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Personal Objectives 
 

 
Personal Objectives 
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4MAT 
 
 

 
 
The 4MAT model is a useful way of designing lessons. Why do you think it works so well? 
 

 
 
 
 
 
 

 

K =  
A =  
S =  
H =  
 
KASH is a useful acronym to reminder us about 4 things that we are affecting when we are working 
on our emotional intelligence. What other things do you think we are also impacting upon? 
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Emotional Intelligence: Why It Can Matter More Than IQ 
The 1995 publication of Daniel Goleman’s groundbreaking book was heralded by a Time magazine cover 

that read: 
 

t s   t s t   t s t e e   be  t e t  te e e  be t e best 
e t   s ess  e  e e  t t e s t  be s t  
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Why is EI important? 5 good reasons 
 

1. Studies have shown that a high emotional quotient (or EQ) boosts career success, entrepreneurial 
potential, leadership talent, health, relationship satisfaction, humour, and happiness. (Harvard 
Business Review) 

 
2. It is also the best antidote to work stress and it matters in every job — because all jobs involve 

dealing with people, and people with higher EQ are more rewarding to deal with. (Harvard Business 
Review) 

 
3. There is a growing body of research findings that scientifically demonstrates that emotional 

intelligence predicts how well we perform at home, school and in the workplace. (Reuven Bar-On, 
Ph.D) 

 
4. Studies of 500 organisations worldwide indicate that people who score highest on EI measures rise 

to the top of organisations (Fenman, Using Emotional Intelligence at Work) 
 

5. 46% of newly hired employees will fail within 18 months. 89% for lack of soft skills – such as 
professionalism or ability to get along with others. 
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Why is EI important? 
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Notes on this: 
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Exercise 1 
 
Why EI is important 
 
How do you assess the levels of EI in staff in your school? 
 

 
 
 

 
How could this be even better? 
 

 
 
 

 
And what about yourself?  
 

 
 
 

 
How would you assess your own EI?  
 
How do you think EI affects your school culture? 
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Exercise 2 
 
EI Competency Strengths 
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EI – The 12 Competencies with Descriptors 
 

A 
Emotional self-awareness 

The ability to understand our own emotions and 
their effects on our performance. 

B 
Emotional self-control 

The ability to keep disruptive emotions and 
impulses in check and maintain our effectiveness 

under stressful or hostile conditions. 
C 

Adaptability 
Flexibility in handling change, juggling multiple 

demands, and adapting our ideas or approaches. 

D 
Achievement orientation 

Striving to meet or exceed a standard of 
excellence; looking for ways to do things better, 
set challenging goals and take calculated risks. 

E 
Positive outlook 

The ability to see the positive in people, 
situations, and events and persistence in pursuing 

goals despite obstacles and setbacks. 

F 
Empathy 

The ability to sense others’ feelings and 
perspectives, taking an active interest in their 

concerns and picking up cues about what others 
feel and think. 

G 
Organisational awareness 

The ability to read a group’s emotional currents 
and power relationships, identifying influencers, 

networks, and organisational dynamics. 

H 
Influence 

The ability to have a positive impact on others, 
persuading or convincing others in order to gain 

their support. 
I 

Coach and mentor 
The ability to foster the long-term learning or 

development of others by giving feedback, 
guidance, and support. 

J 
Conflict management 

The ability to help others through emotional or 
tense situations, tactfully bringing disagreements 

into the open and finding solutions all can 
endorse. 

K 
Teamwork 

The ability to work with others towards a shared 
goal; participating actively, sharing responsibility 
and rewards, and contributing to the capability of 

the team. 

L 
Inspirational leadership 

The ability to inspire and guide individuals and 
groups towards a meaningful vision of excellence, 

and to bring out the best in others. 
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You are given 2 sets of the 12 competencies of EI as defined by Daniel Goleman.  
With one set create a diamond-9 as explained to you which illustrates what you consider to be your 
EI competency strengths.  
Make a record of this below.  
 
Then with the other set create a second diamond-9 which illustrates the EI competencies in terms 
of those you consider to be most important.  
Make a record of this below as well. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Compare the two diamond-9’s and look to see what you might need to focus on working on.  
Record this here.  
 

 
 
 
 

 
Discuss your thoughts with another person with you today. 
 
  

What I consider to be 
my strengths 

What I consider to be 
the most important 
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Exercise 3 
 
Leading with style using EI 
 
You will be given a set of cards that provide statements that you are asked to match with the 6 styles 
of leadership in a table that you create as below. When you have done this decide on which styles 
you use most. 
 

The 6 leadership styles 
 

 Commanding Visionary Affiliative Democratic Pacesetting Coaching 
The leader’s 

modus 
operandi 

      

The style in a 
phrase 

      

Underlying 
emotional 

intelligence 
competencies 

      

When the style 
works best 

      

Overall impact 
on climate 
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Exercise 4 
 
My own leadership style 
 
What is your preferred style or styles of leadership? 
 

