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LEADERSHIP WORKSHOP

For Senior High School Groups, Explorer Posts, 

Community Youth Groups, and Community Youth Leaders

Guidebook
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Introduction

The Leadership Workshop is a daylong experience for Learning for Life senior high school groups and work-based Explorer posts. The Leadership Workshop lessons provide high school students with exposure to life skills, personal management skills and group leadership skills.  Students learn to apply these skills in real-life leadership situations.  

Instructional Objectives

1. Personal Skills: Learn to relate personal leadership skills to real-life situations.

2. Group Skills: Learn to relate group leadership skills to real life-situations.

3. Cultural Diversity: Gain confidence in ability to lead a culturally diverse group and to manage changing situations within the group.

4. Character attributes: Learn how basic character education relates to the development of leadership beliefs, values and skills.

5. Planning: Identify specific steps that will strengthen leadership abilities in the planning of various tasks, events or activities.

Leadership Workshop Units

Introduction to Leadership (Required)

Personal Skills (Complete 2 of 5)

Group Skills (Complete 2 or 5)

● Time Management



● Team Building

● Meeting Management


● Effective Group Management

● Communication



● Managing Through Others

● Decision Making



● Motivation

● Goal Setting




● Analysis/Evaluation

Cultural Diversity (Complete 1 of 2)
Character Attributes (Complete 1 of 2)

● Diverse Culture and Climate

● Character of Leadership

● Beliefs and Values



● Ethics of Leadership

Planning (Required)

● Planning - Sequence of Events

Time Frame

The Learning for Life Leadership Workshop for high school students can be offered as a one-day session, an overnight meeting (if combined with the council planning conference) or as a series of eight one-hour sessions during or after school. 

Schedule

The items in each schedule in italics are individual training sessions.  Each of these sessions has a lesson plan included in this guide.  Note that each session is scheduled for one hour.  All sessions, except for Introduction to Leadership and Sequence of Events must be given twice.  You may be able to eliminate a session by pre-registering the participants.  However remember to earn the certificate, each student must take eight different sessions.

On the following pages are sample schedules for a one-day workshop, two versions of an overnight workshop (one combined with council planning conference) and a multi-day workshop for high school groups.

Recognition

Each student is recognized for completion of the Leadership Workshop program by completing the following requirements during the workshop:

· Complete the Introduction to Leadership session

· Complete two of the five sessions in the Personal Skills unit

· Complete two of the five sessions in the Group Skills unit

· Complete one session of the Cultural Diversity unit

· Complete one session of the Character Attributes unit

· Complete the Planning unit

The recognition is the Leadership Workshop Certificate.

One-Day Workshop

8:00 a.m.

Registration and Ice Breakers

8:30 – 9:30

Introduction to Leadership 

9:30 – 10:30

Personal Skills - Session 1




(Student selects one of five topics.)





Time Management





Meeting Management





Communication





Decision Making





Goal Setting

10:30 – 10:45

Break

10:45 – 11:45

Personal Skills - Session 2




(Student selects one of five topics.)

Time Management



Meeting Management




Communication




Decision Making




Goal Setting

11:45


Lunch




Motivational speaker

12:30 – 1:30 p.m.
Group Skills - Session 1




(Student selects one of five topics.)

Team Building

Effective Group Management

Managing Through Others

Motivation

Analysis/Evaluation

1:30 – 2:30

Group Skills - Session 2

(Student selects one of five topics.)

Team Building

Effective Group Management

Managing Through Others

Motivation

Analysis/Evaluation

2:30 – 3:30

Cultural Diversity




(Student selects one of two topics.)

Diverse Culture and Climate 

Beliefs and Values

3:30


Break / Snacks

4:00 – 5:00

Character Attributes




(Student selects one of two topics.)





Character of Leadership





Ethics of Leadership

5:00 – 6:00

Planning – Sequence of Events

6:00


Presentation of Certificates




Closing




Adjourn

Overnight Workshop

(with planning conference)

First Day

7:00 p.m. 
Registration and Ice Breakers

7:30 – 8:30
Introduction to Leadership 

8:30 – 9:30
Council Program Brainstorming

9:30

Refreshments 

11:00

Lights Out

Second Day

8:00 a.m.
Breakfast

8:30 – 9:30
Personal Skills - Session 1



(Student selects one of five topics.)



