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The ATD Workshop 
Series

Whether you are a professional trainer who needs to pull together a new training 
program next week, or someone who does a bit of training as a part of your job, you’ll 

find the ATD Workshop Series is a timesaver.

Topics deliver key learning on today’s most pressing business needs, including training for change 
management, coaching, communication skills, customer service, emotional intelligence, facilita-
tion, leadership, new employee orientation, new supervisors, presentation skills, project manage-
ment, time management, and management development. The series is designed for busy training 
and HR professionals, consultants, and managers who need to deliver training quickly to optimize 
performance now.

Each ATD Workshop Series book provides all the content and trainer’s tools you need to create 
and deliver compelling training guaranteed to:

 • Enhance learner engagement.

 • Deepen learner understanding.

 • Increase learning application.

Each book in the series offers innovative and engaging programs designed by leading experts 
and grounded in design and delivery best practices and theory. It is like having an expert trainer 
helping you with each step in the workshop process. The straightforward, practical instructions 
help you prepare and deliver the workshops quickly and effectively. Flexible timing options allow 
you to choose from multi-day workshop formats or create your own, using the tips and strategies 
presented for customizing the workshops to fit your unique business environment. Each ATD 
Workshop Series book also comes with guidance on leveraging learning technologies to max-
imize workshop design and delivery efficiency and access to all the training materials you will 
need, including activities, handouts, tools, assessments, and presentation slides.

At ATD we’re dedicated to creating a world that works better and empowering professionals like 
you to develop talent in the workplace. We hope the ATD Workshop Series adds value to your work.
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Introduction

How to Use This Book

What’s in This Chapter

 ∙ Objectives of the two-day and three-day management development training workshop 

 ∙ Overview chart of content and activities

 ∙ Two-day and three-day program agenda

Why Is Management Development Training Important?
Good managers are the center of their team. Great managers are the heart of their team. Assum-
ing a management role is a conscious decision to accept one of the most challenging positions 
in an organization. Yet, effective managers have an opportunity to make a direct and positive 
impact on the professional lives of each member of their team. Frontline managers are at the 
very first level of management of other employees (“people managers”) across a company’s busi-
ness operations and functions. Managers are important to the overall health of an organization 
because their behavior often sets the tone for their teams. Travis Bradberry, co-founder and 
president of TalentSmart, explains that those in leadership positions often “feel that they are no 
longer held to the same standard of treating people well and responding to people’s needs. They 
feel like that’s no longer required of them. When in reality it’s actually more of a requirement, 
because they are priming the emotional state of not only people who directly report to them but 
everyone that it trickles down to” (ATD 2016). 

Management development training is a central function for an organization to provide the 
skills necessary for developing managers and all their employees. So why is manager training 
so important? 

Data collected in a 2016 ATD study of 847 talent development professionals found that nearly a 
third of the respondents believed their organization did “not reward frontline managers in any 
way for successfully developing their direct reports.” Other key findings from the study included: 
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 • 46 percent of respondents indicated their organization identified the specific skills related 
to managerial success in developing direct reports.

 • 56 percent reported that their organization measured managers’ success in developing 
their direct reports by looking at the performance of their direct reports based on busi-
ness metrics.

 • 29 percent indicated that their organization rewarded and recognized managers who 
exhibit accountability skills. 

These findings were detailed in the ATD research report Skills That Make a Winning Manager 
(2016), which set out to examine the development of five specific skills—accountability, collab-
oration, communication, engagement, and listening and assessing—that are crucial to mana-
gerial success. These five key skills comprise the ACCEL Model, ATD’s framework for helping 
new and experienced managers develop the skills they need to be successful in their roles. Let’s 
look closer at each element:

 • Accountability. With things moving at such a fast pace, we’re solving new problems every 
day and working more collaboratively than ever. Accountability holds a team together. 
When we can rely on each member of our team to be as committed to success as we are, 
that builds trust. The manager’s role is to foster that culture of mutual accountability. 

 • Collaboration. No single individual can do all the things that are necessary to move 
business initiatives forward. Collaboration is at the core of the work we do. For managers, 
the goal is to both facilitate collaboration and identify barriers that may be preventing it. 

 • Communication. The ability to communicate clearly across many forms of media is a 
key skill for every team member, but it is particularly critical for managers. Communi-
cating expectations, giving feedback, clarifying objectives, and reinforcing goals enable 
managers to guide and support their team. 

 • Engagement. Managers play an essential role in creating an inspiring and engaging team 
culture. This level of mutual trust comes from sharing a values-driven vision of future suc-
cess. Trust, integrity, and overall pride in the organization are typical engagement factors.

 • Listening and assessing. Skilled managers know that listening and seeking to under-
stand are the most important tools in their toolbox. Managers who are able to listen, 
assess, and synthesize information are better equipped to perceive obstacles and facilitate 
collaboration within their own team as well as among other parts of the organization. 

When we look at each key skill individually, none of them seems remarkable. But integrating 
these practices into daily activities in a balanced way is key to a person’s overall success as a leader. 
As we dig into each of these skills, we’ll talk about practical ways to develop and practice each 
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one individually and consider how they interrelate to form the foundation of management suc-
cess. Accountability is the anchor to the ACCEL Model. A manager establishes the culture of 
the department by setting the expectation that each team member has equal responsibility for 
the department’s success. Frank Satterthwaite, author and professor of organizational leadership 
at Johnson & Wales University, offers this perspective: “What you need in an organization isn’t 
individual, but mutual, accountability. The concept of mutual accountability is extraordinarily 
important in a culture. A formula for team success is when everybody feels mutually accountable. 
I think that’s where more of the coaching and culture building should be focused” (ATD 2016).

The years of evolving management theory and practice provide a template for the consis-
tent application of tested practices. Even the most seasoned manager will find that no single 
approach or method is effective for all employees. People who are committed to their work are 
in many ways a product of the way their manager has engaged with them as a leader. 

There is broad agreement among management practitioners, HR professionals, and organiza-
tion development experts that the five skills that make up the ACCEL Model are critical to an 
individual leader’s success. The ATD report, however, showed a clear gap—fewer than a third 
of those who responded thought the managers in their organization demonstrated those core 
competencies to a high extent. To close that gap, we need to examine each practice in detail and 
understand how they all come together.

There are many reasons for an organization to invest in a development course for managers 
who are new to the role and to reinforce effective management practices for more seasoned 
managers. The volatile nature of the business environment requires leadership that can antici-
pate the impact of change on their team to achieve the goals of their department. This volume 
of the ATD Workshop Series provides direction for your department or organization to set or 
reset professional development for managers.

Workshop Development
A well-designed workshop takes into account the audience, the length of the program, and the 
level of energy needed to concentrate from the participants and the facilitator. Multi-day work-
shops require balancing the content with various interactive activities, presentations, individual 
reflection, small- and large-group discussions, and breaks. Reading your audience and knowing 
the course materials well enough to adjust is critical for a course that maintains the interest of 
the participants. 
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Two-Day and Three-Day Workshop Objectives
By the end of the workshop, participants will be able to:

 • Create a culture of accountability within a team.

 • Clarify team roles and support collaboration toward common objectives. 

 • Communicate transparently and openly to build credibility and lead change.

 • Support and coach direct reports to build engagement.

 • Apply listening and assessment skills to assess team performance and needs.

What Do I Need to Know About Training?
The ATD Workshop Series is designed to be adaptable for many levels of both training facilita-
tion and topic expertise. Circle the answers in this quick assessment that most closely align with 
your level of expertise (Table I-1).

Table I-1. Quick Assessment: Level of Expertise

Question Authority Developing Expertise Novice
What is 
your level of 
expertise as a 
facilitator?