 
 
 

 
Is there one or more you might develop further? 
 

 
 
 

 
What benefit might this bring to you? 
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Exercise 5 
 
IQ or EQ? What makes a good leader? 
 
With a colleague discuss the actions of a good leader in the table below. You might add more actions 
concerning a leader you know.  Then in the righthand column decide whether each action is more 
associated with a person’s IQ or their EQ or both. 
 

Actions of a good leader 
 

IQ or EQ 
or IQ/EQ 

Appreciative  
Approachable  
Caring  
Cheerful  
Clear, precise (communication)  
Concerned  
Empathetic  
Ethical  
Friendly  
Good communicator  
Good listener  
Good team builder  
Hard worker  
Helpful  
Honest  
Kind  
Knowledgeable  
Reflective  
Results-oriented  
Visionary  
  
  
  
  

 
 EQ IQ 

Totals   
Ratio   
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Exercise 6 
The top characteristics of admired leaders 
 
We look for many special qualities in our leaders. The research of James M. Kouzes & Barry Z. Posner 
indicates that the attributes listed below and called the “Characteristics of an Admired Leader” 
account for most of these qualities.  
 
From this list of twenty attributes, please select the seven you most look for in a leader - in someone 
whose direction you would willingly follow. Just place a check (√) by seven items; there’s no need 
to rank or rate them. You will be given the % figures after doing this.  
 

 %  % 
☐ Ambitious (aspiring, hardworking, 
striving) 

 ☐ Honest (truthful, has integrity, 
trustworthy, has character, is trusting) 

 

☐ Broad-Minded (open-minded, flexible, 
receptive, tolerant) 

 ☐ Imaginative (creative, innovative, 
curious) 

 

☐ Caring (appreciative, compassionate, 
concerned, loving, nurturing) 

 ☐ Independent (self-reliant, self-sufficient, 
self- confident) 

 

☐ Competent (capable, proficient, 
effective, gets the job done, 
professional) 

 ☐ Inspiring (uplifting, enthusiastic, 
energetic, humorous, cheerful, optimistic, 
positive about future) 

 

☐ Cooperative (collaborative, team 
player, responsive) 

 ☐ Intelligent (bright, smart, thoughtful, 
intellectual, reflective, logical) 

 

☐ Courageous (bold, daring, fearless, 
gutsy) 

 ☐ Loyal (faithful, dutiful, unswerving in 
allegiance, devoted) 

 

☐ Dependable (reliable, conscientious, 
responsible) 

 ☐ Mature (experienced, wise, has depth)  

☐ Determined (dedicated, resolute, 
persistent, purposeful) 

 ☐ Self-Controlled (restrained, self-
disciplined) 

 

☐ Fair-Minded (just, unprejudiced, 
objective, forgiving, willing to pardon 
others) 

 ☐ Straightforward (direct, candid, 
forthright) 

 

☐ Forward-Looking (visionary, 
foresighted, concerned about the future, 
sense of direction) 

 ☐ Supportive (helpful, offers assistance, 
comforting) 
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Variations in sectors 
 

 
 
Exercise 7 
The 5 top leadership practices 
 
You have a “Leadership Practices Inventory” in your booklet below. 
There are 30 statements. Give your responses to these using the 1-10 scale on the sheet. 
 
Then transfer your responses onto the “Leadership Practices Inventory Results Table” on the 
following page.  
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Leadership Practices Inventory 
 
Complete the activity according to the following scale. The rating scale runs from 1 to 10. Choose 
the number that best applies to each statement. 

 
 
 
 
 
 
 

 
  Score   Score 
1 I set a personal example of what I 

expect of others. 
 16 I ask for feedback on how my actions 

affect other peoples’ performance. 
 

2 I talk about future trends that will 
influence how our work gets done. 

 17 I show others how their long-term 
interests can be realised by enlisting 
in a common vision. 

 

3 I seek out challenging opportunities 
that test my own skills and abilities. 

 18 I ask “What can we learn?” when 
things don’t go as expected. 

 

4 I develop cooperative relationships 
among the people I work with. 

 19 I support the decisions that people 
make on their own. 

 

5 I praise people for a job well done.  20 I publicly recognise people who 
exemplify commitment to shared 
values. 

 

6 I spend time and energy making 
certain that the people I work with 
adhere to the principles and 
standards we have agreed on. 

 21 I build consensus around a common 
set of values for running our 
organisation. 

 

7 I describe a compelling image of 
what our future could be like. 

 22 I paint the “big picture” of what we 
aspire to accomplish. 

 

8 I challenge people to try out new 
and innovative ways to do their 
work. 

 23 I make certain that we set achievable 
goals, make concrete plans, and 
establish measurable milestones for 
the projects and the programmes 
that we work on. 

