to improve it. Jesse

introduced his manager to the terms Mushin and Xin Yi. The company was soon making a comeback as

the manager was open to the ideas and leaned more tips from Jesse.
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Module Two: Review Questions

1.) What does the attetion management increase?

a) The attention capacity

b) Productivity

c) The ability to focus attention
d) Creativity

Attention management increases the ability to focus attention and can be done at the individual
and organizational level.

2.) Find the term which is not rated to an area of attention:

a) Responsive
b) Continual
¢) Intentional
d) Unproductive

Continual was not mentioned.
3.) What is the advantage of the intentional work?

a) Faster task execution

b) Greater job devotion

c) More energy for the activities

d) Strategic planning and prioiding activities

Intentional: When working intentionally, people plan strategically and prioritize their activities.
4.) When does the unproductive attention area occur?

a) When a person works too slow

b) When a person wastes time, for example: chattimgFacebook
c) When a person works too hard

d) When a person works without a motivation

Unproductive: This occurs when people waste time at work. Unless you are taking a scheduled
break, checking Facebook and chatting is unproductive.
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5.) What thinking problem relates to thlack of attention?

a) The lack of thinking
b) Over thinking

¢) Narrow thinking
d) Uncreative thinking

Over thinking: When we constantly think we do not pay attention to what is really going on
around us.

6.) What controls how and what we think?

a) Our attitudes
b) Our mind

c) Our feelings
d) Our experience

Our feelings control how and what we think.
7)2 KIG R2Sa (KS / KAYS&aS GSNXY dGadzaKAYyé¢ YSIyK
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8.) What practice can be used fogaching the Mushin?

a) Meditation
b) Sports
c) Reading
d) Sleeping

Meditation is used to reach Mushin.
9.) What kind of sport is Xin Yi?

a) Water sport
b) Team sport
c) Martial art
d) Athletic discipline

Xin Yi is a centuries old martial arts used in China.
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10.)Xin Yi can help us coect the will, energy and power with:

a) Body
b) Soul
c) Mind
d) Speech

The three internal harmonies connect the mind with will, energy, and power.
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PowerPoint Slides

Below you will find the
PowerPoint sample. The slides
are based on and created from
the Instructor Guide.
PowerPoint slides are a great
tool to use during the facilitation
of the material; they help to
focus on the important points of
information presented during
the training.
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' Module Two:
Introduction to Attention
Management

People are easily distracted at work. Attention
management allows managers and employees
to increase their productivity as well as their
personal job satisfaction.

Our thoughts create our reality — where we put our focus is the direction we tend to go.

Peter McWilliams

rWhat Is Attention Management?

* Intentional
* Responsive
* Interrupted
* Unproductive
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rStop Thinking and Pay Attention!

* Many people over think
* You feelings control your thinking

* When we constantly think we do not pay
attention

r What Is Mushin?

* Pure mind
* Improved intuitive skills
* Focus on a task
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What is Xin Yi (Heart Minded)?

Xin and Yi Qi and Li

«  Mind *  Energy
A Will . Power
Yi and Qi

. Will

. Energy

4

Practical lllustration

Jesse worked in a company where his manager
didn’t really seem to care about what was going
on.
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