• More than 5 years of 
experience 

• Consistently receive 
excellent evaluations

• Lead highly interactive 
sessions with strong 
participant engagement

• 1 to 5 years of 
experience 

• Catch myself talking 
too much

• May feel drained after 
training

• Participants sometimes 
sit back and listen 
instead of engaging

• Less than 1 year of 
experience 

• Little idea what to do to 
be successful

• Eager to develop a 
facilitative style

How proficient 
are you with 
the topic?

• Well versed 

• Have taken courses

• Have read books or 
authored articles

• Have created training 
materials

• Are sought out by peers 
to present

• It is my passion

• On my way

• Have taken courses 

• Have read books

• Have created workshop 
materials

• Could benefit from the 
book’s support tools

• Had a course in school 

• Received feedback from 
respected colleagues 
indicating I have a 
natural inclination for 
this topic (but feel a bit 
like an impostor)

If you chose novice, your best bet is to follow the materials as they are designed. Spend extra 
time with the content to learn as much as possible about it. Read the examples and sample 
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stories, and plan examples of your own to share. Also, closely read chapter 5 on training deliv-
ery and consider practicing with a colleague before delivering the program. Take comfort in the 
tested materials you are holding and have confidence in your ability to apply them!

If you chose developing your expertise in one or both areas, logical choices for you may 
include starting out with the outline and materials, and then including anything you have 
developed that is relevant to the topic and your participants’ workplace needs. Or, taking the 
core content of the materials and adapting the learning techniques with interactive approaches 
you have used successfully in the past. Play to your strengths and develop your growth areas 
using the resources in this volume that complement your existing skills.

If you chose authority, feel free to adapt the agendas and materials as you see fit and use 
anything you have already developed. Or, you could simply incorporate training activities, 
handouts, and other materials from this volume into your own agenda. Enjoy the benefits of 
ready-to-use processes and support tools and have fun tailoring them to your preferences and 
organizational needs.

How Much Time Will Preparation Take?
Putting together and facilitating a training workshop, even when the agendas, activities, tools, 
and assessments are created for you, can be time consuming. For planning purposes, estimate 
about three to four days of preparation time for a two-day course, or about four hours per module.

What Are the Important Features of This Book?
Section I includes the two workshop formats (two-day and three-day format) with agendas and 
thumbnails from presentation slides as well as a chapter on customizing the workshop for your 
circumstances. The chapters are:

 • Chapter 1. Three-Day Workshop (24 hours program time) + Agenda + PPT (thumbnails)

 • Chapter 2. Two-Day Workshop (16 hours program time) + Agenda + PPT (thumbnails)

 • Chapter 3. Customizing the Management Development Training Workshops

The workshop chapters include advice, instructions, objectives, and workshop-at-a-glance 
tables, as well as full program agendas.

Section II is standard from book to book in the ATD Workshop Series as a way to provide a con-
sistent foundation of training principles. This section’s chapters follow the ADDIE model—the 
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classic instructional design model named after its steps (analysis, design, development, imple-
mentation, and evaluation). The chapters are based on best practices and crafted with input 
from experienced training practitioners. They are meant to help you get up to speed as quickly 
as possible. Each one includes several additional recurring features to help you understand the 
concepts and ideas presented. The Bare Minimum gives you the basics of what you need to 
know about the topic. Key Points summarize the most important points of each chapter. What 
to Do Next guides you to your next action steps. And, finally, the Additional Resources and 
References sections at the end of each chapter give you options for further reading to broaden 
your understanding of training design and delivery. Section II chapters include:

 • Chapter 4. Identifying Needs for Management Development Training

 • Chapter 5. Understanding the Foundations of Training Design

 • Chapter 6. Leveraging Technology to Maximize and Support Design and Delivery

 • Chapter 7. Delivering Your Management Development Workshop: Be a Great Facilitator

 • Chapter 8. Evaluating Workshop Results

Section III covers information about post-workshop learning:

 • Chapter 9. Follow-Up for Management Development Training

Section IV includes all the supporting documents and online guidance:

 • Chapter 10. Learning Activities

 • Chapter 11. Assessments

 • Chapter 12. Handouts

 • Chapter 13. Online Supporting Documents and Downloads

The book includes everything you need to prepare for and deliver your workshop:

 • Agendas, the heart of the series, are laid out in three columns for ease of delivery. The first 
column shows the timing, the second gives the presentation slide number and image for 
quick reference, and the third gives instructions and facilitation notes. These are designed 
to be straightforward agendas to keep you on track. They include cues on the learning activ-
ities, notes about tools or handouts to include, and other important delivery tips. You can 
download the agendas from the website (see chapter 13) and print them out for easy use. 

 • Learning activities, which are more detailed than the agendas, cover the objectives of 
the activity, the time and materials required, the steps involved, variations on the activity 
(in some cases), and wrap-up or debrief questions or comments.
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 • Assessments, handouts, and tools are the training materials you will provide to learn-
ers to support the training program. These can include instructions, reference materials, 
samples, self-assessments, and other tools specific to this course.

 • Presentation media (PowerPoint slides) are deliberately designed to be simple so that 
you can customize them for your company and context. They are provided for your con-
venience. Chapter 6 discusses different forms of technology that you can incorporate into 
your program, including different types of presentation media.

All the program materials are available for download, customization, and duplication. See 
chapter 13 for instructions on how to access the materials.

How Are the Agendas Laid Out? 
The following agenda is a sample from the two-day workshop.

TIMING SLIDES ACTIVITY/FACILITATOR NOTES
Begin Module 0 Slide Deck
8 a.m. 

(20 min)

Slide 0-1 Welcome and Introductions

Welcome participants and troubleshoot any issues 
to ensure a timely start. Be sure to get a sense of 
your audience and build rapport before you begin 
the training.

Slide 0-2 Icebreaker Activity 

Ask participants to write their own personal 
introduction in the form of a tweet that best 
describes how they view accountability as a 
manager.

Share the following instructions:

When composing a tweet:

• It can have a maximum of 280 characters

• Abbreviations are accepted (e.g., “2” for “too” 
and “4” for “for”)

Allow participants six minutes to complete the 
tweet, using their phone, Twitter, or laptop for  
word count.
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TIMING SLIDES ACTIVITY/FACILITATOR NOTES
Slide 0-3 Program Objectives

Welcome participants to the program. Mention 
that while many different factors play into 
managerial effectiveness, taking personal 
responsibility for a few important concepts can go 
a long way to ensure success.

Review the program’s overall learning objectives 
and explain that it will help them apply the 
ACCEL Model in their roles as managers.

Ask participants what most interests them about 
the course. Is there anything they had hoped to 
learn that they don’t see here?

8:20 a.m.

(20 min)

Slide 0-4 Learning Activity 1. What Are Your Greatest 
Team Management Challenges?

• Handout 1. What Are Your Greatest Team 
Management Challenges?

This activity is designed to get participants 
thinking about their work experience.

Post the flipchart:

Challenge Reason for 
Challenge

Ask participants to take a minute to record 
what they see as their greatest challenges to 
team management. Then identify if they are 
organizational challenges, personnel challenges, 
or challenges that result from opportunities for 
personal growth. Record their answers on the 
flipchart.

Discuss the examples, looking for themes and 
overlap among the group.

How Do I Use This Book?
Determine your degree of comfort relative to the level of preparation you will need to do to 
be ready to deliver this content in a two-day or a three-day format. The quick assessment in 
Table I-1 described three levels of expertise, which are listed below with guidance on what to 
expect to do to fully prepare to facilitate a successful workshop:
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 • If you chose authority, you can get right to work preparing one of the workshops in Sec-
tion I. Use Section II as a reference. Each of the chapters in Section II features informa-
tion that can help guide your preparation, delivery, and evaluation of training.

 • If you chose developing expertise, read Section II in depth and skim the topic content.

 • If you chose novice at training and the topic, then spend more significant time familiariz-
ing yourself with both Sections I and II and the topic content.

