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Activity 3: Leadership Envelopes

This activity helps learners translate abstract leadership principles into practical on-the-job behaviours.
Learners work in groups to come up with real-life application of leadership principles. The groups take
multiple rounds to build upon the ideas of each other, and in the end, evaluate the best ideas to identify
the most useful behaviours.
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Topic:
leadership & delegation skills

Basic skills:
leadership QEAS

Keywords:
leadership QEAS, leadership behaviour

Cost:
Free

Duration:
30 to 90 minutes

Rating:
(Tick the smiley to remember how much you liked it!)

© O 06

Self-Employment and English Co-funded by the
for Peripheral Regions Erasmus+ Programme
2018-1-NL01-KA202-038947 of the European Union

* K 5
"

Ky K




) Lyt

Description of learning outcomes

The learning outcomes of this activity are related to:

V" leadership principles and QEAS

v" leadership behaviours through Critical thinking

v delegation competences through leadership
concepts

W scinis |

The skills trained in this activity highlight the relevance
of Leadership skills focused in real life application:

v" delegation skills
v" empowerment skills

ICompetences |

This activity wants the learners to be competent
enough to:

v" foster the leadership principles so important to
drive your business into growth sustainable
business

v" have the ability to develop critical thinking among
learners focused in leadership daily behaviours

v" boost the knowledge of leadership concepts among
learners with special emphasis in Delegation and
Empowerment skills

IKnow/edge

v" Provides a new learners approach to leadership
concepts

V" Fosters critical thinking as a path into real life
application of leadership concepts

v" Requests knowledge of main leadership concepts

<\

Requests organising and conduct group activities
v The inputs of trainers will be very welcome to
introduce the skills of delegation and
empowerment in the context of leadership

! We suggest reading: http://bit.ly/2PEau8N
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Activity description

Consider the following steps for the development of
the activity.

Leadership Envelopes ‘

This group activity is developed in a classroom, with
teams’ organisation. The goal is to explore everyday
applications of leadership principles. The time limit
flows from 30 to 90 minutes.

I Preparation of activity

In your classroom, place the tables in a circular format
with chairs around each table, and gather the following
material to implement the activity.

Requested material:

V" 5leadership-principle envelopes. Write a leadership
principle on the front of each envelope®.

v" Response cards. 4 index cards for each team

v" Pens or pencils to write in those cards

v Timer

v Whistle

Organize the participants: Divide the participants into
four teams of three to seven members. Teams should
be approximately the same size.

Brief the participants. Review the five leadership
principles. Explain to participants that the activity
requires them to translate these principles into
everyday on-the-job behaviors.

I Implementation of activity

1) Distribute the supplies. Give one leadership-
principle envelope and four index cards to
each team.
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3)

4)

5)

6)
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Conduct the first round. Ask team members to
discuss the leadership principle on the envelope
they received, and to identify how this principle can
be applied to on-the-job decisions and behaviours.
Ask team members to write short sentences
describing these application examples on an index
card. Announce a time limit of 3 minutes and
encourage the teams to work rapidly. Explain that
the teams' response cards will eventually be
evaluated in terms of both the number and the
quality of the examples.

Conclude the first round. After 3 minutes, blow the
whistle to announce the end of the first round. Ask
each team to place their response card (the index
card with its application examples) inside the
envelope and pass the envelope, unsealed, to the
next team. Instruct the teams not to open the
envelope they receive.

Conduct the second round. Ask the teams to review
the leadership principle on the envelope they
received, but not to look at the application
examples on the response card inside. Ask the
teams to repeat the earlier procedure, and list the
application examples of this principle on a new
response card. After 3 minutes, blow the whistle
and ask teams to place the response card inside the
envelope and pass it to the next team.

Conduct more rounds. Conduct two more rounds of
the game repeating the same procedure.

Conduct the evaluation round. Start the fifth round
just as you did the previous rounds. However, tell
the teams that they do not have to write any more
application examples. Instead, the teams must
evaluate the four response cards inside the
envelope. They do this by reviewing the individual
examples on each response card and then

comparing the overall merits of the cards with each
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8)

9)

other. The teams have 100 points to distribute
among the four response cards to indicate each
card's relative merit. Announce a suitable time limit
for this evaluation activity.

Present the results. At the end of the time limit,
check on the teams to ensure they have completed
their task and have recorded each response card the
number of points awarded. Select a team at random
to present their evaluation results. Ask the team to
announce the leadership principle on the envelope,
and read the application examples on each card,
beginning with the card that received the least
number of points. The team should progress from
one card to the next in an ascending order of the
number of points. After reading all four cards, the
team should announce how it distributed the 100
points and briefly explain the criteria used for
distributing the points.

