Breakout 1 - Arriving

Ensure you split the time equally for all of you

Introduce yourselves briefly

NO solving, just presence and curiosity!

1. [bookmark: OLE_LINK1]On reflection, what were the key insights from our session yesterday?

2. What did you take away from the screencasts and readings for class today?


Remember:
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Breakout 2 – Dynamic prioritisation self-audit

Make a note of which of the following you truly do:

Anchor & alignment
☐ I can clearly state my current “north star” (team goals, OKRs, or outcomes).
☐ My top tasks 100% directly connect to those bigger priorities.

Review & reset
☐ I check and reset my priorities daily EVERY DAY (“top 3 for today” for example).
☐ I reflect weekly on what to stop, start, and continue.

Balancing & trade-offs
☐ I consciously weigh urgency vs. importance always before acting.
☐ When new work appears, I identify what will be paused, dropped, or delayed.
☐ I use trade-off conversations instead of silently absorbing extra work.

Transparency & visibility
☐ I make priority shifts visible to stakeholders or teammates.
☐ I use a visible system (Kanban, task board, list) to show evolving priorities.

Energy & focus
☐ I protect time for deep work on high-impact items.
☐ I leave space for surprises, instead of overloading my schedule.

Signals of success
☐ I can explain why my priorities have changed at any given time.
☐ I feel focused and in control, not just reactive to noise.
☐ I regularly defer or drop low-value items without guilt.

Scoring:
10–12 boxes checked = You’re practising dynamic prioritisation well.
6–9 boxes = Some strengths, but improvement needed in review and communication.
≤5 boxes = At risk of being reactive; start with daily/weekly resets.

Discuss:
1) What strikes you about the boxes left unticked?
2) What strategies do you all have to manage dynamic priorities?
3) What tools are available or could be used to help with this?


Be ready to share in class!


BREAKOUT 3: Case study - A Day in the Life of Sandra: When effort doesn’t equal impact

Sandra works in account support for a regional team. She’s capable, trusted, and deeply committed to doing a good job. Her role is vital to maintaining client relationships and supporting account growth, even though she’s not directly responsible for revenue.

7:45 AM: A busy start
Sandra starts the day with a plan: two focused hours to build a customer insight deck for tomorrow’s strategy session. She blocks time on her calendar and gets herself set up. But just as she opens her files, Messaging pings: “Quick one..any update on Client X’s invoice?” She replies. Another message follows. “Can you resend last quarter’s usage report?” By 8:30, she’s responded to six messages. Her calendar block is already broken.

The effect: Even though each interruption is small, it becomes harder to switch fully back into deep thinking. Her focus is fragmented before she’s begun.

9:30 AM: Firefighting
Sandra tells herself she’ll “just clear a few small things” to free up headspace. She answers ten emails, renames folders, and logs CRM notes. It feels like progress. But the deck, her high-priority work, remains untouched.

The effect: It’s satisfying to finish quick tasks, but they crowd out meaningful progress. The brain rewards ‘done,’ even when it’s low value.

11:15 AM: Busywork
Sandra glances at her to-do list. She hasn’t started the deck, chased usage data, or written up last week’s client summary. Everything is in progress. Nothing is finished. She opens a spreadsheet, then flips to her calendar, then checks her inbox again.

The effect: Unfinished tasks hang around mentally, draining energy and clouding focus — even when they’re not actively being worked on.

1:00 PM: Sidetracked
After several back-to-back meetings, Sandra tries to finish the deck. But her energy is low. She rewrites the first sentence five times. Nothing sticks. She gives up and checks Teams instead.

The effect: Decision-making gets harder as the day wears on. Important work feels heavy, so she defaults to easy tasks.

4:30 PM: Wilting
She takes a pause. Just as she gets back into the deck, her phone rings: “Client Y needs a quick update on a support ticket.” Sandra puts the deck aside and starts digging. By the time she’s done, it’s 2:20. The rest of the afternoon is meetings.

The effect: Urgent tasks feel more important than they are, and they push the real priorities aside. She’s reacting, not choosing.


6:10 PM: Brain is full
Sandra scrolls through her screen. Eight tabs open. Dozens of half-started items. A message comes in about tomorrow’s review. She types: “Still working on it… will send in the morning.” She logs off, frustrated then heads home on the bus, thinking about all of the unfinished things she needs to wrap up (she actually wakes up in the middle of the night having dreamt about the slide deck she needs to complete).

The effect: With so much incoming noise and switching all day, her brain feels maxed out. She’s been busy, but not effective.


The Real Cost: Sandra’s day looks productive. She answered questions, cleared email, helped her teammates. But the one thing that would have made a real impact, her strategic task, never got done.

This didn’t happen because Sandra lacks skill or drive. It happened because the structure of her day worked against her. Interruptions, low-value tasks, mental overload, these hidden drains stole her best thinking time.

