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Facilitator Guide

Letter from the President

Thank you for selecting this VisionPoint program to meet your training ndeds.
This program has been used and approved by trainers and organizations in severnal

industries and has been updated to reflect current laws, best practices and trenys in

the workplace.

We re commutted to providing you with resources! Reprpduckble IUWWM
materials, video scripts, gptional activities and other valuaple marériay. niala

1o you at www.visionpoint.com. Resources are updated angladded feghlarlylsao dhe

back while preparing /?77' any new 1raining Session.

S00-300-8880 2502. Our mastqrii

2o 1

/
efjacti e fael freg to copract me directly.

Sinie;

A

Laurq E. Bernstein
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Generations: M.E.E.T. for Respect in the Workplace

Program Overview

Every organization in the United States is experiencing a new set of workplace

dynamics based upon the phenomenon of four generations working together—

either in its own workforce or in its client, customer and supplier base.

Generations: M.E.E.T. for Respect in the Workplace uges regliworkd\sifuat to

f]

e 1

ditfe ¢s @nd maximize opportunities for individual, team and

rga

Generations: M.E.E.T. for Respect in the Workplace will provide your organization

with a competitive edge. Organizations that can draw on the different
perspectives, skills and strengths of a multigenerational workforce will

enhance creativity, productivity and innovation. It will give your employees and

These materials are intended for preview purposes only.
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Facilitator Guide

managers the skills necessary to acknowledge generational issues and then take
action to resolve them in ways that enhance productivity and mutual respect.

When people believe that who they are and what they do is respected, conflict

and missed opportunities decrease and morale and productivity go up. The end

result is an environment where people want to come to work—and stay.

Every organization has its own unique culture, needs anfd issued. Genferatipns

initiative, or you can easily adapt it to and integrate it i

development and mentoring prggrams. I¥hlso prpvide

programs. It is especially releVQ\t for employee prientation, l¢gde

techniques useful for communicatighs) ¢ anagement/and diversity

training programs.

2
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Generations: M.E.E.T. for Respect in the Workplace

Program Benefits

Here are the benefits this program can deliver for your employees jand

managers and your organization:

For everyone:

o Communications —employees and managey

hard-to-define issues

« Skills —everyone will be better aware of a
multigenerational differences to enhancg

o Improved morale —when everyone
contributions, knfwledge and exp

o Enhanced teamwprk—M.EA.T
resolving conflict

For the organization:

want f6be|part of|al suegcessful prganization—one that puts its values into

/\ . DIOVE jormange /there is a proven correlation between blending
ifferpént|perspectives=including generational differences—and
superior organizaonal performance

«| | Re¢ruitthentland retention of top performers —we need to actively
support/a workplace that values all four generations in order to keep a
talented workforce

e| | Problem prevention — resolving issues quickly keeps problems from
escalating and allows us to focus on getting things done that need to be
done

These materials are intended for preview purposes only.
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Facilitator Guide

How to Use this Training Kit

This training kit is designed to provide all the information and materials|ypu

need to conduct an effective training session.

The complete package includes:
1. This Facilitator Guide with multiple agenda optionis/and\o tioﬂ

2. PowerPoint® slides, flipchart masters and othey yeference ir{f;\rm afio
available as online resources

3. Reproducible Participant Materials, found both i this kitfand ag onlline
resources

A reproducible Self—Stu@Guide available fag
VHS Video 1 — Generatiors: M. BE.

nrce

ace

S OIS RN

|
g.- inerTALK™ interview

9l One 10-pack of Foam Puzzles*

10. One Trainer Pack* (10 highlighter pens, 10 notepads, 10 name tents, 10
certificates of completion)

*These items included in the Complete Kit only (not the Basic Kit)
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Generations: M.E.E.T. for Respect in the Workplace

If you are an experienced

point as you prepare for training, and be sure to insert your own sty]

experience and examples

program content, follow t

language to help you stay focused on the key points and facilitate a1

session.