Determining the Winner. Instruct the teams to
place all the response cards on a table at the front
of the room; then call for each team to collect their
cards. Ask the teams to add up the points on their
cards to determine their total score. Invite the
members of each team to announce their total
scores. Identify and congratulate the team with the
highest score.

There are right answers, and the score obtained is
simply to highlight some aspects that the coach
should improve. It is necessary to answer all
questions for reliable result. Once completed the
test, the trainer will discover their level of
leadership behaviour aiming to improve the less
scored aspects. Remember to take the opportunity
to highlight Empowerment and Delegations skills as
they have some relevance in the Bridge 4 of the Self-

Regenerate model.
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Methodological summary:

v Working method: Start with a brief introduction about five principles of leadership. Some information should be
taught and followed by individual work and group discussions probably amongst learners and after trainers
insights to guide the activity.

v Assessment/evaluation method:
* Formative evaluation: debrief the examples inside each envelope with the learning participants through
questions; presenting and comparing results, etc. Take the opportunity to highlight the delegation and
empowerment concepts in leadership as they are contents developed within Bridge 4 of Self Regeneration base
model.
* Learning diaries - incite the learners to take notes of the most important things they learned (enhancing the
ability to extract information and draw conclusions)

v Methodological recommendation for implementation in existing training measures:
* |t is important to gain the learners' interest and to motivate them well for this task; they discover more about
their leadership skills and their ability to be successful entrepreneurs.

v" Learning environment preparation: their own space in the classroom

v Resources/ materials needed: classroom, tables, chairs, five envelopes, pens or pencils to write, 16 cards (4 cards
for each 4 teams), one timer and whistle if you wish.

v Motivation drivers for learners: Within this activity, using teamwork, it is eased through critical thinking these
five leadership concepts to Self-Regenerate learners and how important these concepts are to evolve their
business achieving better results.

v Suggested activity to do next: Conduct a debriefing discussion to add value to the activity. Here are some
suggested questions:

0 What are the interesting patterns among the application examples?

0 Can you find similarities among application examples related to different leadership principles?

0 What leadership principle was the most difficult one for you to come up with suitable application
examples? The easiest one? Why?

0 Reflect on your workplace situation. Which leadership principle application idea could you
implement immediately?

Note: Sample for the leadership-principle envelopes:
You can also use the following five principles taken from James M. Kouzes and Barry Z. Posner's The Leadership
Challenge (Jossey-Bass Publishers, 1995):

v Challenge the process

v Inspire a shared vision
v Enable others to act
v" Model the way
v" Encourage the heart
Self-Employment and English Co-funded by the e
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‘Handout for participants

Leadership Envelopes ‘ IRequired Material

This activity aims at easing the abstract leadership principles v Five envelopes

into practical on-the-job behaviours. Learners work in groups v Pens or pencils to write
to come up with real-life application of leadership principles. v 16 cards (4 cards for each 4 teams)
The groups take multiple rounds to build upon the ideas of v 1timer
each other, and in the fand, evaluate the best ideas to identify /1 whistle (if you wish)
the most useful behaviours.
Your task:
STEP 1 Consider...
1) Organise your team in your classroom. Put the classroom tables in a | Think what you
circle and chairs for your team. need for  this
2) Ask your trainer for 1 envelope and 4 cards, and pens or pencils to activity.
write.
3) Get ready with your team for trainer instructions how you should
proceed.
STEP 2 Notes on Step 2
P 1) Read carefully the subject treated in the envelope received from your Keep in mind these
trainer. five leadership

2) Think about daily examples at your job of leadership related with subjects treated in
your subject written in the envelope. Gather all team examples in 3 g3¢h envelope.
minutes, write them in one card, and put them inside the envelope.

3) Close the envelope and pass it to the next team at your left.

Meanwhile, receive the new envelope from the team placed at your
right side. Don’t read the card inside, it belongs to the other team.

4) Repeat this step 4 times in total.

STEP 3 Notes on Step 3
1) At the fifth time, open the envelope and evaluate from 0 to 100 the Keep in mind the
examples and answers written in those 4 cards inside the envelope. gjjected examples
Define a criterion to do so. and compare them
2) After your team evaluation, put the envelope at the trainer’s table. g the initial
3) After the envelopes are all collected, open them and sum all the ntroduction made

evaluations obtained per team. by your trainer
STEP 4 Notes on Step 4
1) Define who are the winners, and congratulate them. Debrief the
@ . . .
\ . 2) Debrief the best examples with your trainer and colleagues. examples done at
Folre . 3) Write your notes about leadership. the learning activity
with colleagues and
trainers.
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Your Notes:
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