Design Document

Training Title: 7 Habits of Highly Effective People

Business Goal
and Problem Business Goal: To enhance leadership effectiveness and team productivity within the organization by

implementing the principles of Stephen Covey's "The 7 Habits of Highly Effective People" through
comprehensive leadership training.

Business Problem: The company is experiencing a significant gap in effective communication and
collaboration among teams, leading to frequent misunderstandings, project delays, and decreased
overall productivity. Additionally, there's a lack of cohesive leadership, resulting in inconsistent
Mmanagement practices, lower employee satisfaction, and high turnover rates.

By implementing leadership training centered on "The 7 Habits of Highly Effective People," the company
aims to address these issues as follows:

1. Improve Communication: The training will provide leaders with tools and techniques for
enhancing communication skills, such as active listening and clear expression of ideas. By
mastering Habit 5: "Seek First to Understand, Then to Be Understood," leaders will facilitate better
information flow and collaboration across teams, reducing misunderstandings and project delays.

2. Increase Productivity: Training will focus on Habit 3: "Put First Things First," helping leaders
prioritize tasks and streamline workflows. This approach will aid in effective time management
and decision-making, thereby improving overall productivity and efficiency.

3. Develop Effective Managers: The training will integrate Habit 7: Sharpen the Saw, emphasizing
continuous personal and professional improvement, physical well-being, emotional intelligence,
and work-life balance to enhance communication, collaboration, and leadership effectiveness. This
will result in a stronger leadership cohort, leading to improved employee satisfaction and reduced
turnover.

4. Promote Strategic Thinking: Leaders will be guided by Habit 2: "Begin with the End in Mind,"
fostering a strategic approach to decision-making and aligning actions with long-term goals. This
will help in tackling current issues proactively and aligning team efforts with the company's
strategic objectives.

5. Build a Cohesive Organizational Culture: The training will establish characteristics of a highly
synergistic culture, which promotes teamwork and mutual respect. This will unify the
organization, enhance team cohesion, and create a more positive work environment.
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By addressing these areas through targeted training, the company will bridge the communication and
leadership gaps, resulting in more effective collaboration, increased productivity, and a more cohesive
and satisfied workforce.

The audience for the virtual instructor-led training (VILT) on "The 7 Habits of Highly Effective People"
consists of workplace leaders who are seeking to enhance their leadership skills and effectiveness. This
group includes managers, supervisors, and team leaders who are responsible for guiding teams and
projects, and who face the challenge of balancing multiple priorities and deadlines. Participants are
expected to benefit from understanding how the 7 habits can be specifically applied to their leadership
roles, addressing challenges such as effective time management, team dynamics, and personal
productivity. The training aims to provide clear explanations, practical strategies, and actionable insights
tailored to the unique needs and responsibilities of leaders in a professional setting.

Terminal LOs:

1. Prioritize tasks effectively using Covey's time management matrix.
2. Listen empathetically before expressing their own ideas.
3. Use collaborative techniques to enhance collective effectiveness.

Enabling LOs:

1. Understand the principles of Covey's 7 Habits.

Delivery Method: VILT

Approach:

Virtual Platform: Zoom

Breakout Rooms for Scenario Application
Discussion

Poll

1 hour 30 min




Deliverables PowerPoint
Facilitator Guide
Participant Handout
Job Aid

Training
Outline Introduction:

e The 7 Habits of Highly Effective People by Stephen R. Covey is a guide to personal and professional
effectiveness.

e This book outlines a principle-centered approach for achieving lasting success.

e Dr. Covey introduces seven key habits that empower individuals to take control of their lives,
cultivate strong relationships, and reach their full potential.

7 Habits of Highly Effective People:
1. Habit 1: Be Proactive

e Description: Being proactive means taking responsibility for your own life. It involves recognizing
that you have the freedom to choose your responses to external stimuli rather than simply
reacting to circumstances.

e Key Principles: Initiative, self-awareness, and personal responsibility.

Actionable Steps:

1. Self-Awareness and Control:

o ldentify Triggers: Regularly reflect on situations that affect your mood and reactions. Keep
a journal to track these triggers and your responses.

o Practice Mindfulness: Use mindfulness techniques, such as deep breathing or meditation,
to maintain control over your responses and attitudes in the moment.

