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_
assist the instructor for each I
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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If you change the way you look at things, the
things you look at change.

Wayne Dyer

Module Two : Increase Your Self-Awareness

By beingaware of our actions and behavios® change not only
ourselves but our surroundingé/e must be aware of what we are
communicatingand how our behaviors can affect others.

Remove or Limit Self -Deception

Selfdeception is commonly usdo hide something from ourselves or prevent
ourselves from accepting somethingetry to make ourselves believe whatever we
want and alterthe facts in our mindFor instance, we can deceive ourselbgs
\ thinkingthat our presentation was the best in tlggoup or deceive ourselvdsy
believingthat people are talking about us when we walk awlagan affect our
relationships with others and give people the wrdngpression. @e of the simplest
waysto prevent this type of deception is to be direct

Always say what you mean and mean whatyous®2 y Qi G NEB (2 RSOSAGS SAGK | f
meaningsWhen taking in information, review it over befodeawingconclusionsFor instance, your

presentation may have been very good, but do not assume itthebestin the group.Whileyou are

encouragedo build confidence and esteem by believing in yourself or believing you know what is best,

there is no advantag® deceivnganyone.

Estimated Time 10 minutes

Topic Objective Recognize selleception
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Topic Summary

Remove or Limit Sebeception

Discuss what setfeception is and how we can remove it from our life.

Materials Required Worksheet 1My SelfDeceptions

Planning Checkilist

None

Recommended Activity

Complete the worksheet individually.

Stories to Share

Share any personal relevant stories.

Delivery Tips Ask for volunteers to share their ideas.

Review Questions

How can selfleception affect our selawareness?

Ask For Feedback

g2

We often forgetthat one of the toolsve can useo increase selhwareness is to ask
for feedback from those around us.i R2 Say Qi KI @S
process and can be done very preg@nally ocasuallyThe people around us see our
routine actions aml behaviors and caoffer anhonest opinion.The thought of asking

0SS |

Q someone to share their opinions and thoughts aboutnesyseem unnerving and
' even downright scary, but tlieadvice and thaghtscan prove invaluablelf possible,
let the person know in@dvancethat you want feedback so they have time to form an
impression and gather any tips or hinfsrandom request for feedback (such as right after a meeting)
can be acceptable too, but keep in mind the person may be caught off guanshabté tooffer a good

answer right away.

The most importanthing to remember wherasking for feedback it to prepare yourself for what you
may hearNot all feedbackvill be positive.Take the advice and tips offeatas tools to helgyou
improve 5 2 yb@defensie or angry just because the person delivering the feedback may have said

A2YSGKAY3I @&

2dz R2y Qi LI NIAOdA I NI & 61 yii

02

KS I N

Estimated Time

10 minutes

Topic Objective

Discuss the importance of asking for feedback

Topic Summary

Ask for Feedback

Discuss whit is beneficial to ask for feedback from others.

Materials Required

Worksheet 2importance of Feedback
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Planning Checkilist

None

Recommended Activity

Complete the worksheet individuall$hare your ideas with the rest thfe
class.

Stories to Share

Share any personal relevant stories.

Delivery Tips

Encourage everyone to participate.

Review Questions

Why is feedback an important tool?

Be Open to Change

HIE

Weare creaturesofhatt | yR ¢ KSy GKAy3Ia R2y Qi 32
and take things personalldeing open to change allows us to adapt to new
surroundings and situations and helps us gr@anging our attitude can help
determine how we build our connectionSomeimes after we receive feedback

from our peers, we may need to change how we do things or behave in a group.
Perhaps after a meeting we decide we need to change how we plan our

presentationsWhatever the reason, it is important to not disregard the impmiteof change and turn
a blind eye to its prospect€hanging how we see ourselves and the people that surround us can have a
positive impact on our attitudes and can help build better relationships with our peers.

Tips for accepting
i Determine

T 52y Qi

change:
howthe change can benefit you

 848dz2yS + ySSR F2NJ OKFy3as A& yS3alLiargs

1 Recognize that change is a chance for improvement

Estimated Time

10 minutes

Topic Objective

Review- why it is important to be open to change

Topic Summary

Be Open to Change

Discussvhy it is important to be open to change and how it can help us.

Materials Required

Worksheet 3How | Can Be Open to Change?

Planning Checklist

None

© Carporate Training Material www.corporatetrainingmaterials.com

2 dzNJ


http://www.corporatetrainingmaterials.com/

... | Complete theworksheetindividually.Share yourdeas with the rest of the
Recommended Activity
class.
Stories to Share Share any personal relevant stories.
Delivery Tips Encourage everyone to participate.
Review Questions Why is being open to change beneficial to us?

Reflect On Your Actions

While feedback from othepeople can be a great togbersonal feedbackan be

just as valuableBeing reflective gives us a chance to learn from our experiences
(even our mistakes) and recognize the chafar learning opportunitiesBy
reflecting on our actions, we can see firatid what actions we took, how they
played out, and what kind of effect they had on peoplse all of your senses to
recreate an experience in your mind and the actions that you tdétkat

behaviors did yoexhibit? What did you feel at the timeWhat typeof reactions did you receive from
other people?

Reflect on any body language cues you may have used and make note of any cues you may have seen in
others.What intuitions or gut feelings do you feel from the experienb&?you feel as though you have
learned anything new from the experienc@hese steps can help you refil@n your actions and

increase your seliwarenessandyour awareness of others.