 

9 I actively listen to diverse points of 
view. 

 24 I give people a great deal of freedom 
and choice in deciding how to do 
their work. 

 

10 I make it a point to let people know 
about my confidence in their 
abilities. 

 25 I find ways to celebrate 
accomplishments. 

 

11 I follow through on the promises 
and commitments that I make. 

 26 I am clear about my philosophies of 
leadership. 

 

12 I appeal to others to share an 
exciting dream of the future. 

 27 I speak with genuine conviction 
about the higher meaning and 
purpose of our work. 

 

1  = Almost never 
2  = Rarely 
3  = Seldom 
4  = Once in a while 
5  = Occasionally 

6  = Sometimes 
7 = Fairly often 
8  = Usually 
9  = Very frequently 
10  = Almost always 
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13 I search outside the formal 
boundaries of my organisation for 
innovative ways to improve what we 
do. 

 28 I experiment and take risks, even 
when there is a chance of failure. 

 

14 I treat others with dignity and 
respect. 

 29 I ensure that people grow in their 
jobs by learning new skills and 
developing themselves. 

 

15 I make sure that people are 
creatively rewarded for their 
contributions to the success of our 
projects. 

 30 I give the members of the team lots 
of appreciation and support for their 
contributions. 
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Leadership Practices Inventory Results Table 
 

Q Score Q Score Q Score Q Score Q Score 
1  2  3  4  5  
6  7  8  9  10  
11  12  13  14  15  
16  17  18  19  20  
21  22  23  24  25  
26  27  28  29  30  
Total:  Total: Total: Total: Total: 
 

Model the way 
 

Inspire a shared 
vision 

Challenge the 
process 

Enable others to 
act 

Encourage the 
heart 

 
 
For any of these do you have a total score that is less than 45? 
 

 
 

 
Or do you have a score that is less than 5/6 for any of the 30 individual statements?  
 

 
 

 
If so, is this due to your belief system? 
 

 
 
 

 
Or is it due to an organisational constraint? 
 

 
 
 

 
Or is it due to a lack of knowledge? 
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Exercise 8 
The 10 commitments of leadership 
 
From analysing your own “Practices Inventory Results Table” and the “5 Practices and 10 
Commitments of Leadership Table” below decide on the order of the commitments that you will 
work on.   
 
5 Practices and 10 Commitments of Leadership Table 
 

Practices Commitments Order of commitments I will work 
on and how 

1. Model 
the way 

1. Clarify values by finding your voice and 
affirming shared ideals. 

 

2. Set the example by aligning actions with 
shared values. 

 

2. Inspire 
a shared 
vision 

3. Envision the future by imagining exciting 
and ennobling possibilities. 

 

4. Enlist others in a common vision  
by appealing to shared aspirations. 

 

3. 
Challenge 
the 
process 

5. Search for opportunities by seizing the 
initiative and by looking outward for 
innovative ways to improve. 

 

6. Experiment and take risks by constantly 
generating small wins and learning from 
experience. 

 

4. Enable 
others to 
act 

7. Foster collaboration by building trust and 
facilitating relationships. 

 

8. Strengthen others by increasing  
self-determination and developing 
competence. 

 

5. 
Encourage 
the heart 

9. Recognise contributions by showing 
appreciation for individual excellence. 

 

10. Celebrate the values and victories by 
creating a spirit of community. 
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Exercise 9 
 
Discovering my present EI (as I assess it) 
 

Emotional Intelligence (EI) Questionnaire 
 
Introduction. This self-assessment questionnaire is designed to get you thinking about the various 
competences of emotional intelligence as they apply to you. Daniel Goleman first brought 
‘emotional intelligence’ to a wide audience with his 1995 book of that name. He found that while 
the qualities traditionally associated with leadership such as intelligence, toughness, determination 
and vision are required for success, they are insufficient. Truly effective leaders are also 
distinguished by a high degree of emotional intelligence, which includes: 
 
1. Self-awareness 
The ability to recognise what you are feeling, to understand your habitual emotional responses to 
events and to recognise how your emotions affect your behaviour and performance. When you are 
self-aware, you see yourself as others see you, and have a good sense of your own abilities and 
current limitations. 
 
2. Managing emotions 
The ability to stay focused and think clearly even when experiencing powerful emotions. Being able 
to manage your own emotional state is essential for taking responsibility for your actions, and can 
save you from hasty decisions that you later regret. 
 
3. Motivating oneself 
The ability to use your deepest emotions to move and guide you towards your goals. This ability 
enables you to take the initiative and to persevere in the face of obstacles and setbacks. 
 