As you prepare for a session, be sure to select th¢ 2

your organization’s traini

end. Determine whether you will use any of the

C
session will have fewer or mo

Te

the Facilitator Resources

timeframes for each ag

of your agenda and deci

training professional, use this guide as a starting
€,

into the session. If you are new to training or the

cripted

he step-by-step instructions and use thef§

ng needs, and review the

d if so, where

a optionhss

id&g Best practices, based on trainer review and

a1l
Traine

Visic

ques

These materials are

© 2006 VisppSatSr-tratiiintsis strictly prohibited.

ould you have any questions about how to best conduct

vitylfor your organization’s unique needs, please contact our

helpline at 800-300-8880 x302 or trainer@visionpoint.com.

nPoint’s master trainers and TrainerSelect™ team are happy to answer

tions, provide ideas and help customize materials.

intended for preview purposes only.
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Facilitator Guide

Overview of Agenda Options

This Facilitator Guide provides step-by-step instructions for two agenda

options plus a manager’s module.

You can reinforce key points and customize the training t6 your organizati

=
~

Suggestions for prework and optional activities can beffp he| Faeilifator

Resources. |/
vV
. . . / .
The matrix on the next page will help ypu|sel e agendaOption that is bes
for your training session. dq
4
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Generations: M.E.H

.[. for Respect in the Workplace

VISIONPOINT

Training...with a passion

k

Generations: M.E.E.T. for Respect in the ! e
Selecting the Agenda Option that is Best for Y our [rainjng|Sessi
| Learhing Adtivities
[
1
2 g o[ S5
g B 2 g g
2 3 2 R =
«n e R 72 =] ]
g || 2 3 35 & | E5
= 2 (=N ] = O 5 —
£ 5 ra g2 s& |3
One-Hour Overview | This agenda introduces key concepts through vide and ispuksi
It is ideal for organizations that want to provﬁe parti p nt$ withla
overview of generational issues and an intgoflucti \T!
model. ﬁ
Half-Day Workshop This agepda rov1des ample oppo rlesp
conce, i at1 ng wanting X X X
cover. for
the M ’E?\
Full-Day Workshop This agenda gxpar@s o ha if da orkshop. Kraining can be
customized hy sele¢tidg pptiomallact) V Jes that gi ticipants the X X X X X
oppo1tunity fo(disciss, practice and apply whalt they are learning. It
is idegl for opganjzgtions thagwant to|njaximiize the learning
experjence gngl provide ded/{lelp for application.
Manager’s Module This 4gdndA ehhdntes atid\expapds thé half-day workshop with
specigllyAlegigned|activities for managers, keeping in mind their X X X X X
speciflic responsipillities. Partfcipants will have the opportunity to
discugs, pyactice pnpd apply what they are learning.
Self-Study Self-gtudy materjals are available as an online resource and are
ideal fof individuéls who missed training or are new to a work group X X X
that has|previously gone through training on this topic.

© 2006 VisionPoint Productions, Inc.




Half-Day Workshop
Step 1 Arrival of Participants

Time it takes: From the time you show up until you start the

workshop
What it is about: Managing the environment afnd getting mle
settled /’\
What you will need: « Name tents

e Markers

ridging the

How to do it:

[ His demonstrates organization
and sets a good example. Be
is set up, the equipment works

rything is arranged the way you want it.

. Hrave Slide #1 on the screen or have the SMART-
START®video playing 15 minutes prior to the

session start time.

3. Greet participants as they enter the room.

4. Ask each participant to use a marker to write

his/her name on a name tent (both sides) in

letters that are big enough for everyone to read.