Time Management



Meeting Management



Communication



Decision Making



Goal Setting

9:30 – 10:30
Personal Skills - Session 2



(Student selects one of five topics.)

Time Management



Meeting Management



Communication



Decision Making



Goal Setting

10:30 – 10:45
Break

10:45 – 11:45
Group Skills- Session 1



(Student selects one of five topics.)

Team Building

Effective Group Management

Managing Through Others

Motivation

Analysis/Evaluation

11:45

Lunch



Motivational Speaker

12:30 – 1:30
Group Skills - Session 2

(Student selects one of five topics.)

Team Building

Effective Group Management

Managing Through Others

Motivation

Analysis/Evaluation

1:30 – 2:30
Cultural Diversity 



(Student selects one of two topics.)

Diverse Culture and Climate 

Beliefs and Values

2:30 – 3:30
Character Attributes



(Student selects one of two topics.)



Character of Leadership



Ethics of Leadership

3:30

Break / Snacks 

4:00 – 5:00
Planning – Sequence of Events

5:00 – 6:00
Council LFL Calendar 

Schedule Events

Activity Committee and Action Assignments

6:00

Presentation of Certificates



Closing



Adjourn

Overnight Workshop

(without planning conference)

First Day
7:00  p.m. 
Registration and Ice Breakers

7:30 – 8:30
Introduction to Leadership 

8:30 – 9:30
Personal Skills - Session 1



(Student selects one of five topics.)




Time Management




Meeting Management




Communication




Decision Making




Goal Setting

9:30

Snacks

11:00

Lights Out

Second Day

8:00 a.m.
Breakfast

9:00 – 10:00
Personal Skills -  Session 2



(Student selects one of five topics.)

Time Management



Meeting Management



Communication



Decision Making



Goal Setting

10:00 – 10:15
Break

10:15 – 11:15
Group Skills - Session 1



(Student selects one of five topics.)

Team Building

Effective Group Management

Managing Through Others

Motivation

Analysis/Evaluation

11:15 – 12:15
Group Skills - Session 2

(Student selects one of five topics.)

Team Building

Effective Group Management

Managing Through Others

Motivation

Analysis/Evaluation

12:15

Lunch



Motivational Speaker

1:30 – 2:30
Cultural Diversity



(Student selects one of two topics.)

Diverse Culture and Climate 

Beliefs and Values

2:30 – 3:30
Character Attributes 



(Student selects one of two topics.)



Character of Leadership



Ethics of Leadership

3:30

Presentation of Certificates



Closing



Adjourn

High School Workshop

Day 1 - Introduction to Leadership

Day 2 - Personal Skills - Session 1


(Student selects one of five topics.)



Time Management



Meeting Management



Communication



Decision Making



Goal Setting

Day 3 -
 Personal Skills - Session 2


(Student selects one of five topics.)

Time Management



Meeting Management


Communication


Decision Making


Goal Setting

Day 4 -
 Group Skills - Session 1 


(Student selects one of five topics.)

Team Building

Effective Group Management

Managing Through Others

Motivation

Analysis/Evaluation

Day 5 - Group Skills - Session 2 

(Student selects one of five topics.)

Team Building

Effective Group Management

Managing Through Others

Motivation


Analysis/Evaluation

Day 6 - Cultural Diversity


(Student selects one of two topics.)

Diverse Culture and Climate 

Beliefs and Values

Day 7 - Character Attributes Module


(Student selects one of two topics.)