4. Empathy 
The ability to sense, understand and respond to what other people are feeling. Self-awareness is 
essential to having empathy with others. If you are not aware of your own emotions, you will not 
be able to read the emotions of others. 
 
5. Social Skill 
The ability to manage, influence and inspire emotions in others. Being able to handle emotions in 
relationships and being able to influence and inspire others are essential foundation skills for 
successful teamwork and leadership. 
 
What to do 
 
1. Assess and score each of the questionnaire's statements. Score your assessment, using a scale 
where: 

• 1 indicates that the statement does NOT apply at all 
• 3 indicates that the statement applies about HALF THE TIME 
• 5 indicates that the statement ALWAYS applies to you 
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2. Total and interpret your results 
Transfer your scores to the calculation table and total your results. Remember, this tool is not a 
validated psychometric test - the answers you give are likely to vary depending on your mood when 
you take it. 
 
3. Consider your results and identify one or two actions you can take immediately to 
strengthen your emotional intelligence. 
 
1. Assess and score how much each statement applies to you 
 
Read each statement and decide how strongly the statement applies to YOU. 

Score yourself 1 to 5 based on the following guide. 
1 = Does not apply,  3 = Applies half the time,  5 = Always applies 

 
 Scores 
1 I realise immediately when I lose my temper 1 2 3 4 5 
2 I can 'reframe' bad situations quickly 1 2 3 4 5 
3 I am able to always motive myself to do difficult tasks 1 2 3 4 5 
4 I am always able to see things from the other person's viewpoint 1 2 3 4 5 
5 I am an excellent listener 1 2 3 4 5 
6 I know when I am happy 1 2 3 4 5 
7 I do not wear my 'heart on my sleeve' 1 2 3 4 5 
8 I am usually able to prioritise important activities at work and get on 

with them 
1 2 3 4 5 

9 I am excellent at empathising with someone else's problem 1 2 3 4 5 
10 I never interrupt other people's conversations 1 2 3 4 5 
11 I usually recognise when I am stressed 1 2 3 4 5 
12 Others can rarely tell what kind of mood I am in 1 2 3 4 5 
13 I always meet deadlines 1 2 3 4 5 
14 I can tell if someone is not happy with me 1 2 3 4 5 
15 I am good at adapting and mixing with a variety of people 1 2 3 4 5 
16 When I am being 'emotional' I am aware of this 1 2 3 4 5 
17 I rarely 'fly off the handle' at other people 1 2 3 4 5 
18 I never waste time 1 2 3 4 5 
19 I can tell if a team of people are not getting along with each other 1 2 3 4 5 
20 People are the most interesting thing in life for me 1 2 3 4 5 
21 When I feel anxious I usually can account for the reason(s) 1 2 3 4 5 
22 Difficult people do not annoy me 1 2 3 4 5 
23 I do not prevaricate 1 2 3 4 5 
24 I can usually understand why people are being difficult towards me 1 2 3 4 5 
25 I love to meet new people and get to know what makes them 'tick' 1 2 3 4 5 
26 I always know when I'm being unreasonable 1 2 3 4 5 
27 I can consciously alter my frame of mind or mood 1 2 3 4 5 
28 I believe you should do the difficult things first 1 2 3 4 5 
29 Other individuals are not 'difficult' just 'different' 1 2 3 4 5 
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30 I need a variety of work colleagues to make my job interesting 1 2 3 4 5 
31 Awareness of my own emotions is very important to me at all times 1 2 3 4 5 
32 I do not let stressful situations or people affect me once I have left 

work 
1 2 3 4 5 

33 Delayed gratification is a virtue that I hold to 1 2 3 4 5 
34 I can understand if I am being unreasonable 1 2 3 4 5 
35 I like to ask questions to find out what it is important to people 1 2 3 4 5 
36 I can tell if someone has upset or annoyed me 1 2 3 4 5 
37 I rarely worry about work or life in general 1 2 3 4 5 
38 I believe in 'Action this Day' 1 2 3 4 5 
39 I can understand why my actions sometimes offend others 1 2 3 4 5 
40 I see working with difficult people as simply a challenge to win them 

over 
1 2 3 4 5 

41 I can let anger 'go' quickly so that it no longer affects me 1 2 3 4 5 
42 I can suppress my emotions when I need to 1 2 3 4 5 
43 I can always motivate myself even when I feel low 1 2 3 4 5 
44 I can sometimes see things from others' point of view 1 2 3 4 5 
45 I am good at reconciling differences with other people 1 2 3 4 5 
46 I know what makes me happy 1 2 3 4 5 
47 Others often do not know how I am feeling about things 1 2 3 4 5 
48 Motivations has been the key to my success 1 2 3 4 5 
49 Reasons for disagreements are always clear to me 1 2 3 4 5 
50 I generally build solid relationships with those I work with 1 2 3 4 5 

 
2. Total and interpret your results 
 
Record your 1, 2, 3, 4, 5 scores for the questionnaire statements in the grid below. 
The grid organises the statements into emotional competency lists. 
 