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

Step 2

Time it takes:

What it is about:

What you will need:

How to do it:

2

Half-Day Workshop
Getting Started

30 minutes

Introducing participan

other

e Markers
o Flipchart
Masking Tape

ions: Bridging the

o over session logistics, including:

o Howlong the session will take
e  When there will be breaks

o Where the restrooms and emergency exits
are located

e Ground Rules

» Parking Lot

These materials are intended for preview purposes only.
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3. Say: Today’s training will help us work more
effectively in a multigenerational workplace
We’ll talk about defining characteristics of gach

generation and how to leverage our differeptes

We’ll also apply a proven
model to help us recognize

that are influenced by gene

qach person to state:

e His/her name

« Howlongs/he has been with the
organization

o What s/he does in current job

o What generation s/he belongs to

o What could be some challenges that people
or organizations experience with respect to
generational differences

These materials are intended for preview purposes only.
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Half-Day Workshop
Step 3 Getting Focused

Time it takes: 15 minutes

What it is about: Introducing the topic and whaf participants wi
experience and learn
What you will need: e Participant Materials

o PowerPoint® Slide 2
« Flipchart pages of challeg

How to do it:

-

ple ranging in age from their late teens

o'their eighties now work together. But while

they may share workspaces and organizational

I
= [ a) )
Q
s

4

cultures, there are differences among the

generations that affect values, attitudes and

behaviors at work. Our goal is to recognize and

respond to these differences in ways that
enhance both employee and organizational

Success.

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

3. Introduce the subject. Say:
Generations: M.E.E.T. for Respect in the Workplace

is a program that provides us with practical

skills that we can use to help create espectful

and productive relationships.

TS 4. Go over the learning objedtives. Show|

»lde!

and say:

M.EE.T. t effectively
and build a respect-filled workplace

@

¢/ better able to:

Identify defining characteristics of the four
generations in the workforce

« Recognize issues and situations that may be
influenced by generational differences

 Apply practical tips for working successfully
in a multigenerational workplace

o Usethe M.E.E.T. approach to communicate
effectively and build a respect-filled
workplace

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

Half-Day Workshop
Defining Generational
Characteristics

Time it takes: 30 minutes

What it is about: Giving participants an pppQriunity to lear

defining characteristifg of eac
generations in the wqrkforce|an(l (c;\expl re|their
own perceptions of tho tions

What you will need:  Participant

e o
= 3
5 =
[q]
L]
)

18 identified by

How to do it:

nat i§/a generation? A generation is
Sometimes referred to as a cohort and is defined

as the group of people who experienced the

same events and similar influences within the

same time frame. These people are bound

together by the sharing of these experiences

during their formative years. For our purposes,

generation refers to a group of people who are

living at the same time or are of approximately
the same age. Here are the names you used to

describe the four generations.

These materials are intended for preview purposes only.
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2. Point to the names they identified in Step 2,
which you have clustered according to the fonr
generational groups and ask:

Are there any other generation names you have

heard?

3. Write additional responseg on the flipchart.

Tﬁeren
ﬁ
thie

atipns an

to the

(furrently, Traditionalists make up about 10%

of the workforce, Baby Boomers are the largest
group at 46%, Gen X is about 29% and GenY is

15% and growing rapidly and will soon exceed

Baby Boomers. There is also an important

group known as Cuspers. These are people who

were born in the 3—5 years that overlap two

generations.

These materials are intended for preview purposes only.
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Half-Day Workshop

Step ISYll Generations: M.E.E.T. for
Respect in the Workplace

Time it takes: 90 minutes

What it is about: Demonstrating common worliplace situationsjan

introducing participants to the¢ foun st ZMI\;\EE
1grfetfe,

model (For a summary of eagh videg yi 7@ refe
u

to the Video Synopsis in the esqurees

What you will need:

espget in the

How to do it:

X

The MHE.T.

‘nyiporimjent, and then show Slide #9. Begin the

discussion by saying:

Our organization is committed to being a great

place to work. We measure success by our

productivity, working relationships and

customer satisfaction. Organizations that excel

in these areas have three things in common:

shared ways in which they communicate,

resolve conflict and solve problems about

workplace issues and concerns.