Case review

1. Map the mental traps
Look back at Sandra’s day. Together match each time slot to the cognitive effect at play. What’s happening at:
– 7:45 AM
– 9:30 AM
– 11:15 AM
– 1:00 PM
– 4:30 PM
– 6:10 PM

Cognitive trap choices: attentional residue, mere urgency effect, cognitive load overload, completion bias, decision fatigue, Zeigarnik effect (remembering incomplete tasks)

2. If you were Sandra’s mentor
A. What would you say to help her work smarter, not just harder?
B. What shifts in habits or mindset would you encourage her to try?

3. How close is this to your day? Where do you see echoes of Sandra’s experience in your own workday? Which time slot felt most familiar to you and why?

4. Where can you reclaim focus and energy? What small changes could help you avoid reactive busyness and focus on what matters most?. Think about how you plan, protect, and prioritise your time.

5. What are the real blockers in your world? Be honest: what consistently gets in the way of working the way you want to? Is it mindset, habits, systems, expectations, or something else?

For reference:
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Breakout 5: “No” Rehearsal practice circle 

Purpose: Practice using one strategy in a live, low-stakes situation.

In your group

A) One person plays the requester and gives two or three requests. Some simple examples:
· “Can you take this on before Friday?”
· “Could you just help me with this quickly?”
· “I know you’re busy, but we really need you on this too.”

B) One person practices saying no using a chosen strategy
· Always lead with acknowledge, pause and then respond.

C) If the refusal is CLEAR then say YES, FINE,….if not ask them to repeat until it is

D) Others observe and offer feedback (feedback on tone, clarity, empathy and other strategies)

E) Rotate so everyone goes. Use all of the time available. Make requests more complex as you go around.

IF after TWO goes each with quality feedback you wish to change topic/exercise, discuss an upcoming refusal you need to make this week:

1. One thing I want to say no to this week: __________
2. The strategy I’ll try: __________
3. What I’ll say specifically: __________
4. Who or what might make this hard: __________
5. How I’ll stay committed: __________

Give each other feedback and coaching




For reference:

	1. The decisive no
Say no clearly, directly, and without overexplaining.
“No, I’m not available to help with that handover today.”
	5. Pre-emptive clarity
Set clear expectations before requests come in to protect your time.
“I won’t be able to support extra campaign calls this week due to month-end reporting.”

	2. values-based refusal
Say no by linking your response to a goal, standard, or principle that matters.
“To meet our quality goals for this release, I need to decline anything outside the backlog.”
	6. Name the commitment (not the refusal)
Say no by naming what you’re already focused on.
Ravi: “I’m focused on the handover protocol this week, so I can’t pick up the Jakarta site issue.”

	3. Ask for trade-offs
Invite the requester to reprioritize if they want your support.
“I can do that, but which client outreach task should I delay?”
	7. Use assertive “I” statements
Use direct, ownership-based language to set your boundary.
Sandra: “I need to protect this time for escalations already in my queue.”

	4. The “because” effect (justified no)
Say no with a calm, specific reason to increase understanding.
“I can’t take that on because I’m locked into sprint delivery tasks this week.”
	8. Say no without saying no (redirect clearly)
Politely decline by pointing the person to a better-suited contact or resource.
Ravi: “I’m not the right person for the SIM issue. Anika’s team would be quicker.”



Breakout 6: Assertive WANTS


Part 1 - Take the following and convert into assertive wants

1. “If you don’t mind, and honestly only if it isn’t too inconvenient for you, I was wondering if you might be able to have a quick look at this email from a customer, maybe later today, but of course only if it works for you.”
2. “I was sort of thinking that it could possibly be helpful, at least in some way, if you had a chance to review this draft project plan, though I completely understand if you are too busy and it’s not really a priority.”
3. “It might be useful, although I am not entirely sure, if someone could possibly send across the figures for the team budget, but I realise that everyone has lots of things going on right now, so it may not be the right moment.”
4. “I don’t know if this is appropriate to raise, but it could perhaps make sense, at least from my perspective, if we were able to, maybe, have a short conversation about departmental priorities at some point soon.”
5. “I was just thinking, and of course I could be wrong about this, but it might perhaps make a little bit of sense if you were able, at some point, to take a quick glance at the client presentation slides, only if it isn’t too much trouble and fits in with everything else you’re juggling right now.”
6. “I realise this may not be the right time, and I completely understand if it’s not possible, but it could potentially be somewhat helpful if, when you get a spare moment, you might consider sharing any feedback you may have on the draft report, though only if it feels manageable and not an extra burden.”

[bookmark: OLE_LINK3]Remember assertive wants are:
· Clear and specific
· Negotiable
· Delivered assertively
· “I want…” (vs. “I need…”)

Part 2 – Discuss your wants for this / next week…

1) What are three key wants you have this week?
2) How can you make them align with assertive wants?
3) Share what you would normally say and how you could ask more assertively?








[Developed from the work of Peter Block]


BREAKOUT 7 - Departing

Ensure you split the time equally for all of you

Introduce yourselves briefly

NO solving, just presence and curiosity!

· [bookmark: OLE_LINK2]What are you taking away from our two days together?

· What will you do practically from today?

· How can you make sure these ideas remain sticky, and you carry them out?
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