Module – Communication – Contributing and Leading Discussions 


Module Name: 	Contributing and leading discussions
Example: Daily contributions, Team meetings – huddles

Purpose:	The ability to communicate information, opinions, and ideas using the spoken word and body language. Speaking requires active efforts to communicate through the spoken word, paying attention to content, emphasis, and focus to convey meaning and nuances. 

Logistics: 		1.5 - 2 hours

Facilitator: 		Member of the WEM Facilitation Team  

Special Instructions:  Not applicable at this time.

Essential Skills: 	Oral Communication 

Transferability to the Workplace 

Impact to the organization:

· Smoother working relationships
· More effective team meetings and conversations
· More effective team member

Learning Objective
 
By the end of the session the participants will be able to:

· Identify ways we can reduce our messaging during a standing meeting.
· Identify ways we can improve the conversation when we are standing.
· Discuss tips for being a good team member.
· Discuss how these tips relate to contributing effectively to a discussion in the workplace/classroom.

Assessment(s):

· MI Assessment completed prior to the program.
· Completion of activities during the module.




Program Overview 

Activity:  Back-to-back

Move the participants into pairs then ask the participants to stand back to back. Next ask the participants to speak to each other about a classroom activity for 3 minutes.

Ask: 
A) What did that feel like? 
B) How is that similar to when we are speaking to each other?
C) How is the back-to-back activity different than when we are speaking with each other in the workplace/classroom?
D) How is the back-to-back activity similar to when we are speaking with each other in the workplace/classroom?


Review: What is a team meeting within the specific workplace partner? What is a huddle with the participants (If applicable to the workplace partner)?

Learning objective: Identify ways we can reduce our messaging during a standing meeting.
Learning objective: Identify ways we can improve the conversation when we are standing.

Have the participants stand up in the hallway or in an open area of the classroom. Ask each person to identify one thing we can do to distract from our conversation while standing up.

Then ask what are things we can do to improve the conversation when we are standing?

Learning objective: Discuss tips for being a good team member.

Review and discuss the following tips with the participants.

Tips for Being a Good Team Member
· Don't cherry-pick projects. It can be tempting to choose only those projects that seem easier, or ones that offer more benefits. But if you choose more difficult projects, and accept what's offered to you, you'll earn a reputation for being a hard worker. Your boss will notice your willingness to take on a challenge, and it will pay off in the long term.
· [bookmark: _GoBack]Support other people on your team by offering positive feedback, and providing help if they need it. Your willingness to collaborate and help others will make a good impression on both the group and upper management.
· Share information and resources with your team. Remember, you're all there for one purpose – and by keeping everyone informed, you contribute to that goal. If you have past experiences or knowledge that can help others, then offer it. They'll appreciate the help.
· Keep a positive attitude. If you complain, delay, or give the tough assignments to others, people will notice – and they may start to avoid you. A positive attitude can be a refreshing change, and it will help others stay focused and productive as well.
Source: https://www.mindtools.com/pages/article/newTMM_53.htm

Learning objective: Discuss how these tips relate to contributing effectively to a discussion in the workplace/classroom.

Identify with the participants 6 different classroom and workplace type communication opportunities/situations.

Once the list is compiled moved the participants into different groups and then assign them question A or B. 

A) How can you apply these ideas “tips” in the workplace situations?
B) How can you apply these ideas “tips” to the classroom situations?

Once the participants have had the chance to discuss the question, then ask them to stand at the front of the room to share their ideas. 

Wrap-Up: 
Connect todays learnings to the overall theme of the LIFT to work program.
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