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

2. Continue to the next point by showing Slide

#10. Say:
Today we will learn how to do that uging the
v
M.E.E.T. approach.
Make Time to Discuss FirSt, you make tlm 15 ﬂ.t :

explore differenc

examples.] Next,

Explore Differences
e

»This

. approach offers shared ways in
pmmunicate, resolve conflict, and
soJve problems about workplace issues and

oncerns. As you watch the video and discuss

the vignettes, you will observe common
workplace situations and learn the key steps to

the M.E.E.T. approach. As youuse M.E.E.T.,

you will learn how to address generational

differences by communicating respect for

other approaches to getting work done and for
the different ways in which the generations

interact at work.

These materials are intended for preview purposes only.
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Half-Day Workshop
Step 6 Wrap up the Session

Time it takes: 15 minutes

What it is about: Summarizing and evaluating the effectiveness|of

the training
What you will need: e Participant Materials

o Workshop Evaluation for
Resources)

How to do it:

m |
case take a few minutes and think to

(.;“= ) y erself about what we have covered today.
P
/ ( Turn to page 14, in your materials and think

about how you can apply what we’ve talked

)

about today back on the job. What are two

things that you can take back to the job and

implement immediately? Please turn to the
person next to you and tell him/her what you

plan to use.

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

Now, what were some of the things you said (or
someone said to you that you liked)?

[Ask for volunteers to share their id¢ds. |

2. Summarize by saying:

=
A

¢ re better prepared to handle situations

D involving generational differences in the

future.

3. Ask each participant to fill out the Post-

Assessment on page 1 in their materials by

—

saying: It’s time to look at the assessment again

on page 1 of your materials. Please fill out the

Post-Assessment column and then compare to
your responses from the Pre-Assessment

column.

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

Agenda for Manager’s Module

Manager’s Module (3'2—4 hours)

This module is designed to develop skills and competencies neces§a

effective leadership and supervision and should be used as a folloy

half-day workshop. If you are using this module indmediately followfi

y
Step | Item .1

|
#1 Arrival of Barticipants, [| [/ | /] H
#o Getting Stapted K \ / \ Il \ // 15 minutes/l
#3 Video 2 — Managing Genefations \ " / | 30 minuteg/
#4, M.E.E.T. Topls: pKill gActiVi‘tZ/ 165 minutes
(Included/tivo jjp.n r¢aks)
#o Wra(p\u]gf ‘{he S{zé&(on

15 minutes

VAV
\/ \/ Total Time: 225 minutes

These materials are intended for preview purposes only.
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S Manager’s Module
tep 1 Arrival of Participants

Time it takes: From the time you show up until you start the
workshop
What it is about: Getting people settled /\
What you will need: o Name tents
e Markers
How to do it:
1. Mzagion
e. Be
pment works
rranged<ie way you want 1t
as they enter the room.
/\ cipant to use a marker to write
ame on a name tent (both sides) in
letters that are big enough for everyone to read.

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

Step 2

Time it takes:

What it is about:

What you will need:

How to do it:

Manager’s Module
Getting Started

15 minutes
Introducing the manage ale in creating
maintaining a respect . orkﬁe

neratipns in

it is to/find

filled workplace, and there are situations
unique to our position that might surface as
well. Let’s take a few minutes to talk about
issues and situations that are influenced by

generational differences and what we can do

about them.

Ask: What are the generations that you work
with? Think about employees, vendors and
customers. [Expect several responses that fall

into all four categories.]

These materials are intended for preview purposes only.
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Ask: What type of issues and situations do you
observe that may be influenced by generational
differences? [Encourage and expect several

examples.]

proach offered a common language and

structute to approach the situation. Now we’re

going to see two additional situations, and as
we watch, our focus should be on the manager’s

perspective. Please take notes on page 15, the

( 3 Manager’s Module Video Observation Form, of
=
/ ‘ your materials. Before we watch the video, what
questions do you have?