Once you have a general sense of the material, organize your workshop plan. Select the appro-
priate agenda and then modify the times and training activities as needed for your client. 

Key Points
 • The workshops in this book are designed to be effective at all levels of trainer expertise.

 • Effective training requires an investment of time.

 • The book contains everything you need to create a workshop, including agendas, learn-
ing activities, presentation media, assessments, handouts, and tools.

What to Do Next
 • Review the agendas presented in Section I and select the best fit for your requirements, 

time constraints, and budget.

 • Based on your level of expertise, skim or read in-depth the chapters in Section II.

 • Consider what kind of follow-up learning activities you will want to include with the 
workshop by reviewing Section III.



SECTION I
The Workshops
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Chapter 1

Three-Day Management 
Development Workshop

What’s in This Chapter

 ∙ Objectives of the three-day management development workshop

 ∙ Summary chart for the flow of content and activities

 ∙ Three-day program agenda

In this workshop, based on ATD’s research-based ACCEL Model, the focus is on the five key 
skills necessary for managerial success—accountability, collaboration, communication, engage-
ment, and listening and assessing. The objective is to develop the ability to effectively recruit, 
develop, engage, evaluate, and retain employees through more intentional talent development 
efforts. After learning how to apply the skills of managerial excellence inside the ACCEL frame-
work, a capstone experience will challenge participants to apply what they’ve learned to a real 
challenge from their work environment. They will be able to frame the issue, set goals, and map 
out a real and flexible plan to accomplish the goal.

A well-designed workshop engages participants in relevant and meaningful activities, group 
discussions, thoughtful presentations, and practical application. Facilitating a two- or three-day 
workshop requires the facilitator to have a high level of energy and focus, as well as the ability 
to read the energy level of participants. 

The three-day program agenda is the original design for the course. It approaches the materi-
als in a way that allows for a more detailed perspective so participants can deepen their indi-
vidual understanding of their management style. Many of the topics in this book could lend 
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themselves to full-day discussions, such as improving communication, working on teams, and 
creating psychologically safe work environments. Making a change in how you manage your 
staff can be difficult for many new and even experienced managers. So, the three-day format 
features a more detailed approach.

A manager’s attitudes and actions greatly influence how effectively their team members pro-
duce their work and how personally satisfied they are. Instilling personal accountability in 
your team begins with the manager. That’s why we recommend facilitating the course using 
this three-day workshop format. You might divide the course over three weeks and include an 
intersession discussion thread to reinforce or introduce content. Or, if time permits, you could 
facilitate the workshop over three consecutive days, which builds momentum in the course 
and emphasizes the importance of following the ACCEL Model as a strategy set for managers. 
Well-designed workshops incorporate activities that engage participants, getting them out of 
their seats and actively participating in relevant and meaningful experiential activities, large- 
and small-group discussions, personal reflection, and practice. This workshop presents a good 
mix of those experiences. Variety is key! Once you review the materials and are familiar with 
the course design, consider your audience and make any adjustments necessary for the group. 

A note about pre-work: The handouts stand alone and are distributed throughout the work-
shop as a part of the program. If you choose to include pre-work as part of the workshop, you 
can select an article or whitepaper that aligns with the ACCEL Model and is specific to the 
organization’s goals. 

Three-Day Workshop Objectives
By the end of the three-day workshop, participants will be able to:

 • Create a culture of accountability within a team.

 • Clarify team roles and support collaboration toward common objectives. 

 • Communicate transparently and openly to build credibility and lead change.

 • Support and coach direct reports to build engagement.

 • Apply listening and assessment skills to assess team performance and needs.
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Three-Day Workshop Overview
Day 1 Overview
TOPICS TIMING
Workshop Opening: Introducing ACCEL
Welcome and Introductions 5 minutes
Icebreaker Activity 10 minutes
Program Objectives 10 minutes
Learning Activity 1. What Are Your Greatest Team Management 
Challenges?

20 minutes

The ACCEL Model 15 minutes
Workshop Ground Rules 10 minutes
Break 15 minutes
Module 1. Accountability 5 minutes
FACES Framework for Accountability 5 minutes
Module 1 Learning Objectives 5 minutes
Defining Accountability 10 minutes
Learning Activity 2. Encouraging Positive Accountability 10 minutes
Break 10 minutes
Focusing on the Big Picture 5 minutes
Getting Focused 10 minutes
Learning Activity 3. Helping Your Direct Reports Focus 15 minutes
Raising Performance With Apprenticeships 10 minutes
Learning Activity 4. Consider an Apprenticeship 15 minutes
Setting Appropriate Challenges 20 minutes
Learning Activity 5. Planning Challenges for Your Team 15 minutes

Lunch 60 minutes
Establishing a Learning Culture 15 minutes
Learning Activity 6. Establishing a Learning Culture 15 minutes
Creating Psychological Safety 15 minutes
Learning Activity 7. Three Approaches 15 minutes
Wrap-Up and Reflection 10 minutes
Break 15 minutes
Module 2. Collaboration 10 minutes
Module 2 Learning Objectives 5 minutes
What is Collaboration? 20 minutes
Stand and Stretch Discussion 10 minutes
Learning Activity 8. Team Collaboration 10 minutes
Collaborative Competencies 25 minutes
Learning Activity 9. Your Greatest Lever of Change 10 minutes
Why Does Collaboration Fail? 15 minutes
Wrap-Up and Reflections 5 minutes
Prepare for Day 2 5 minutes

TOTAL 480 minutes (8 hours)
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Day 2 Overview
TOPICS TIMING
Welcome Back 10 minutes

Building a Collaborative Culture 15 minutes

Learning Activity 10. Applying Coaching Principles 15 minutes

Learning Activity 11. Applying Coaching Methods 20 minutes

Module 3. Communication 5 minutes

Module 3 Learning Objectives 5 minutes

The Importance of Effective Communication 20 minutes 

Learning Activity 12. Planning Effective Communication 10 minutes

Break 10 minutes

Communication Principles 15 minutes

Learning Activity 13. Using Effective Communication Principles 20 minutes

Define Persuasion 60 minutes

Lunch 60 minutes

Obstacles to Persuasive Communication 5 minutes

Learning Activity 14. Constructing a Persuasive Message 25 minutes

Deliver Actionable Feedback 10 minutes

SBI Feedback Tool 10 minutes

Learning Activity 15. Actionable Feedback Practices 20 minutes

Reinforcement Activity 10 minutes

Module 4. Engagement 5 minutes

Module 4 Learning Objectives 5 minutes

Conditions for Effective Feedback 50 minutes

Break 10 minutes

Learning Activity 16. Communicating Expectations 20 minutes

Building Autonomy 15 minutes

Assessment 1. Self-Reflection: A Coaching Culture 15 minutes

Reinforcement Activity 5 minutes

TOTAL 480 minutes (8 hours)

Day 3 Overview
TOPICS TIMING
Module 5. Listening and Assessing
Welcome Back 20 minutes
My Priority as a Manager 10 minutes
Module 5 Learning Objectives 15 minutes
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TOPICS TIMING
Self-Awareness and Active Listening 65 minutes
Break 15 minutes
Learning Activity 17. Choose a Spot 30 minutes
Common Biases 30 minutes
Learning Activity 18. Common Listening Biases 20 minutes
Learning Activity 19. Bias Self-Reflection 20 minutes
Lunch 60 minutes
Common Listening Errors 20 minutes
Learning Activity 20. Improving Listening Habits 25 minutes
Wrap-Up and Reflections 10 minutes
Module 6. Capstone and Post-Course Application
Module 6 Learning Objectives 20 minutes
Learning Activity 21. ACCEL Model Review 25 minutes
Your ACCEL Road Map 5 minutes
Learning Activity 22. Define Your Management Challenge or Opportunity 20 minutes
Learning Activity 23. Plan Your ACCEL Road Map 40–70 minutes
Wrap-Up and Reflections 5 minutes

TOTAL 480 minutes (8 hours)

Three-Day Workshop Agenda: Day 1
The focus of Day 1 is to introduce the ACCEL Model, which features the skills necessary for 
managerial success. Day 1 introduces the first two key skills: accountability and collaboration. 

