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Preventing info overload

Step 1:
Make a list of everything a new person needs to be trained on.

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

Step 2:
Pick the three things that should go in LEGO bag 1.

1  _____________________________________________________

2 _____________________________________________________

3  _____________________________________________________

Pick the three things that should go in LEGO bag 2.

1  _____________________________________________________

2 _____________________________________________________

3  _____________________________________________________

Notes:

_______________________________________________________

_______________________________________________________

_______________________________________________________
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Step 1:
What one or two questions do you want to ask? Do you have 
ideas for different questions?

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

Stop asking, “How are you?”
Instead, start asking...
1. What’s the best thing that’s happened at work in the 

past month?
2. On a scale of 1–10, how was your week?
3. How are WE doing? What’s one thing we could do better?

Stop asking, “Do you need any help?”
Instead, start asking...
1. What’s been the biggest challenge at work lately?
2. I know there’s A LOT to take in. What could I do a better 

job explaining to help you?
3. What do you wish there was more training on?

Notes

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________

Reduce emotional overwhelm
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Red Light (MUST ask the boss) Yellow Light (check with co-worker) Green Light (good to go)

Who’s this for? ________________________________________

_______________________________________________________

What’s the situation? __________________________________

_______________________________________________________

Empowering staff to make decisions