2. Accept Responsibility:

o Acknowledge Your Role: When a problem arises, identify your role and actions in the
situation. Ask yourself how you contributed to the outcome and what you can learn from it.

o Communicate Openly: If mistakes affect others, own up to them and communicate
honestly. Apologize if necessary and discuss ways to prevent similar issues in the future.

3. Take Initiative:

o Set Clear Goals: Define your personal and professional goals. Create a step-by-step plan to
achieve them, and regularly review and adjust your progress.

o Seek Solutions: When faced with challenges, brainstorm potential solutions and choose
the best course of action. Take decisive steps to implement your chosen solution.

4. Manage Responses:




o Reframe Situations: When encountering setbacks or criticism, consciously reframe your
perspective to focus on what you can control and improve.

o Practice Positive Self-Talk: Replace negative thoughts with constructive and positive
affirmations to maintain a proactive mindset.

5. Avoid Blaming Others:

o Focus on Action: Instead of blaming others, focus on what you can do differently. Ask
yourself how you can influence the situation positively.

o Build Resilience: Develop coping strategies to handle challenges without resorting to
blame. This could include seeking support, learning new skKills, or adjusting your approach.

2. Habit 2: Begin with the End in Mind

N~ o @

W

Description: This habit emphasizes starting each day, task, or project with a clear vision of your
desired direction and goals. It encourages individuals to define their mission and goals in life.
Key Principles: Goal-setting, long-term vision, and personal leadership.
Actionable Steps:
Align individual goals with organizational objectives to create a sense of purpose.
Promote long-term thinking by encouraging employees to consider the broader impact of their
work.
Focus on outcomes by guiding teams to achieve desired results in their planning and decisions.
Equip your team members with the tools, resources, and training they need to work towards
their goals effectively.
o Implementing Objectives & Key Results to set goals and measure progress.
o Use project management tools, like Asana/Trello or Microsoft Project, for planning and
tracking tasks.
o Create a vision board that gives visual representations of the long-term goals.
o Use Gantt Charts or Roadmap Templates to visualize project timelines, set a scope, and
keep tasks aligned with the end goal.

3. Habit 3: Put First Things First

Description: Putting first things first is about prioritizing tasks based on importance rather than
urgency. It involves organizing and executing around priorities and principles.

Key Principles: Time management, prioritization, and self-discipline.

Actionable Steps:

Lead by example- Start by demonstrating prioritization and time management in your own work.

Show how you tackle high-priority tasks first and manage your schedule effectively.
Share best practices- Regularly communicate the methods you use for prioritizing tasks and




managing time. This helps everyone understand and adopt these practices.

3. Create schedules- Support your team in creating and sticking to schedules that reflect their
priorities. This helps ensure they focus on what's truly important.

e Covey's Time Management Matrix

o Ql: Urgent and Important: These are tasks that need immediate attention and are crucial
for your success. Neglecting these can have serious consequences.

o Q2: Not Urgent but Important: These are tasks related to long-term goals and personal
development. These are important but not time-sensitive.

o Q3: Urgent but Not Important: These are tasks that demand immediate attention but have
little value in achieving your long-term goals.

o Q4 Not Urgent and Not Important: These are tasks that neither add value nor require
immediate action. These are often time-wasting activities.

4. Habit 4: Think Win-Win

e Description: Think Win-Win is a mindset and approach to interpersonal interactions that seeks
mutually beneficial solutions and outcomes for all parties involved.
Key Principles: Collaboration, mutual respect, and seeking shared benefits.

e Actionable Steps:

1. Encourage Collaboration:

o Example: Implement regular cross-functional team workshops where members from
different departments collaborate on solving a common problem or developing a new
initiative.

2. Recognize and Reward Contributions:

o Example: Introduce a “Employee of the Month” program that highlights individuals who
have made significant contributions toward team goals. For example, if a team member
successfully leads a project that results in a major client win, publicly acknowledge their
effort in a team meeting and offer a reward such as a gift card or extra time off.

3. Provide Support and Resources:

o Example: Create a professional development fund that employees can use to attend
relevant courses, conferences, or obtain certifications. For instance, offer subsidies for team
members to attend workshops on new technologies or management skills that can
enhance their performance and contribute more effectively to the team's success.