Day 1—Facilitator Checklist

✓ TASK SUGGESTED 
TIMEFRAME

Carefully familiarize yourself with the program guide, activities, and 
handouts required to teach this program

Prior to session

Prepare any required chart materials Prior to session

Check room setup (including table and flipchart placement) and test 
equipment

Day of session

Place sticky notes and name tents on tables Day of session

Ensure you have the required materials for each participant attending the 
program

Day of session
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Agenda

Day 1 (8 a.m.–4 p.m.)

TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
BEGIN MODULE 0 SLIDE DECK
8 a.m. 

(5 min)

Slide 0-1 Welcome and Introductions

Welcome participants and troubleshoot any issues 
to ensure a timely start. Be sure to get a sense of 
your audience and build rapport before you begin 
the training.

8:05 a.m. 

(10 min)

Slide 0-2 Icebreaker Activity 

Ask participants to write their own personal 
introduction in the form of a tweet that best 
describes how they view accountability as a 
manager.

Share the following instructions:

When composing a tweet:

• It can have a maximum of 280 characters

• Abbreviations are accepted (e.g., “2” for “too” 
and “4” for “for”)

Allow participants six minutes to complete the 
tweet, using their phone, Twitter, or laptop for 
word count. 

8:15 a.m. 

(10 min)

Slide 0-3 Program Objectives

Welcome participants to the program. Mention 
that while many different factors play into 
managerial effectiveness, taking personal 
responsibility for a few important concepts can go 
a long way to ensure success.

Review the program’s overall learning objectives 
and explain that it will help them apply the 
ACCEL Model in their roles as managers.

Ask participants what most interests them about 
the course. Is there anything they had hoped to 
learn that they don’t see here?
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
8:25 a.m.

(20 min)

Slide 0-4 Learning Activity 1. What Are Your Greatest 
Team Management Challenges?

• Handout 1. What Are Your Greatest Team 
Management Challenges?

This activity is designed to get participants 
thinking about their work experience.

Post the flipchart:

Challenge Reason for 
Challenge

Ask participants to take a minute to record 
what they see as their greatest challenges to 
team management. Then identify if they are 
organizational challenges, personnel challenges, 
or challenges that result from opportunities for 
personal growth. Record their answers on the 
flipchart.

Discuss the examples, looking for themes and 
overlap among the group.

8:45 a.m.

(15 min)

Slide 0-5 The ACCEL Model

Explain that ATD’s ACCEL Model is a simple, 
yet powerful set of basic managerial actions and 
behaviors that, when applied consciously, can lead 
managers to better team outcomes and success. 
Review the following research to support the 
ACCEL Model and validate the application of the 
five components:

• Employees who are held accountable are more 
engaged (Gallup 2018).

• Organizations that trust and collaborate with 
their employees are two and a half times 
more likely to be high-performing revenue 
organizations (Interaction Associates).

• Communication with team members can 
increase the likelihood of engagement by  
almost 30 times.

There is just about a perfect correlation between 
a leader’s effectiveness in developing others and 
the level of their employees’ engagement and 
discretionary effort (Zenger and Folkman).
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
9 a.m.

(10 min)

Slide 0-6 Workshop Ground Rules 

Share these simple ground rules emphasizing 
participant partnership to get the most out of the 
workshop experience:

• Remove distractions.

• Engage with the activities and your peers.

• Ask questions!

9:10 a.m.

(15 min)

Slide 0-7 Break

Take time to meet and acclimate any participants 
who may have arrived late. Check in on room 
environment, temperature, and ensure you have 
materials for the next activity. 

BEGIN MODULE 1 SLIDE DECK
9:25 a.m.

(5 min)

Slide 1-2 Module 1. Accountability

This module explores how building a team culture 
of accountability can raise the performance and 
motivation of direct reports. Having a set of 
shared strategies can help direct reports focus 
on the team’s mission while using a variety of 
approaches to raise performance.

9:30 a.m.

(5 min)

Slide 1-3 FACES Framework for Accountability

FACES is a set of core principles that serves as a 
framework for building accountability on teams 
through five key strategies: 

• Focus

• Apprenticeships

• Challenge

• Education

• Safety

As you facilitate this module, reinforce each 
of these principles in-depth using your own 
prepared examples to demonstrate the application 
of each strategy.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
9:35 a.m.

(5 min)

Slide 1-4 Module 1 Learning Objectives

Review the learning objectives for accountability 
module.

9:40 a.m.

(10 min)

Slide 1-5 Defining Accountability

Participants record their own definitions and then 
discuss as a class. 

Refer to the slide as needed to use the word cloud 
as a prompt.

Slide 1-6 Accountability Mindset

An accountability mindset begins when the 
manager differentiates between a positive and 
negative approach to instilling accountability for 
team members. 

A positive accountability mindset means taking 
personal responsibility for your work, your 
role, and your relationship with colleagues. This 
mindset views accountability as a success factor 
versus being “held” accountable. 

A negative accountability mindset focuses on 
using accountability to hold someone accountable. 
It assumes deflecting responsibility for your work, 
your role, and your relationship with colleagues.

9:50 a.m.

(10 min)

Slide 1-7 Learning Activity 2. Encouraging Positive 
Accountability 

This activity is about the strategies already 
being used to encourage a mindset of positive 
accountability on teams.

Instruct participants to use sticky notes to write 
down strategies to get direct reports focused on 
organizational purpose and post them on two 
flipcharts on either side of the room. 

Have participants select a strategy that is new or 
an adaptation of something they already do.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
10 a.m.

(10 min)

Slide 1-8 Break

Take time to meet and acclimate any participants 
who may have arrived late. Check in on room 
environment, temperature, and any materials 
needed to prepare for next activity.

10:10 a.m.

(15 min)

Slide 1-9 Focusing on the Big Picture 

This section helps participants understand 
the connection between misalignment 
with organizational strategy and negative 
accountability. Reinforce that positive 
accountability is a primary driver in raising 
performance; understanding the big picture helps 
people take steps toward positive accountability.

Slide 1-10 Getting Focused

Have participants consider how their own work 
fits in with the larger goals of their team and 
organization. Discuss this question with table or 
small group: 

• How do your leadership responsibilities with 
your direct reports advance the team’s mission? 
The organization’s mission? 

10:25 a.m.

(15 min)

Slide 1-11 Learning Activity 3. Helping Your Direct  
Reports Focus

• Handout 2. Mission Accountability

Review the specific mission in participants’ 
organization and how employees carry out that 
mission. 

Follow the instructions in the learning activity.

10:40 a.m.

(10 min)

Slide 1-12 Raising Performance With Apprenticeships 

Use this slide to transition into a discussion of 
how to ensure employees are successful on the job. 
Reinforce what an apprenticeship is and highlight 
formal and informal apprenticeships referencing 
the instructor materials.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
Slide 1-13 Benefits of Apprentice Relationships

Highlight the statistics to reinforce the benefits 
and the value of apprentice relationships.

10:50 a.m.

(15 min)

Slide 1-14 Learning Activity 4. Consider an Apprenticeship 

• Handout 3. Self-Reflect

This activity includes a personal example of 
pairing a staff member with a more experienced 
colleague to encourage active alignment. 

Follow the instructions in the learning activity.

11:05 a.m.

(20 min)

Slide 1-15 Setting Appropriate Challenges

Now we’ll discuss how to build capacity for team 
members and develop milestone planning.

