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Instructor Guide 
 
Before the Workshop 
Read through the instructor guide. This is intended as a “guide” and not a “bible.” Be 
guided by your experience, the needs of the participants, and your own common sense, as 
well as the information in here. 
 
However, most of the suggestions and all of the information have been developed 
through research and hands-on, classroom experience. We recommend arriving at least 
one hour before the start of the session, particularly on Day One of working with a client. 
 
We suggest you shake hands with each participant as they come into the classroom and 
introduce yourself to them; it breaks the ice and sets the type of friendly atmosphere that 
is conducive to learning.  
 
Many of the flip charts can be prepared ahead of time. The first page should be set up like 
this: 

• Name of Workshop 
• Facilitated by (Your Name) 
• Your Organization’s Name 

 
Include in a different color, around the perimeter of the room, the words Courtesy, 
Participation, and Confidentiality.  
 
You might also want to add the words Exercises, Role Play, Learning, and Fun. 
 
You should also gather the following materials: 

• Three quarters (to be taped under different chairs for the opening exercise) 
• Forty pennies 
• Masking tape or chalk 
• Two small tables 
• Measuring tape (optional) 
• A ball and a cup. (The cup should be no more than twice as wide, at the open top, 

than the ball.) 
• Whiffle ball 
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Agenda 
 
1) Introduction and Course Overview 
2) What is Motivation? 
3) Supervising and Motivation  

i) The Carrot, The Whip, and The Plant 
ii) Identifying Motivators  

4) Motivational Theories  
i) Maslow and Herzberg’s Motivational Theory  
ii) Personal Motivators  

5) Fear and Desire  
6) Setting Goals  
7) The Role of Values  
8) Creating a Motivational Climate  
9) Expectancy Theory  
10) Applying Your Skills  

i) Situational Analysis  
ii) Case Studies  

11) Designing Motivating Jobs  
12) A Motivational Checklist 
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Session One: Introduction and Course Overview 
(8:30-9:00) 

 
Introduce yourself. Establish credibility, by giving examples of training experience, and 
your own experiences with motivation, including some ‘war’ stories if you have them. 
 
Ask that participants respect confidentiality. “What we say in this room stays in this 
room.” Remind them that it was Mark Twain who said, “If two people have the same 
opinion, you don’t need one of them,” so we are at liberty to disagree with one another, 
and with the Instructor.  
 
However, respect other people’s opinions. Act courteously, to make sure we give other 
people their share of air time, and that we listen when other people are talking; and 
finally, we ask that you participate. You get out of a workshop just about what you put 
into it, and you will learn as much from sharing with others as you will from the concepts 
we bring you. 
 
Give the participants a chance to introduce themselves to you. You will probably want to 
know their name, their department, their position title and how they are involved in 
motivating people. 
 
Address housekeeping items, like breaks (usually 10:15 and 2:15) and noon hour (12 to 1, 
go to lunch on their own). Give them info about washrooms, coffee, and cell phones. 
 
Remind the group that this is a “safe house,” the place where they can learn from their 
mistakes in a supportive atmosphere, rather than in the workplace where it can harm their 
credibility or their organization.  
 
Course Overview 
Ask students to turn to their workbooks and read the introduction with the overall 
objectives of the workshop (Session One). Then ask them to identify their own learning 
objectives. Turn to the agenda (on flip charts) and look at the topics you plan to cover. 
Go over these with the group and ask if there is anything there they didn’t expect to see, 
or something NOT there that they had been hoping for.  
 
For topics they don’t see: 

• Reassure group if a topic will be covered although it doesn’t appear in the 
Agenda.  

• Opt to squeeze in something not covered if there is time, it’s appropriate, and if 
everybody is interested. 

• For those things they feel are not of interest to the group, you have the option of 
touching it briefly and moving on. This doesn’t happen often, but these questions 
are your hip pocket needs assessment to make sure participants get what they 
expect, IF IT IS POSSIBLE. 



Motivating Your Workforce 
 

 
© 2005 Velsoft Courseware, Inc 
 4

• Generally, topics not within the realm of this program must be dealt with at 
another time. Suggest other programs, preferably those of Velsoft, or talk with the 
participant at end of day. 

 
Learning Objectives 
 
It’s no secret. Employees who feel they are valued and recognized for the work they do 
are more motivated, responsible, and productive. This workshop will help supervisors 
and managers create a more dynamic, loyal and energized workplace. It is designed 
specifically to help busy managers and supervisors understand what employees want, and 
to give them a starting point for creating champions. 
 

• Identify what motivation is 
• Learn about common motivational theories and how to apply them 
• Learn when to use the carrot, the whip, and the plant 
• Discover how fear and desire affect employee motivation 
• Explore ways to create a motivational climate and design a motivating job 
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Icebreaker: Smile! 
 
Divide the group into two teams. Have each team line up facing each other, so that all 
members of one team are directly across from another team.  
 
The goal is to make the person opposite you smile. Participants can use gestures, body 
language, or make faces; they cannot, however, use verbal communication. Play 
begins at the facilitator’s signal. 
 
The person who smiles first must remove him or herself from the competition. A draw 
is declared if neither partner smiles after two minutes. The second set of opponents 
continues the process until a winner or a draw is declared. 
 
TIP: If your group contains an uneven number, you can participate to even things out, 
or you can appoint someone as a judge. 
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Session Two: What is Motivation? (9:00-9:15) 
 
Ask participants, “Please raise your right hands.” Wait a moment and thank the group. 
Ask, “Why did you do as I requested?” Acknowledge the answers and then ask, "OK, 
now would you please all stand and pick up your chairs?"  
 