5. Habit 5: Seek First to Understand, Then to be Understood




e Description: Effective communication begins with listening empathically to understand the
perspective of others before seeking to be understood. It involves genuine empathy and respect
for others’ viewpoints.

e Key Principles: Empathetic listening, communication skills, and emotional intelligence.

e Actionable Steps:

1. Genuinely listening to people's thoughts and feelings.

2. Viewing situations from their viewpoints.

3. Allowing others to express themselves without interruption.

4, Encourage empathy by promoting understanding and respect for different viewpoints within the
team.

5. Facilitate dialogue by encouraging open discussions and providing regular opportunities for

feedback and communication.

6. Use reflective techniques by implementing techniques like paraphrasing and summarizing to
ensure accurate understanding before responding.

e Key practices for empathetic listening include:

o Being Fully Present: Remove distractions and give your full attention.
Practice Active Listening: Reflect on what's said and ask clarifying questions.
o Show Empathy and Understanding: Acknowledge feelings and understand their
perspective.
Avoid Interrupting: Let them finish and use nonverbal cues to show engagement.
o Provide Thoughtful Feedback: Summarize key points and express appreciation.
Respond Appropriately: Share relevant ideas and link responses to what was said.

6. Habit 6: Synergize

e Description: Synergy is the idea that the whole is greater than the sum of its parts. It involves
valuing differences and leveraging diversity to create new possibilities and solutions through
collaboration.

e Key Principles: Teamwork, creativity, and openness to different perspectives.

Actionable Steps:

1. Encouraging Teamwork: Promote collaborative projects and team activities that require input
from various members.
a. Examples:
e Introduce team-based performance metrics and rewards
e Utilize collaboration tools such as Slack or Microsoft Teams to facilitate real-time
communication and collaboration.




Assessment
Plan

Valuing Every Perspective: Ensure that all voices are heard and considered in decision-making
processes.
a. Examples:
e Form focus groups to provide feedback on new initiatives or company policies.
e Implement a practice of holding decision-making meetings where every team member can
contribute ideas.
Communicate the Big Picture: Help employees understand how their individual contributions fit
into the broader organizational goals.
a. Examples:
e Create visual roadmaps that link the company's strategic goals with team projects.
e Host quarterly all-hands meetings where senior leaders present updates on organizational
goals, key performance metrics, and strategic initiatives.

7. Habit 7: Sharpen the Saw

Description: Sharpen the Saw focuses on self-renewal and self-care. It emphasizes preserving and
enhancing your greatest asset—yourself—by regularly renewing the four dimensions of your
nature: physical, mental, emotional, and spiritual.

e Key Principles: Continuous improvement, balance, and renewal.
e Actionable Steps:
1. Take care of your body through proper nutrition, exercise, and sufficient sleep
2. Support mental growth by engaging in diverse learning opportunities
3. Nurture spiritual and personal development by finding meaningful ways to contribute to others
4. Promote work-life balance to maintain overall well-being and effectiveness
Summary:

These habits are intended to be integrated into daily practices to enhance personal and
professional effectiveness.

Each habit builds upon the others, creating a holistic framework for personal growth and
leadership development.

Practicing these habits requires conscious effort and consistent application to achieve lasting
positive change in behavior and mindset.

Level 2 Assessment:




Feedback Surveys:

e Distribute surveys to participants to gather feedback on the training content, materials,
facilitation, and overall learning experience.

e Include questions about the relevance of the training to their roles, clarity of concepts, and
practical applicability.

Simulated Scenarios:

e Assign participants to apply "The 7 Habits" in real or simulated scenarios (e.g., leadership projects,
team initiatives).

Level 3 Assessment:
Behavioral Observations:

e Implement periodic observations or check-ins with managers/supervisors to assess participants'
application of "The 7 Habits" in their work behaviors.
e Look for evidence of:
o Improved time management and prioritization skills.
o Enhanced communication and collaboration within teams.
o Demonstrated leadership qualities such as proactive problem-solving and empathetic
listening.

360-Degree Feedback:

e Gather feedback from peers, direct reports, and supervisors/managers to evaluate changes in
participants' leadership behaviors post-training.

e Use structured assessments or qualitative interviews to capture perceptions of behavior change
and effectiveness.