Discuss how challenges build your team.

Slide 1-16 Team Considerations

Discuss the things you need to consider when 
setting a team challenge.

11:25 a.m.

(15 min)

Slide 1-17 Learning Activity 5. Planning Challenges  
for Your Team

• Handout 4. Planning Challenging Tasks

Share a personal example specific to a job 
assignment and supports or milestones. 

Follow the instructions in the learning activity.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
11:40 a.m.

(60 min)

Slide 1-18 Lunch

Reset the room as needed. Post any flipchart on 
open wall space. Refill notepads or sticky notes, 
and highlighters or other writing materials. 

12:40 p.m.

(15 min)

Slide 1-19 Establishing a Learning Culture

Review the critical nature of building team 
accountability for continuous learning to drive 
results. 

Prepare examples of learning behavior or actions 
to deepen the conversation, reinforcing the 
importance for all team members being held 
accountable for learning and growth.

Slide 1-20 The next two slides reinforce the considerations 
that managers must take into account to reinforce 
individual contributions to team learning and 
development.

Slide 1-21

12:55 p.m.

(15 min)

Slide 1-22 Learning Activity 6. Establishing a  
Learning Culture 

• Handout 5. Creating a Learning Culture

This is the first role-play activity. It’s important to 
create accountability among the learners to follow 
the exercise roles and requirements.

Follow the instructions in the learning activity.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
1:10 p.m.

(15 min)

Slide 1-23 Creating Psychological Safety

To encourage the kinds of behaviors that will 
enable your team to excel—like learning and 
collaboration—managers need to create an 
environment in which their direct reports can 
take risks and try new things. At one time or 
another, most people have known workplaces 
where employees were afraid to speak up when 
they had new ideas. 

Organizational psychologist Amy Edmondson 
introduced the idea of psychological safety, which 
is defined as a shared belief by members of a team 
that the team is safe for interpersonal risk taking.

Slide 1-24 The Benefits of Psychological Safety

Creating a psychologically safe team enables 
members to take the normal, everyday risks 
involved in doing their jobs with the confidence 
that everyone on the team will support them.

Slide 1-25 Building Psychological Safety

How can you build psychological safety?

1:25 p.m.

(15 min)

Slide 1-26 Learning Activity 7. Three Approaches 

• Handout 6. Building Psychological Safety 

This activity divides participants into groups of 
two. If the workshop is larger than 24 people, 
allow for some groups of three. 

Follow the instructions in the learning activity.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
1:40 p.m.

(10 min)

Slide 1-27 Module 1 Wrap-Up and Reflection

Invite two or three volunteers to be the “gateway 
to lunch.” 

Ask them to choose one of the three review 
options and respond, using an example from the 
content in Module 1:

• Pause

• Reflect 

• Act 

Here’s an example that you could use as a 
prompt (or you could generate your own): 

“It gave me pause to consider that my team may 
not feel safe to come forward with concerns 
related to bullying or any type of abuse by a leader 
or team member. I am accountable to my team to 
set the tone in my department.”

1:50 p.m.

(15 min)

Slide 1-28 Break

Check on participants for any questions or 
reflections on the materials. 

BEGIN MODULE 2 SLIDE DECK
2:05 p.m. 

(5 min)

Slide 2-2 Module 2. Collaboration 

Briefly reset from the last module. 

Have a Koosh ball to toss to a volunteer to share a 
quick takeaway from the morning that will stick 
with them. 
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
2:10 p.m.

(5 min)

Slide 2-3 This module provides an in-depth exploration 
of how to build a collaborative mindset on your 
team. Participants learn the most common 
reasons why efforts to build a collaborative culture 
fail, why it’s so important to build a collaborative 
mindset on your team, examine the most 
important competencies necessary for successful 
collaboration, and practice coaching strategies for 
building a team culture of collaboration.

2:15 p.m.

(5 min)

Slide 2-4 Module 2 Learning Objectives

Review the learning objectives for the 
collaboration module.

2:20 p.m.

(20 min)

Slide 2-5 What Is Collaboration? 

Paraphrase the following information: 

Collaboration is one of the most important ways 
that teams increase productivity—and today it 
is a more central feature of work life than ever. 
As online collaboration platforms like Slack 
proliferate, it’s expected that teams work together 
on major projects and initiatives on-site and even 
more important today, virtually. 

Collaboration frequently stalls out. Most 
organizations talk frequently about collaboration, 
but often fall into bad habits that prevent 
collaboration from flourishing, like isolating 
employees in teams and avoiding genuine 
discussion and debate of ideas. Historically, many 
organizations fail to help their employees build 
the habits that help them cultivate a genuinely 
collaborative mindset.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
Slide 2-6 Warm-Up Activity: What Does Collaboration 

Mean to You?

Follow the instructions on the slide. 

You may choose to have table groups do this or, 
if the group is fewer than 12 people, as a large 
group. 

Debrief by asking for two examples.

Slide 2-7 Collaborative Mindsets

In a collaborative environment, team 
members operate with a mindset of positive 
interdependence. Positive interdependence exists 
when all members of the group perceive that 
working together is to everyone’s advantage, and 
success depends on everyone’s participation.

Organizations with high levels of trust have 
three characteristics: credibility, respect, and fair 
treatment.

Group discussion: How might each of the three 
characteristics influence collaboration? Invite 
group feedback or assign one factor to one of the 
small groups to discuss and share.

2:40 p.m.

(10 min)

Slide 2-8 Stand and Stretch Discussion

Ask participants to stand and move away from 
their table group and pair up in groups of two or 
three. 

Discuss the following in small groups:

• What does “positive interdependence” mean for 
a team?

• What can you do to build a mindset of positive 
interdependence on your team?

As you facilitate, move around the room to listen 
for one or two appropriate examples and ask 
participants to share them. Debrief standing, then 
ask all to retake their seats. 
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
2:50 p.m.

(10 min)

Slide 2-9 Learning Activity 8. Team Collaboration 

• Handout 7. How Is Your Team Collaborating? 

In this activity you’ll reflect on your own work 
environment and the beliefs that shape your 
thinking as a manager relative to your team. Part 1 
focuses on personal application of a collaborative 
mindset. Part 2 focuses on reflecting on how 
effectively your team has collaborated over the 
past few months. 

Follow the instructions in the learning activity.
3 p.m.

(25 min)

Slide 2-10 Collaborative Competencies

We know that effective collaboration depends on  
building the right habits and behaviors on your  
team. Many people aren’t naturally strong 
communicators or effective relationship 
builders. As the team leader, it’s up to you to 
help them develop behaviors that enable them to 
collaborate more effectively and grow as leaders 
in their own right. 

You should also demonstrate behaviors that 
enable your team to collaborate more effectively.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
Slide 2-11 Collaborative Skills for Teams

Let’s consider some of the most important skills of 
high-performing collaborative teams: 

• Communication. Top performers understand 
the value of continuous information exchange. 
They actively seek information from a variety of 
sources and share it with colleagues. They use 
collaborative platforms to circulate information 
and ensure everyone has the up-to-date 
information they need to be successful.

• Problem solving. Effective teams solve problems 
successfully. They isolate problems, identify 
solutions, and take appropriate corrective action. 

• Conflict management. Great collaborators know 
that conflict can be an essential part of making 
decisions and know how to manage differences 
of opinion in a healthy way. They address friction 
productively and use consensus and teamwork to 
resolve issues. Great collaborators use differences 
of opinion to unify people around a common goal. 

• Relationship building. Top performers 
understand that one of the most important 
factors in success is establishing and maintaining 
productive relationships. They devote time 
and energy to building and maintaining 
relationships, striking up friendships easily, and 
making an effort to maintain them over time. 