Self-awareness Managing 
emotions 

Motivating 
oneself 

Empathy Social skills 

1  2  3  4  5  
6  7  8  9  10  
11  12  13  14  15  
16  17  18  19  20  
21  22  23  24  25  
26  27  28  29  30  
31  32  33  34  35  
36  37  38  39  40  
41  42  43  44  45  
46  47  48  49  50  
TOTAL  TOTAL  TOTAL  TOTAL  TOTAL  
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Interpret your totals for each area of competency using the following guide. 
 
35-50  This area is a strength for you. 
18-34  Giving attention to where you feel you are weakest will pay dividends. 
10-17  Make this area a development priority. 
 
Record your result for each of the emotional competencies: strength, needs attention or 
development priority. 
 

 Strength Needs attention Development priority 
Self-awareness    
Managing emotions    
Motivating oneself    
Empathy    
Social Skill    

 
3. Consider your results and identify actions you can take immediately to strengthen your emotional 

intelligence. 
 

Actions 
1  

 
 

2  
 
 

3  
 
 

4  
 
 

5  
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Exercise 10 
 
Which team do you like best? 
 
Give the advantages and disadvantages to each of these teams. 
Which one do you feel works most effectively? 
What kind of team are you working in at present? 
 
Notes 
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Exercise 11 
 
How to use EI with teams 
 
You will be asked to read about one of seven ways of developing emotionally intelligent teams that 
you will find below. Once you have completed this then you will be asked to give your thoughts 
about this to the rest of the group. They can ask you questions about this and if you are the ‘expert’ 
in this area.  
 
Each member of the group will do the same with their particular area of ‘expertise’.  
 
When you have listened and spoken about each of the seven areas then you can write a brief 
summary of what you might do differently back in work in terms of developing an emotionally 
intelligent team. 
 
Notes: 
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7 Ways to Create Emotionally Intelligent Teams 
 
By John Rampton 
 
When Daniel Goleman released “Emotional Intelligence” in 1995, did anyone think that this best-
selling book would transform the role of leadership? 
 
After selling more than 5,000,000 copies and being dubbed “a revolutionary, paradigm-shattering 
idea” by the Harvard Business Review, it’s clear that Goleman struck a chord with business leaders. 
 
But, is it possible to create emotionally intelligent teams? 
 
In their landmark research findings published in “Building the Emotional Intelligence of Groups”, 
Vanessa Urch Druskat and Steven B. Wolff assert that emotional intelligence underlies the effective 
processes of successful teams and that such resulting processes cannot be imitated; they must 
originate from genuine emotional intelligence at the team level.  
 
While creating successful teams isn’t as simple as mimicking the processes of emotionally intelligent 
groups of people, what you can do is create the necessary conditions in which team members can 
develop their emotional intelligence. Those three conditions are:  
 
 

1. trust among members,  
 

2. a sense of group identity and  
 

3. a sense of group efficacy. 
 
Here are the seven things you can do to foster these three conditions that constitute emotionally 
intelligent teams: 
 
1. Be a ring leader 
Before you can start improving your team’s EI, you have to work on yourself by cultivating: 
 

• Self-awareness - leaders aren’t only self-aware; they also know how to recognize their emotions. 
• Emotional management - leaders are able to maintain their cool. 
• Effective communication - leaders are able to clearly express their thoughts. 
• Social awareness - leaders can realize what’s going on and give valuable feedback. 
• Conflict resolution - leaders can effectively handle conflicts and offer a resolution. 

On top of these EI traits, leaders should also be respected by their team members. That can be 
accomplished by working on these five traits of business leaders who are respected: 
 

• Act polite and respectful - leaders treat everyone with common courtesy. 
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• Show a willingness to change - leaders learn from their mistakes and failures so that you can grow. 
• Listen - leaders don’t just listen, they ask their employees what’s going on and leaders ask for 

employee feedback. 
• Avoid excuses - leaders own up to their own mistakes. 
• Help others - leaders are always willing to lend a helping hand whenever someone needs it. 

Remember, if you want your team to become more emotionally intelligent, then you must first work 
on building your own personal EI and becoming a leader that your team can respect and someone 
they can rally behind. 
 
2. Identify team members’ strengths and weaknesses 
Your team members are more than just employees or a job title. They’re unique individuals who 
have great stories to tell. Your employees also have diverse skills, talents, and knowledge that could 
be beneficial to your overall goals. 
 
If you want to make the most of every team member, then start by getting to know them better. 
Preferably, you should learn to know more about them outside of a project so that you can see what 
they can bring to the table outside of their traditional job role or title. Hewlett-Packard, according 
to Druskat and Wolff, likes to have each of their employees work at cross-training (training in 
different fields to their own with experts in these fields in the business). This means team members 
see how much they can learn from each other across different skill sectors and expertise.  
 