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

Step 3

Time it takes:

What it is about:

What you will need:

How to do it:

Manager’s Module

Managing Generations

30 minutes

Viewing the video and discussing key cquicept

Video: Managing Genera,

vignettes)

1.

DVé;\Ya ger

hle|nalrratar a

gtopptape. Stop the

someone a lot older or younger than you;
(harles was not making it easy; Amanda was

too casual in her approach for Charles]

Ask: What are some of the leadership
challenges created by having multiple
generations in the workplace?

[Possible Responses: it’s confusing; it seems
“abnormal” or “weird”; it’s easy to offend—to

appear disrespectful; it’s harder to deal with

These materials are intended for preview purposes only.
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performance, conduct issues or concerns]
3. Say: If you were Amanda, what would you d

next? [Possible Responses: make time to njdet;
;% 4.

start the conversation over; set up a meeting

and use the M.E.E.T. approagh

UJ

nts

nt thig part of the room [Point to the group.]

come up with a couple of things Amanda can
say to E = Encourage respect. I'd like this part
of the room [Point to the group.] to come up

with a couple of things Amanda can sayto T =

Take personal responsibility.

a 5. Ask each group in turn for its contribution and

post the responses on the flipchart in

y” \\ sequence:

These materials are intended for preview purposes only.
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Manager’s Module

Step 4 TR EMN

Skill Building Activity

inute breaks tp|be

i u’s/n?g\th e

M.E.E.T. approach through fgur actj itie/ﬂhat

Time it takes: 165 minutes (includes two 10-

built in at your discretion)

What it is about: Building supervisory competencie

develop specific skills

What you will need: .
pth Every
How to do it:
1l S ¢ practice each step of the
«

/ A
/O tips\fof working with all generations. [Pass out
! the Tips for Working with All Generations

Handout.] Take just a few minutes to look at
this document and highlight any items that

seem especially pertinent to you. [Allow five

minutes for individual work.]

Ask: Before we move on, who would like to
share something they found significant?

[Acknowledge responses.]

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

Conclude by saying: Okay. We’ll refer to this
handout throughout the next activity,[Spend

about 30 minutes on the first step off M.E.E.T.]

Say: The first step in the M.E.E.T. m|

“Make time to discug

1 some way

on and the actual discussion short.
eq is to give the other person an
inity to get ready for the discussion

create a void that may be filled with anxiety,
negative fantasies or defensive strategies.

« Strive for a courteous and respectful tone.
Here’s an example: [Read the following
example.] “Bill, I need to talk with you about
what happened at the staff meeting this
morning. How about you grab some coffee
and meet me in 15 minutes in my office.”

- 2. Say: In preparation for the meeting, you need
v
1 to be clear about what you want and why it is
important. Remember, a problem is the gap

between what you have and what you want.

These materials are intended for preview purposes only.
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Generations: M.E.E.T. for Respect in the Workplace

Manager’s Module
Step OBl Wrap up the Session

Time it takes: 15 minutes

What it is about: Summarizing and evalugting the effectiyeress jof

A

Dinline Résolrces)

the training

What you will need: .

Participant Materigls

How to do it:

dse fake a fe

0 the job and implement immediately? Please

turn to the person next to you and tell him/her

what you plan to use.

Now, what were some of the things you said (or

someone said to you that you liked) ? [Ask for

volunteers to share their ideas. |

These materials are intended for preview purposes only.
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2. Summarize by saying:
Today we have covered a lot of material. Let's
review the four generations and our role, ag
managers, inusing M.E.E.T. to create a

o can shdre

respectful work environmey

5 and

ications and work

ay attention to differences

dttention to the impact we have on others]
p

(,— . Ask each participant to complete the

/ A Evaluation.

4. Thank everyone for taking time out of their

busy day to attend the session.

These materials are intended for preview purposes only.
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