• Emotional awareness. Great collaborators consider 
how the other person feels. They act in a way that 
communicates empathy and respect for those 
around them, and they demonstrate awareness of 
diversity among their team members, engaging that 
diversity to create lasting partnerships.

• Focus on results. Great performers maintain a 
laser focus on delivering results. They have a sense 
of urgency to make things happen and persist 
until the goal is reached. They understand how to 
share resources with the team and organization to 
support larger goals and get things done.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
3:25 p.m.

(10 min)

Slide 2-12 Learning Activity 9. Your Greatest Lever of 
Change 

• Handout 8. Reflection 

Introduce the activity by reminding participants 
that developing a collaborative team incorporates 
the manager’s accountability to apply the 
competencies we just reviewed. 

This reflection exercise may be done individually 
or in pairs. It is designed as a planning activity to 
get participants thinking of how they can apply 
collaboration skills to have the greatest impact 
and what steps they may take to develop the skills.

3:35 p.m.

(15 min)

Slide 2-13 Why Does Collaboration Fail?

• Handout 7. How Is Your Team Collaborating?

Highlight themes aligned with why collaboration 
doesn’t produce the intended results. 

• Collaboration training isn’t offered across the 
organization. While organizations often see the 
value of collaboration, they typically only offer 
collaboration training to senior leaders and high-
potential employees. When only some employees 
are familiar with collaboration language and 
skills, collaboration fails to get off the ground. 

• Collaboration becomes groupthink. When 
people come together for a brainstorming 
session, they’re often told not to criticize others’ 
ideas. But the total absence of criticism leads to a 
willingness to accept any idea and reduces your 
group’s overall creativity.

• Team members get lost in silos. The purpose 
of collaborative work is for your team to come 
together to do things they can’t do on their own. 
If they stay stuck in their own silos, you’ll lose 
opportunities to push work into new areas and 
move your team’s work forward.

• Collaboration isn’t viewed as part of the 
culture. When collaboration is seen as just a 
one-off activity that team members only need to 
engage in every now and then—rather than an 
integral part of the workplace culture—it’s hard 
to develop a truly collaborative environment.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
3:50 p.m.

(5 min)

Slide 2-14 Wrap-Up and Reflections

1. Choose one direct report on your team.  
What can you do to help them focus on the 
big goals your team and organization are 
working toward?

2. In a spirit of collaboration, what can you do  
to continue to improve the psychological 
safety your direct reports or other members  
of your team experience?

3. What is one thing you can do immediately to 
build a stronger learning culture on your team?

3:55 p.m.

(5 min)

Slide 2-15 Prepare the Group for Day 2

We will finish Collaboration as a lead-in to:

• Module 3. Communication

• Module 4. Engagement

What to Do Between Workshop Days
 • Make notes about follow-up you need to do before the second day.

 • Reset the room if the workshop is in-person. Adjust any posted materials as needed.

 • Capture facilitator lessons learned from the first day and, if necessary, adjust any materials 
or your facilitation plan for Day 2. Debrief Day 1 with your co-facilitator, if appropriate.

 • Take care of any equipment, room setup, catering, or other learning environment issues 
you weren’t able to address during the workshop.

 • Gather together the materials required for the Day 2 activities. Ensure that you have 
printed any necessary handouts. 

 • Get a good night’s sleep to ensure that you are refreshed and ready for Day 2.
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Three-Day Workshop Agenda: Day 2
The focus of Day 2 is the ACCEL Model skills collaboration, communication, and engagement. 

Day 2—Facilitator Checklist

✓ TASK SUGGESTED 
TIMEFRAME

Carefully familiarize yourself with the program guide, activities, and 
handouts required to teach this program

Prior to session

Prepare any required chart materials Prior to session

Check room setup (including table and flipchart placement) and test equipment Day of session

Place sticky notes and name tents on tables Day of session

Ensure you have the required materials for each participant attending the 
program

Day of session

Agenda

Day 2 (8 a.m.–4 p.m.)

TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
CONTINUE MODULE 2 SLIDE DECK
8 a.m. 

(10 min)

Slide 2-16 Welcome Back

Arrive at least an hour before the session starts 
to ensure that the room is set up, equipment 
works, and materials are arranged for participants. 
This gives you time to welcome participants and 
reconnect with them from Day 1.

Being prepared will help you conduct a successful 
workshop.

Invite comments from Day 1, and check to see if 
there’s anything they want to focus on for Day 2.

8:10 a.m.

(15 min)

Slide 2-17 Building a Collaborative Culture

Tell participants that before you transition to the 
third skill, communication, you’ll be discussing 
one last aspect of collaboration: building a 
collaborative culture. A strong culture is crucial to 
highly effective communication and relationships.

The focus of this final aspect of collaboration 
is on coaching. We’ll examine the application 
of effective coaching to elevate the overall 
performance of your team.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
Slide 2-18 What Makes a Good Coach?

If your team culture needs work, you may need to 
approach your work in a new way.

Rather than simply managing your direct reports, it’s 
time to step into a coaching role. Think about how 
you can listen to your direct reports, offer guidance, 
and help them develop and grow professionally.

Coaching is a demanding task. It requires you 
to give much more time and attention to your 
employees. But the rewards may surprise you. 
You’ll find your direct reports taking greater 
accountability for their actions, working together 
more effectively, and taking greater ownership 
over solving problems.

Slide 2-19 Delivering Effective Coaching

One of the most important aspects of coaching 
is the strength of the relationship between the 
coach and the employee. Employees need to feel 
that they are in a safe environment where they are 
free to share their ideas and thoughts, so a sense 
of rapport needs to exist between coaches and 
employees. In addition, coaches must listen well 
and provide feedback to indicate receptiveness to 
the employee’s ideas.

8:25 a.m.

(15 min)

Slide 2-20 Learning Activity 10. Applying Coaching 
Principles 

• Handout 9. Coaching Principles

Follow the instructions in the learning activity.

Coaching Principles:

• Establishing Rapport

• Establishing Trust

• Asking Questions

• Setting Expectations
8:40 a.m.

(20 min)

Slide 2-21 Learning Activity 11. Applying Coaching 
Methods

• Handout 10. Coaching Scenarios

Follow the instructions in the learning activity.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
BEGIN MODULE 3 SLIDE DECK
9 a.m.

(10 min)

Slide 3-2 Module 3. Communication

Tell participants that the third skill of the  
ACCEL Model is also a key part of the ATD 
Capability Model and the first capability under 
“Building Personal Capability.”

Refer participants to TDcapability.org for the full 
model and an opportunity to understand how 
the ACCEL Model and the Capability Model 
complement and support each other.

Slide 3-3 Refer to the ACCEL Model.

In this module, we’ll explore and practice 
communication skills required to communicate 
effectively with your direct reports so they may  
be successful in their work for the department  
and the organization.

Slide 3-4 Module 3 Learning Objectives

Review the learning objectives for the 
communication module.

9:10 a.m.

(20 min)

Slide 3-5 The Importance of Effective Communication

Define effective communication practices.

We think about how we want to express our 
thoughts. We should offer encouragement, but 
also be straightforward about something that 
isn’t working. We want to create a safe place 
for employees to communicate their needs and 
interests. 
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
Slide 3-6 Elements of Effective Communication

Transition into describing the communication 
process.

The two-way process of communicating effectively 
seems straightforward—the sender relays a 
message through a specific channel to a receiver. 
The receiver repeats the process with a response, 
and the process continues until understanding is 
reached. 

Reinforce the following: 

Understanding specific elements of 
communication can help construct effective 
communication. The sender and receiver apply 
the same traits to initiate or reply to the message.

Traits of sender and receiver to navigate:

• Openness

• Adaptability

• Knowledge

• Opinion

• Attitude

• Culture

• Relationships
9:30 a.m.

(10 min)

Slide 3-7 Learning Activity 12. Planning Effective 
Communication

• Handout 11. The Importance of Effective 
Communication Planning

This activity reinforces the importance of applying 
a methodology for planning communication.