Additionally, you want to look beyond first impressions, encourage innovation, let your team 
members do the teaching, and offer rewards and recognition. 
 
When a team member does make a mistake, offer useful feedback so that you show that mistakes 
can be useful if we learn from it.  
 
3. Spark passion and purpose 
First, as a leader, make sure that you hire the right team members. I’m not just talking about people 
with the skills or experience. I’m talking about individuals who fit into your company’s culture and 
are passionate about their work and your business. 
 
Even though you’ve hired the right individuals, this doesn’t mean that they won't run out of passion 
from time-to-time. To prevent sagging energy from occurring, you can spark passion by doing the 
following: 
 

• Recognizing the accomplishments and hard work of your team members 
• Having a flexible and engaging work environment where teamwork is valued 
• Making sure that your company has a mission that you are working toward so that everyone has a 

sense of purpose 
 
4. Build team norms 
As Druskat and Wolff state in “Building the Emotional Intelligence of Groups”: 
 

 e t  te e e s b t s  ts t t e  b  e e e  t s t b t  te  
e be    t t  eet  e e  t s b t s  t     s  t s t b t 
 e t  s ss   e s  t s b t s   et e be   s t ts  t s t b t 

TONY SWAINSTON THURSDAY 16 MAY 2019  

© 2019 Hawker Brownlow Education. All rights reserved. TSN01
Proceedings of the Hawker Brownlow 16th Annual Thinking and Learning Conference, 16–19 May 2019

28



   
 

“Emotional Intelligence for Leadership Excellence in Schools” 
29 

   te s    e be s  e  t e  t s b t e  e  
 s se  te s  s e esse   t e t  t e s t  es e t  

 
Remember, when you do establish rules, make sure that they connect to your values. When these 
guidelines support both your business and your team members beliefs, they’ll be more inclined to 
jump to support and back these rules. 
 
5. Develop creative ways to manage stress 
Stress can lead to your employees getting burned out, as well as harm their overall health. Because 
of this, your team should be able to handle situations such as deadlines and grievances with other 
co-workers in a healthy way. 
 
To help keep the stress levels of your employees down, try some of the following tactics: 
 

• Stick to schedules: Rushing and extending projects can affect your team’s time management habits 
and skills. 

• Encourage team members to disconnect from work and take breaks: Give everyone a chance to 
rejuvenate by giving them some time to focus on activities that can help them relax. 

• Discourage multitasking: The multitasking technique does not work. In fact, it can double the amount 
of time it takes to complete a task. Encourage employees to focus on one task at a time. 

• Resolve conflicts: Not everyone in the workplace is going to get along. However, addressing any 
issues before they disrupt the office is a great stress reducer. 

• Be empathetic: You should be aware of what motivates your team, as well as any challenges, that 
you’re team may be experiencing. For example, if a team member has lost a loved one, then you 
should be compassionate and understand that their mind is elsewhere and ask how you can be 
supportive of them. 

 
6. Allow team members to have a voice 
Having excellent communication skills is an absolute must. You can help your team members 
develop stronger communication skills by having them work on active listening, gaining a better 
understanding of body language, and giving them a channel to vent their frustrations or concerns. 
However, don’t let those negative emotions drag the entire team down. Instead, use it 
constructively so that your team can solve a problem together and figure out how to way to address 
the problem. 
 
Additionally, you should also give your team the opportunity to share their ideas. The Hay Group, a 
consulting firm, uses a ‘storyboarding’ technique where team members create a small poster that 
represents their ideas. And, make sure that you even ask and encourage your quiet team members 
what they think. 
 
7. Encourage employees to work and play together 
While there can be disadvantages to spending every waking moment together, having employees 
who spend time with each other outside of the workplace can actually be beneficial to the 
workplace. 
 
Stephen Ufford from Trulioo says: 
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“Team members should definitely hang out outside of work. It makes working together more 
enjoyable and helps co-workers stay motivated during crunch time. These types of relationships fuel 
open communication, a good work ethic, flexibility and a better understanding of each person’s 
roles and expectations. If you hire the right professionals, workplace drama will be minimal.” 
 
Grant Gordon from Solomon Consulting Group adds: 
 
“Whether you have a customary Friday afternoon beer with your co-workers, take the whole team 
to a baseball game a few times a season or sweat together in corporate challenge events, the result 
is the same: Colleagues who are in each other’s lives work harder. You’re no longer a collection of 
individuals who gather in an office but a true community pulling for group success.” 
 