Character of Leadership



Ethics of Leadership

Day 8 - Planning – Sequence of Events

 Presentation of Certificates

Backdating

To be successful your team will need to accomplish the following  (where –10 means 10 days prior to workshop):

Item



 When

Who will do it

Recruit Workshop Chairman
-180 days
Professional Staff/LFL Program Committee

Select site


-150 days
Workshop chairman

Develop and Approve Budget
-150 days
Workshop chairman/Professional Staff

Recruit Instructors

-120 days
Workshop chairman/Professional Staff

Mail Announcement/ 

-120 days
Professional Staff

Registration Materials 

     to Posts and Groups

Reproduce Handouts/

 -60 days
Professional Staff


Overheads

Preliminary Participant
- 30 days
Workshop chairman


Count

Order food service

- 30 days
Professional Staff

Final counts 


- 15 days

Hold workshop

    0 days
Everyone

Mail Thank-You’s

+  5 days
Workshop Chairman

Budgeting

A budget will need to be developed and approved by the council prior to involving the high school groups and Explorer posts in the workshop (prior to making the publicity mailing).  The budget should include:

Expenses:





Income:
Mailings


$_________

Participant Fees

Handout Reproduction
$_________

   ______ x $______ = $_______

Overhead Reproduction
$_________

Gifts in Kind

 $_______

Food _____ x $______ =
$_________

Donations

 $_______

Recognition for Instructors
$_________

Site Rental Fees

$_________

A/V Rentals


$_________

Insurance


$_________

Notebook

       _______ x $ ______ =
$_________

T-Shirts/Patches etc



        ______ x $______ =
$_________

Council Fees


$_________

Contingency (10%)

$_________

Total Expenses

$_________

Total Income

 $________

Site Selection

This workshop requires the use of a facility that can accommodate the following.

· Room large enough to hold meetings of the entire group

· Breakout rooms for five simultaneous topics

· Place to feed the participants

· Overnight housing if overnight program is selected (separate facilities for males, females, adults and youth)

· Restrooms, kitchen facilities, etc.

· Sufficient parking for participants and their adult advisors/teachers

· Location which is easy to find by participants

Instructional Staff

Instructors for this course can be obtained from various sources – such as:

· Learning for Life Group teachers

· Explorer post Advisors

· Council Executive Board Members

· Local business community

· Organizations such as Toastmasters International

· Local Service Clubs (Rotary, Kiwanis, Lions, Civitan, etc.)

· Local government agencies

Instructors should be provided with the syllabus for the session they will be presenting or moderating. Be sure you remind them how important it is to get the students involved in the discussions.

Motivational Speaker

Choose a speaker for the lunch session who can motivate the students. Among the possibilities are a local celebrity, youth leaders, sport team player, Olympian. Remember that whomever is chosen as speaker should be able to relate to the youth in your community.

Training Aids and Equipment Required

Flip Chart Pad and Markers, or Chalk Board and Chalk, or White Board and Markers.

Masking Tape

Overhead Projector

Materials to be reproduced

Materials reproduced for each syllabus for each student.

Overhead transparencies reproduced for each syllabus for instructor.

Publicizing The Workshop
Enclosed in this guide is a typical announcement for the workshop along with a participant registration form.  This material should be mailed to the groups and posts well prior to the workshop.  The mailing should be followed up by personal contact to ensure the units participation.

Recognition

Each student may earn recognition for completion of the Leadership for Life program by completing the following requirements:

· Complete the Introduction to Leadership session

· Complete two of the five topics in the Personal Skills session 

· Complete two of the five topics in the Group Skills session

· Complete one topic of the Cultural Diversity session

· Complete one topic of the Character Attributes session

· Complete the Planning session

Recognition is Leadership for Life Certificate.   The certificate can be reproduced from this guide.

Session Syllabus

A syllabus is included with this guide for each workshop session.  The appendix for each syllabus has the handouts and overheads used to present that session.  Remember that each session should last no longer than 50-55 minutes.  Resist the urge to add more materials to the session.

Also included with this guide are typical ice-breakers to be used to during registration as the participants arrive.
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LEADERSHIP WORKSHOP ANNOUNCEMENT

Leadership Workshop is a skills course specifically designed to provide (high school students, Explorers) with the opportunity to develop leadership skills in a daylong, hands-on leadership workshop.

Included will be sessions in both personal and group skills.

Introduction to Leadership

Personal Skills 




Group Skills
● Time Management




● Team Building

● Meeting Management



● Effective Group Management

● Communication




● Managing Through Others

● Decision Making




● Motivation

● Goal Setting




● Analysis/Evaluation

Cultural Diversity 




Character Attributes
● Diverse Culture and Climate


● Character of Leadership

● Beliefs and Values




● Ethics of Leadership
Planning

● Sequence of Events

The workshop particulars are:

(Location)

(date)

8:00 a.m. – 6:30p.m.