Estimated Time 5 minutes

Topic Objective Review the importance of being able to reflect on yaations

Reflect on Your Actions
Topic Summary
Discuss why we would need to reflect on our actions.

Materials Required Worksheet 4My Reflections

Planning Checklist None

Recommended Activity | Complete the worksheeandividually.

Stories to Share Share any personal relevant stories.

Delivery Tips Ask for volunteers to share their ideas.
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Review Questions What can we learn by reflecting back on our actions?

Practical lllustration

'1

Penny wants to become more awawséher actions and how she comes across to people.
She is speaking for the first time at a snealhferenceheld at her office buildingsheis
verynervous, but asks a coworker, Jimmy, to watch her speech and give her some
feedback when shisthrough.When it was over, Penny met up with Jimmy and asked
him what he thoughtJimmy was able to offer several compliments on her delivery and
attitude, but also had some helpful hints abasrtainitems in the speech and how she
used them At first Penny was htirbut when she reflected on hgresentationand what Jimmy said,

she realized he was right and just trying to h&p.Penny decided to research some new topic ideas and
better prepare herself for the next speech she would have to give sometime inftilne fu

Estimated Time 5 minutes

Topic Objective Outline the Increase Seffwarenes$ractical lllustration

Practical Illlustration
Topic Summary
Discuss different methods and tactior becoming more seldware.

Materials Required None.

PlanningCheckilist None.

Discuss the results of theractical IllustrationWould Penny have resolved t

Recommended Activi A A o . . A .
tydo()SUUSNJ AT aKS KIFIRYyQUu 3200SYy | Rg

Stories to Share Share any relevant personal/professional story.
Delivery Tips Encourage everyone to participate.
Review Questions What did Penny resolve to do after her speech?
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Module Two: Review Questions

1.) What is seHdeception?

a) Convincing others of the wrong facts
b) Convincing ourselves of different facts
¢) Lying about our haicolor

d) Omitting facts during a presentation

Selfdeception is a term used when we try to convince ourselves of facts or figures that are not
true or that we think are not trueAlso known as delusions or lying to ourselves.

2.) How can we prevent setfeceptiorf?

a) Be honest

b) Hide it better

c) Tell no one about it
d) Learn to control it

We can prevent seffleception by always being honest with ourselves and oth&flsen we are
honest about things, there is no roofor deception.

3.) When asking for feedback, it is better to hat, if possible?

a) Ask onthe spur of themoment

b) Request a written report

¢) Consult with more than one person
d) Give notice

When we know we would like feedback on something, it is best to give someone a little notice
before asking them for it, when possil{guch as before a meeting or presentationfis allows
the person to gather a collective thought and provide better results.

4.) When receiving feedback, it is important to be what?

a) Persistent
b) Aggressive
c) Grateful

d) Annoying

Sometimes we do not get to hear whae want to hear when we receive feedbaéken if we
R2 y2i tA1S GKS NBadzZ §az Ad A& AYLRNIIyG G2
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5.) Itis important to recognize that change is not always

a) Constant
b) Right
c) Negative
d) Helpful

Being open to change means we have to recognize that not all change has to be negative.
Change can be a good thing and lead to positive outcomes.

6.) Change can have a great impact on what?

a) hiKSNJ LIS2L)X SQa 0SKI @A 2NE&
b) Our attitudes

c) Our jobs

d ! y20KSN gatidnSNRa Y2aA

Change can have an impact on our attitudes because it affects how we act and behave around
others.By making changes, we are adapting our attitudes to suit the situation.

7.) Reflection allows us to do what?

a) Remember our mistakes
b) Cause embarrassment

c) Make jokes

d) Find learning opportunities

When we reflect back on past experiences, we are able to see what did and did not work for us,
allowing us to find learning opportunities we can use in the future.

8.) During reflection, think about

a) How the experience made you feel
b) How the experience ended

c) The details of what happened

d) The people that were involved

When we are reflecting on an experience, think about how the experience made you feel and
how you reactedo it. These types of recollectisrcan help you define future actions and
behaviors.
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9.) How does the saying go

a) Do what you do

b) Always say what you mean and mean what you say

c) IBFUBU

d LiQa ¢KIG &2dz arex y204 oKIG &2dz YSIyY

Always say what you mean and mean what you say.
10.)Offering feedback is lmang and complicated process.

a) True
b) False

LG R2SayQid KIFIgS G2 o6S + tSy3adke 2N O2YLX AO0I GSR
casually.
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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
iInformation presented during
the training.
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' Module Two:
Increase Your Self Awareness

By being aware of our actions and behaviors we
change not only ourselves but our surroundings.
We must be aware of what we are
communicating and how our behaviors can
affect others.

If you change the way you look at things, the things you look at change.
Wayne Dyer

V Remove or Limit Self-Deception

* |nyour mind
* Everyone does it
* Recognize facts

§
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Ask For Feedback

* Great tool

e Casual

* Prepare yourself

* Positive and negative

o

ﬁLFeedback '
s \ _ /

4

* Determine how the change can benefit you

Be Open to Change

* Don’t assume a need for change is negative
* Recognize a chance for improvement
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F

* Learn from the past

Reflect On Your Actions

* Recognize opportunities
* Recreate experiences
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