Raoul Davis, Ascendant Group, says: 
 
“Culture isn’t only built within the four walls of your business. Having employees that enjoy spending 
time together can help make work that much more enjoyable and lead to their hearts being more 
into the day-to-day work they are doing for the company.” 
 
 
Exercise 12 
 
Motivation 
 
What does motivation mean to you? 
What motivates you at work? 
Is it money? 
What fires you up? 
What do you think motivates some of your colleagues? 
 
Discuss this with people on your table and agree on five key motivators. Write these in your 
course booklet. 
 

 5 motivators 
1  
2  
3  
4  
5  
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Exercise 13 
 
Developing motivation 
 
You will be given a set of 12 cards with tips on how to motivate your colleagues.  
Pass these around to the group each person taking one at a time.  
Decide which of these you like best by giving each one a score out of 10.  
Record this in your course booklet. 
 

 Action Score 
out of 10 

Reason for score 

1 Recognise 
great work 

  
2 Set small, 

measurable 
goals 

  
3 Applaud 

results 
  

4 Stay positive   
5 Stay fuelled   
6 Take regular 

breaks 
  

7 Stay healthy   
8 See and 

share the 
big picture 

  
9 Be 

transparent 
  

10 Find 
purpose 

  
11 Loosen the 

reins 
  

12 Practice and 
promote 
mindfulness 
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Exercise 14 
 
Affirmations to grow your EI 
 
Principles of affirmations 
 
Principle 1. Always use the present tense.  
 
Using affirmations in the present tense is the way that you will get most energy from them. It will 
give you the feeling that the thing you are referring to has already been achieved - and feelings are 
of critical importance in the success of affirmations.  
 
This statement will not work well: “One day I will …..”. This just gives a sense of hope but no 
certainty.  
 
This will work: “I am now …..”. It provides certainty and it gives a clear message to your 
subconscious mind.  
 
So for example, “One day I will stop smoking” may be true but this affirmation will do nothing to 
move you towards this intention.  
 
On the other hand, “I love the sensation of breathing fresh air and the good health that I now feel” 
will work a real treat. Note here that the affirmation does not refer to smoking itself and this is 
deliberate as Principle 2 below will explain.  
 
A lot of people find it a challenge to state affirmations in the present tense. They tell me that it is 
hard for them to say that the world is a particular way when they perceive it differently at the 
moment. If you feel this as well then you must either drop this belief and trust in the power of 
affirmations or you can use a staged approach such as this: 
 
 
The challenge is ………… “I feel nervous in meetings.” 
 
A direct affirmation to use to help to overcome this could be ……………….. “I feel confident in 
meetings”. But this may seem too much of a challenge for someone to say initially. Therefore a 
staged approach would be to say:  
 
Stage 1: “Every day I feel more and more confident in meetings and see myself speaking with 
great, and ever increasing, clarity”.  
 
As this begins to take effect the affirmation could become: 
 
Stage 2: “I get a real feeling of pleasure from confidently speaking in meetings and seeing the 
respect people have for me.”  
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Principle 2. Keep it goal oriented. 
 
You must always keep your affirmations positive. Affirmations should be wholly focused on what 
you want – not what we want to get rid of! If we include in an affirmation what we don’t want 
(even by making it clear that we don’t want this thing) our subconscious mind will focus on this. 
Let’s look at an example. 
 
A goal you have: “I want to lose weight”.  
 
A negative affirmation could be: “I want to be less fat than I am now”.  
 
This affirmation has two negatives to it that won’t work to support us: 
1. it is not in the present tense (see principle 1) 
2. its focus is on a negative in your mind – being “fat”. 
 
The impact of the second negative is that your subconscious mind will focus on fat, fat, fat! and 
not on the desired state that you want. The affirmation needs to focus on your goal.  
The following is an example of the way an affirmation can support you.  
 
 
Positive affirmation: “I have a very warm feeling about now weighing X stones and seeing myself in 
the mirror wearing size Y cloths”.  
 
 
Clearly both affirmations point to the same end result of weight loss. The impact they have on you 
however will be completely different. The positive affirmation provides you with great imagery, 
feeling and energy. This will provide something that is truly awe inspiring. 
  
Principle 3. Use VAK. 
 
Note here that the affirmation above contains Visual (seeing), Auditory (speaking) and 
Kinaesthetic (feeling) aspects. You may not include these three aspects of our senses in every 
affirmation but the more you can, the more powerful the affirmation will be.  
 
In this way you will make your affirmations resonate with you. (If you want you could also use 
Gustatory (taste) and Olfactory (smell) words as well). The words you use should enable you to 
experience the goal that you now “have” in the strongest way possible. As you read out an 
affirmation ensure that you experience the state in strong VAK terms. For each of the 700 
affirmations in this resource you can add your own VAK words.  
 