The cost per participant will be $ _____ which includes all workshop materials, lunch and snacks during the day.

Please return the attached registration form to (_____________________council office) by (______________________date).  We expect this workshop to fill up early, so be sure your registration is on time.

LEARNING FOR LIFE – LEADERSHIP WORKSHOP

Registration

(council)

Group Number __________ or Post Number ____________ 

Adult Leader: Name ________________________________________________


Address ____________________________________________________


City, State, Zip ______________________________________________


Telephone (work) __________________  (Home) __________________

Enclosed is our check for __________ participants (adult and youth) at $______ each.

Please indicate participants’ names and session interests:

Participants’ Names


Youth/

Adult
Time Management
Meeting Management
Communication
Decision Making


Goal Setting
Team Building
Group Management
Managing Through Others
Motivation
Analysis/Evaluation
Diverse Culture and Climate
Beliefs and Values
Character Leadership
Ethics of Leadership













































































































































































































Please return by (date) to (council)

ICE BREAKERS

The Alphabet Game

· Give each person a letter on a post-it, and ask them to place it somewhere on the front of their bodies (you might want to give more vowels, no x’s, z's, q's.  Also made the vowels a different color from the consonants). 

· Allow five minutes for them to form one word with at least 3 other letters/people (a minimum of 4 letters/people per word) 

· At the end of 5 minutes, take a look at all or some of the words formed, depending on the time you have. 

· Give each word-group a sheet of flip-chart paper and ask them to form a sentence using that word to describe their expectations of the course.
Problem solver

· Start with all participants in a circle, standing. Have 4 to 10 objects tucked into your pockets. Begin with one object; toss it to one person, asking them to say their name and then toss it to someone who has not yet received it. After everyone in the group has received it, ask that it be tossed back to you. 

· Now explain that this is a   ________test (memory, IQ, training – whatever fits your program or provides comic relief). Tell them that you will toss an object again and that they should toss it to the same person as before, but that this go-round will be timed.

· Start timing as you toss the first object. Continue pulling objects out of your pockets, throwing them to the same person. End the timing when the last object has been returned to you. Announce the time as the “benchmark.” Then explain that competition in their industry is getting fierce, and they are going to have to figure out a way to cut the time in half (or let them choose a goal). Let them make repeated trials as they try to meet the goal. Observe the process the group uses to find a solution.

· The size of the group is not a major factor in meeting the goal, nor is the number of objects. It is amazing to watch groups struggle with this seemingly simple exercise as they whittle their time from 1 or 2 minutes to several seconds.

HINT:
The participants move to touch the objectives instead of the objectives being  tossed to them. 

Communication Training Exercise

· Blindfold several students. Be sure that they are in an area where they cannot bump into anything dangerous. Then tell them to line up in order of their birth dates SILENTY. Afterward, ask them how it felt to try to solve this problem without being able to talk.

· Sometimes the biggest hurdle to learning for some students is admitting they NEED to learn something. This is a great, and safe, way for them to experience "hindered communication," similar to what might happen to people whose first language is not English or to people new to their group or school.

· This exercise can launch some good discussions about barriers to communication and how to overcome them.

What Does Penny Look Like?

(From: Still More Games Trainers Play, by John Newstrom, page 293)

· Introduce this exercise by asking, "How many times have you worked with people for so long, that you actually don’t notice the gradual changes in their appearances.  Did you ever know someone named Penny? If so, do you remember exactly what she looked like?" (This gets people to start picturing a person instead of the coin.)

· Next, give each group a piece of paper and have the draw the front and the back of the penny coin. Remind them that it is against the rules to use the coin: This must be done strictly from memory. Allow five minutes. Ask if any group thinks they captured every single detail of the coin. Then give each group a real penny for  comparison.

· Conclusion: If we take a penny – something we see all the time – for granted and forget its details, then what happens with our own policies and procedures within the organization? What do we forget to tell new co-workers?
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__________________________________________________

is recognized

for participation

in the

Learning for Life 

Leadership Workshop

___________________________________



__________________



Instructor






Date

PAGE  