Follow the instructions in the learning activity.

9:40 a.m.

(10 min)

Slide 3-8 Break

Check on participants for any questions or 
reflections on the materials. 

Prepare for Learning Activity 16.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
9:50 a.m.

(15 min)

Slide 3-9 Communication Principles

Review the principles listed on the slide as 
fundamental for managers to develop and 
reinforce consistent communication with  
their team.

Transition to the next activity.

10:05 a.m.

(30 min)

Slide 3-10 Learning Activity 13. Using Effective 
Communication Principles 

• Handout 12. The Importance of Effective 
Communication Planning

Follow the instructions in the learning activity.

10:35 a.m.

(50 min)

Slide 3-11 Define Persuasion 

The act of causing people to do or believe 
something. Think of persuasion as an active or 
social activity of influence. In some cases, it is the 
act of encouraging people to understand different 
perspectives or priorities.

Slide 3-12 Review the three persuasive communication 
approaches:

• Use a productive tone.

• Don’t say it; show it.

• Address WIIFMs.

Transition to the next slide and discuss.

Slide 3-13 How Would You Say This?

Have participants respond to the prompts on the 
slide. Use this as a large-group brainstorm.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
11:35 a.m.

(60 min)

Slide 3-14 Lunch

Reset the room as needed. Post any flipchart on 
open wall space. Refill notepads or sticky notes, 
highlighters or other writing materials.

12:35 p.m.

(5 min)

Slide 3-15 Obstacles to Persuasive Communication

Have participants take a sticky note and post on a 
blank flipchart one obstacle to effective persuasive 
communication.

12:40 p.m.

(25 min)

Slide 3-16 Learning Activity 14. Constructing a Persuasive 
Message 

• Handout 11. The Importance of Effective 
Communication Planning

• Handout 13. Persuasive Communication and 
Managers 

Have participants reference Handout 13 for a 
communication they have to plan and practice by 
applying one of the three message techniques. 

Provide time to debrief.

Follow the instructions in the learning activity.
1:05 p.m.

(10 min)

Slide 3-17 Deliver Actionable Feedback

Useful feedback helps employees see how their 
performance is aligned with the organization’s 
goals, and it motivates teams to achieve at a 
higher level. How well people perform is directly 
related to their ability (from knowledge, skill, and 
feedback) and their motivation.

Transition the next slide, which shows a feedback 
model that focuses the information to be 
communicated.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
1:35 p.m.

(10 min)

Slide 3-18 SBI Feedback Tool

A feedback conversation needs preparation. 
Consider the following as a starting point. 

• What you want to say

• What issues need to be addressed

• What outcome you want 

• What topics don’t need to be brought up

Define each part of the SBI Feedback Tool.

• S: Identify the Situation 

 •  What’s happening or occurring to prompt a 
feedback conversation? 

 •  Define the where and when of the situation 
you are referencing to give context for your 
feedback. 

• B: Describe the Behavior 

 •  What do you see? 

 •  Point out observable behaviors specific to the 
situation you are referencing so the person is 
able to picture their role or part.

• I: Impact on Others

 •  How is it affecting others? 

 •  Describe the results of the behavior on the 
team, colleagues, customers, and the individual. 
Use “I” statements to explain the impact on you 
or others impacted by the behavior.

Divide participants into small groups and practice 
using SBI with one or two examples.

1:15 p.m.

(20 min)

Slide 3-19 Learning Activity 15. Actionable Feedback 
Practices

• Handout 14. The Four Feedback Practices

• Handout 15. The SBI Feedback Tool

Review the handouts and ask for insight or 
examples of feedback that was productive and 
feedback that was not helpful.

Follow the instructions in the learning activity.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
1:45 p.m.

(10 min)

Slide 3-20 Reinforcement Activity

Ask one participant to share their response. 

1. Which of the communication principles will 
you pay greater attention to in order to make 
your communication more effective?

2. How can you invite others on your team to use 
practices of actionable feedback to help you 
improve your performance as a manager?

LOAD MODULE 4 SLIDE DECK
1:55 p.m.

(5 min)

Slide 4-2 Module 4. Engagement

The fourth skill of ATD’s ACCEL Model is 
engagement, which means motivating, inspiring, 
and involving your direct reports. Engaged 
employees understand their specific role and 
its importance. By engaging team members, 
managers will have direct reports who are 
psychologically committed to their work and 
make positive contributions to their own 
development and the company (Crabtree 2013).

Slide 4-3 Module 4 Learning Objectives

Review the learning objectives for the engagement 
module.

2 p.m.

(55 min)

Slide 4-4 Conditions for Effective Engagement

Early research on engagement looked at the 
factors that affect an employee’s decision to 
complete tasks at work. Khan (1990) identified 
three psychological conditions: meaningfulness, 
safety, and availability.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
Slide 4-5 Check the energy level. Set the tone to continue 

discussion on engagement.

Have participants stand up and choose a word that 
describes engagement in their own professional 
experience; for example, trust or partnership. 

Use this slide to review the three conditions for 
effective engagement.

Slide 4-6 Demonstrate Value and Respect

Discuss this key point and reinforce the 
importance of consistency and respect.

Slide 4-7 Help Employees Feel Valued

Review these statistics to reinforce the lack 
of focus on expectations and connect back to 
Module 1. Accountability.

• Employees who believe their voice is heard are 
4.6 times more empowered to perform their best 
work (Salesforce 2018).

• Disengaged employees who feel undervalued 
cost US businesses up to $550 billion annually 
(The Conference Board et al. 2017).

• An environment that fosters continuous and 
supportive peer feedback with more frequent 
check-ins can spur employee growth and 
development (SHRM 2018).

Slide 4-8 Reflection

Have participants work at their table and select a 
questions to respond to.

• Is there more that you may learn about your 
team and their skills, knowledge, interests to 
support them in their roles? 

• When a new team member comes on board, 
what advice or recommendations are important 
to provide?

• What advice would you offer a team member 
who begins a new assignment or role?
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
2:55 p.m.

(10 min)

Slide 4-9 Break

Check on participants for any questions or 
reflections on the materials. 

3:05 p.m.

(20 min)

Slide 4-10 Learning Activity 16. Communicating 
Expectations 

• Handout 16. Demonstrating Value and Respect

Follow the instructions in the learning activity. 
Ask participants to work as a group.

3:25 p.m.

(15 min)

Slide 4-11 Building Autonomy

Review slide and pair up participants to discuss 
their experiences having autonomy as part of a 
coaching partnership.

3:40 p.m.

(15 min)

Slide 4-12 Assessment 1. Self-Reflection: A Coaching 
Culture

Have participants respond to the assessment as 
a reflection of their level of respect and value for 
their employees and team.

Follow the instructions in the learning activity.

3:55 p.m.

(5 min)

Slide 4-13 Reinforcement Activity 

Ask a participant to share their response to the 
following questions:

• What practices can I put in place to learn more 
about my employees to show that I value them?

• How can I best help provide autonomy and 
coaching for my team members?



43Chapter 1: Three-Day Management Development Workshop

What to Do Between Workshop Days
 • Make notes about follow-up you need to do before the third day.

 • Reset the room if the workshop is in-person. Adjust any posted materials as needed.

 • Capture facilitator lessons learned from the first day and, if necessary, adjust any materials 
or your facilitation plan for Day 3. Debrief Day 2 with your co-facilitator, if appropriate.

 • Take care of any equipment, room setup, catering, or other learning environment issues 
you weren’t able to address during the workshop.

 • Gather together the materials required for the Day 3 activities. Ensure that you have 
printed any necessary handouts. 

 • Get a good night’s sleep to ensure that you are refreshed and ready for Day 3.