The affirmation in principle 2 above was: 
 
 
“I have a very warm feeling about now weighing X stones and seeing myself in the mirror wearing 
size Y clothes”.  
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You could add a little auditory language in here as well so that the affirmation becomes: 
 
 
“I have a very warm feeling about now weighing X stones and I say to myself when I look in the 
mirror ‘wow, you look good in those size Y clothes’”.  
 
 
N.B. It is not always necessary to add auditory words because the affirmation itself makes use of 
words.  
 
Principle 4. Talk about yourself. 
 
You make affirmations for yourself. This is not being selfish. If you want to achieve things in this 
world that will support you and your journey through life then you must in the initial instance get 
things to work as well for yourself as possible. You cannot directly affect the behaviour of other 
people through affirmations. You must therefore use “I” in your statements. In the end, when you 
operate as effectively as you can you will be in the best position to support those around you. 
 
Principle 5. Make sure your affirmation follows the SMARTER criteria for setting goals. 
 
Let me just say a little more about SMARTER criteria here. Take the S for SPECIFIC element with an 
example of taking exercise.  
 
A goal you have: “I want to get fit”.  
 
Affirmation 1: “I exercise regularly”. 
Affirmation 2: “I exercise twice a week”.  
Affirmation 3: “I exercise twice a week on Monday and Saturday”. 
Affirmation 4: “I go to the gym and swim twice a week on Monday and Saturday from 1pm to 
2pm”. 
 
As the affirmations become more specific (more precise) they grow in their strength. The more 
specific we can be the more we are likely to keep to the affirmation. Just saying “I exercise 
regularly” could involve going for a jog for 10 minutes once each year! We would have fulfilled the 
affirmation and our subconscious mind would be satisfied with having done its job! 
 
In terms of the affirmation being R for RALISTIC, as a rule of thumb you should be able to imagine 
yourself having achieved the affirmation you are making. In other words can you VAK it; can you 
visualize it (Visual, V), can you hear sounds associated with it (Auditory, A) and can you feel the 
sensations involved with it (Kinaesthetic, K)? The stronger you can experience this the more 
powerful it will be.  
 
(I would just add here that it is a good idea to think about how realistic your goals might be and 
your affirmations that support them. However, at times it is fun to go for things that you might 
feel are completely unrealistic. It may really surprise you when you actually achieve some of these 
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things! Not a lot of things were achieved by people listening to what other people in particular 
said was “realistic”.) 
 
Principle 6. Make it short and hit the “sweet spot”.   
 
Your subconscious mind will tend to deal most effectively with messages that are succinct. Your 
conscious mind will also be able to deal best with messages that are not too long and easy to 
remember. You need to repeat affirmations on a regular basis for them to have a long-term 
impact on your subconscious mind. Try therefore to make affirmations that are short and hit the 
“sweet spot”.  That is, aim for them to have the greatest impact for the least effort.  
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Principles for affirmations in brief 
 
 
 

 

1. P – Personal 

2. P – Positive 

3. P – Present tense 

4. VAK 

5. SMARTER 

6. Sweet spot 

SMARTER =  

Specific 
Measurable 
Achievable 
Realistic 
Time driven 
Energising 
Rewarding 
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My affirmations 

 
Challenge: 
 
 
 
 

Solution: 

Affirmation: 
 
 
 
 
 

 
Challenge: 
 
 
 
 

Solution: 

Affirmation: 
 
 
 
 
 

 
Challenge: 
 
 
 
 

Solution: 

Affirmation: 
 
 
 
 
 

  

TONY SWAINSTON THURSDAY 16 MAY 2019  

© 2019 Hawker Brownlow Education. All rights reserved. TSN01
Proceedings of the Hawker Brownlow 16th Annual Thinking and Learning Conference, 16–19 May 2019

38



   
 

“Emotional Intelligence for Leadership Excellence in Schools” 
39 

My affirmations 
 
Challenge: 
 
 
 
 

Solution: 

Affirmation: 
 
 
 
 
 

 
Challenge: 
 
 
 
 

Solution: 

Affirmation: 
 
 
 
 
 

 
Challenge: 
 
 
 
 

Solution: 

Affirmation: 
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Action Planning 
 

 
Identify 5 things you are going to do differently, as a result of this training. 
 
1. 
 
 
 
 
 
2. 
 
 
 
 
 
3. 
 
 
 
 
 
4. 
 
 
 
 
 
5. 
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Tony Swainston, 
Managing Director,  
Tony Swainston Ltd,  
20 Hollins Road, Harrogate, HG1 2JF, England 
Tel: +44 (0) 1423 536307   Mob: +44 (0) 7919 045429  
Web: www.tonyswainston.com       
Email: tony@tonyswainston.com 

Tony’s book: 
“A Mindset for Success: In Your Classroom and 
School” 
 
You can buy this from: 
https://www.hbe.com.au/crh6425.html  
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