Three-Day Workshop Agenda: Day 3
The focus of Day 3 is the ACCEL Model skill listening and assessing. 

Day 3—Facilitator Checklist

✓ TASK SUGGESTED 
TIMEFRAME

Carefully familiarize yourself with the program guide, activities, and 
handouts required to teach this program

Prior to session

Prepare any required chart materials Prior to session

Check room setup (including table and flipchart placement) and test 
equipment

Day of session

Place sticky notes and name tents on tables Day of session

Ensure you have the required materials for each participant attending the 
program

Day of session
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Agenda

Day 3 (8 a.m.–4 p.m.)

TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
LOAD SLIDES FOR MODULE 5
8 a.m.

(20 min)

Slide 5-2 Welcome Back 

Have participants change their seat for the last day 
of the course. Have the new table group members 
re-introduce themselves and share one thing that 
makes them effective in the role at work.

Have five or six volunteers introduce someone 
from their table and share what makes them 
effective.

8:20 a.m.

(10 min)

Slide 5-3 My Priority as a Manager

This opening activity is an individual reflection to 
prepare participants for the Module 5 material.

Have participants note which skill—more than 
one may be selected—is a priority for them to 
improve their listening and assessing proficiency.

8:30 a.m.

(15 min)

Slide 5-4 Module 5. Listening and Assessing

The fifth skill of ATD’s ACCEL Model is listening 
and assessing. Good listening is not easy or 
natural, especially under the types of stress and 
pressures to deliver that managers face every day. 
Good listening requires moment-to-moment 
practice and intention. As a manager, the ability 
to listen effectively is directly linked to a team’s 
performance; specifically, their engagement (or 
lack thereof) and their overall productivity and 
quality of work.

Slide 5-5 Module 5 Learning Objectives

Review the learning objectives for the listening 
and assessing module.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
8:45 a.m.

(65 min)

Slide 5-6 Self-Awareness and Active Listening

Among the output of the five senses (sight, 
hearing, touch, taste, and smell), listening is one 
of the few that can be improved. Listening can 
be developed with insight, tools, and practices to 
improve your listening and assessing skills. 

Have participants offer their opinion of that 
statement. Do they agree or disagree?

Slide 5-7 Pre-Work Debrief

• Assessment 2. Listening Self-Assessment

Have participants refer to Assessment 2, which 
they should have completed as pre-work.

Ask participants to offer examples of one or two 
behaviors or activities that they consistently do 
well and one or two that present an obstacle.

Discuss common themes and areas for 
improvement.

9:50 a.m.

(15 min)

Slide 5-8 Break

Check on participants for any questions or 
reflections on the materials.

10:05 a.m.

(30 min)

Slide 5-9 Learning Activity 17. Choose a Spot

• Handout 17. Listening Habits That Are 
Obstacles

List some common listening pitfalls that managers 
need to be aware of. They often occur in clusters 
and compete for our focus and attention to 
important details. 
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
10:35 a.m. 

(30 min)

Slide 5-10 Learning Activity 18. Common Listening Biases

• Handout 18. Five Common Listening Biases

We tend to think of bias as a bad thing and 
associate it with prejudice, but bias is part of our 
evolutionary process. A bias is simply a template 
we use to organize our perceptions of the world. 
It’s a default response that allows us to process 
information and respond to a situation more 
quickly. Although bias may be useful from an 
evolutionary perspective, it can be a problem 
when it causes us to judge a person or a situation 
without considering all the facts.

11:05 a.m. 

(20 min)

Slide 5-11 The Effects of Bias on Listening 

Have participants consider the question: 

• How can we be effective at listening and 
assessing when our brains are making judgments 
in advance?

Invite responses. To make the point on “making 
judgments,” gently push back on one or two 
comments by saying, “I’m not sure I agree with 
your statement.” Or “I’m thinking something 
completely opposite so let’s move on.”

Ask participants how they felt and if others 
observed you doing that.

11:25 a.m.

(20 min)

Slide 5-12 Learning Activity 19. Bias Self-Reflection

• Handout 19. Minimize Bias

Have participants review the slide and choose one 
of the four actions to minimize the impact of bias, 
either positive or negative.

11:45 a.m.

(60 min)

Slide 5-13 Lunch

Reset the room as needed. Post any flipcharts on 
open wall space. Refill notepads or sticky notes, 
and highlighters or other writing materials.
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
12:45 p.m.

(20 min)

Slide 5-14 Common Listening Errors

Participants can refer to Assessment 2 during this 
closing activity.

Review the slide and comment on the six 
common listening errors. Provide a brief example 
of each to give context for participants.

1:05 p.m.

(25 min)

Slide 5-15 Learning Activity 20. Improving Listening Habits

Describe how to use a mind map to brainstorm 
strategies to improve listening habits. 

Follow the instructions for the learning activity.

1:30 p.m.

(10 min)

Slide 5-16 Wrap-Up and Reflections

Have participants stand for a round-robin 
takeaway and ask them to choose one of the 
following: 

• Something they will start immediately

• Something they will continue

• Something they will stop or adjust 

LOAD THE SLIDE DECK FOR MODULE 6
1:40 p.m.

(20 min)

Slide 6-1 Module 6. Capstone

Post-Course Project Application
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TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
Slide 6-2 Module 6 Learning Objectives

Review objectives, emphasizing that they have 
independent time to begin their plan.

2 p.m.

(25 min)

Slide 6-3 Learning Activity 21. ACCEL Model Review

• Handout 20. ACCEL Model Review 

Have participants divide into five groups and 
assign one ACCEL skill to each group. 

Allow 10 minutes for groups to review their 
assigned strategy. Each group has three minutes to 
present the key features to the large group.

2:25 p.m.

(5 min)

Slide 6-4 Your ACCEL Road Map

Tell participants they can develop their plan using 
the ACCEL road map to apply the ACCEL Model 
to an internal project.

2:30 p.m.

(20 min)

Slide 6-5 Learning Activity 22. Define Your Management 
Challenge or Opportunity

• Handout 21. Defining Your Challenge or 
Opportunity Tool

Distribute Handout 21. This is a process for 
defining your management challenge and selecting 
which ACCEL Model skill to apply as a focus. 

Walk through the model.
2:50 p.m.

(40–70 min)

Slide 6-6 Learning Activity 23. Plan Your ACCEL Road Map

• Handout 21. ACCEL Road Map

Give participants the next 40 to 70 minutes to 
complete the road map. They may work with a 
partner or alone. Offer your insight as needed to 
help them complete as much as possible. 



49Chapter 1: Three-Day Management Development Workshop

TIMING SLIDES ACTIVITIES, NOTES, CONSIDERATIONS
3:30 or 4 p.m.

Close

Slide 6-7 Wrap-Up and Reflections

Close the course with a thank you and a reminder 
to complete the course evaluation. Share the 
evaluation link if online or email it to participants.

What to Do Next
 • Determine the schedule for training classes; reserve the location and catering you may 

wish to provide.

 • Identify and invite participants. Inform participants about pre-work or reading. We rec-
ommend that participants read and complete the activities in Handouts 3, 4, 5, 6, 7, and 8.

 • Review the workshop objectives, activities, and handouts to plan the content you will use.

 • Prepare copies of the participant materials and any activity-related materials you may 
need. Refer to chapter 13 for information about how to access and use the supplemental 
materials provided for this workshop.

 • Gather tactile items, such as Koosh balls, crayons, magnets, Play-Doh, or others, you 
wish to place on the tables for tactile learners. See chapter 7 for other ideas to enhance 
the learning environment of your workshop.

 • Prepare yourself both emotionally and physically. Confirm that you have addressed 
scheduling and personal concerns so that you can be fully present to facilitate the class.

 • Get a good night’s sleep before you facilitate your workshop so that you have the energy 
and focus to deliver an outstanding session for your participants.
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