In all likelihood, this will get no action. Continue, "If I told you there were some quarters 
scattered around the room under chairs, would that motivate you to stand and pick up 
your chairs?" Most will still not move, so say, "Well, let me tell you that there are indeed 
some quarters under some chairs." Ordinarily, two or three participants will rise, and 
soon almost, if not all, will follow. As quarters are found, point out the location of any 
missing quarters.  
 
Discuss: 

• Why did it take more effort to motivate you the second time? 
• Did the money motivate you?  
• Would you have been more motivated if I said it was $10 bills rather than 

quarters? Would you have believed me? 
• For those finding the quarters:  Would you feel different about keeping your 

"prize" if it had been $10 bills? Why? 
 
Note: People finding the quarters may want to give them back but will probably not feel 
uncomfortable keeping them (and may even resent giving them back) but if they had 
found $10 bills they may feel uncomfortable keeping them. This is in part because $10 is 
too large a reward for doing the task (lifting the chair) and they might feel they "owed" 
you as a result of being over rewarded. Talk about these feelings if they are raised and 
relate the points to the subject of motivation. 
 
What's the only real way to motivate? (Acknowledge any relevant answer, but emphasize 
the only way to get a person to do something is to make the person want to do it, in order 
to get something they want or avoid something they don't want.) 
 
You should also discuss some of the pre-assignment questions: 

• What is it that motivates you? 
• Do you think you focus more on rewards or on penalties? 
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Session Three: Supervising and Motivation 
(9:15-10:00) 

 
The Carrot, The Whip, and The Plant (9:15-9:30) 

 
What is motivation and why does a supervisor need to understand human motivation?  
 
This question is a "trick question" in that probably someone will say it is the job of a 
supervisor to motivate others. Remind them of what you previously said: the only way to 
get a person to do something is to make the person want to do it, in order to get 
something they want or avoid something they don't want. 
 
Some definitions of motivation:  

• Motivation is a force that leads people to attempt to satisfy their important needs. 
• Motivation is a drive from within that prompts or incites an action.  

 
If motivation comes from within, what can a supervisor do to "motivate others"? 
 
The key notion to focus on here is that supervisors need to create a climate in which their 
staffs' internal motivation will activate performance. In order for this to happen, 
supervisors need to know their staff, what motivates them, and how to create a motivating 
climate. 
 
Bring to the session a carrot, a whip, and a plant. If you can’t get these props, draw them 
on flip chart paper or use the PowerPoint slides provided. (Your artistic skills will not 
have any impact on the effectiveness of this segment.) 
 
One of the questions most often asked by supervisors is, “How can I motivate employees 
to perform better?” 
 
What do you think the answer to that would be? The truth is, we can’t motivate other 
people. That motivation has to come from them. However, what we can do is provide the 
right atmosphere for employees to feel motivated. What do you think is the right 
atmosphere?   
 

Identifying Motivators (9:30-9:45) 
 
Set the plant, the carrot, and the whip out in view of all participants, or use the 
PowerPoint slides provided. Tell them these three objects represent or symbolize three 
different views of how we motivate people. 
 
Ask them to work in teams of two/three. They are to describe what type of motivation 
each object represents, when that type of motivation is required, and give examples of 
that type of motivation for their employees. Ask them to be as specific as possible in their 
examples.  
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Debrief (9:45-10:00) 
 
Choose to hear random responses and then provide the following information. 
 
The Carrot 
 
This represents incentives and rewards. This could be time off, pay bonuses, or 
promotional gifts like jackets. Tell them the story of the construction company that found 
the best motivator for their crews was to give them Friday afternoon off if all their work 
was done and done well, and all their milestones/objectives had been met. 
 
The Whip 
 
This represents threats and consequences. Although such techniques are often perceived 
negatively, they do have their place in the workplace, for short-term motivation. 
Employees should be aware of the consequences of poor performance or behavior. 
Consequences may include suspension and termination of course, but these are big clubs 
and sometimes we just need a little stick. These might include no recognition, no plum 
assignments, or disciplinary interviews. However, we must remember to recognize 
people when they do something good. If we continue to ignore them after their good 
work, our consequences have just backfired on us. 
 
The Plant 
 
This represents a positive environment. It includes all of the items a supervisor should 
strive for: employees knowing their work is important, an open atmosphere, fair dealings 
with all, training, good lines of communication, a feeling of support by the supervisor, 
and a feeling of self-esteem. 
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Session Four: Motivational Theories  
(10:00-10:40) 

 
Maslow and Herzberg’s Motivational Theory  

(10:00-10:10) 
 
Does anyone know any theories of motivation? Have them describe any they are familiar 
with. Deal with the theories very briefly at this point; explain that there are dozens of 
theories of motivation. 
 
One common theory is that of Maslow & Herzberg. 
 

 
Why do you think there are so many theories on motivation? 
 
Explain that human behavior is very complex and that no single theory seems to explain 
all human behavior. Emphasize that theories are essentially different sets of glasses for 
looking at life and that some glasses seem to provide a better view of some things but 

Maslow's Classic 
Hierarchy of 

Motivational Needs 

Self Actualization 
Need to do the work 
we like. 

Esteem  
Need to feel worthy 
and respected. 

Social 
Need for love, to be a 
member of a group. 

Safety  
Need to feel safe and 
secure. 

Survival 
Need to stay alive: to 
breathe, to eat, to drink, to 
sleep, to reproduce. 

Herzberg's Motivational 
versus Maintenance Factors 

Motivational Factors
Interesting, challenging work 
Utilization of ones capabilities. 
Opportunity to do something 
meaningful. Recognition for 
achievement. Sense of importance 
to organization. Access to 
information.  
Involvement in decision making. 

Maintenance Factors 
Congenial people to work 
with. Good working 
conditions. Pensions. Paid 
insurance. Job security. 
Vacations. Holidays.  
Good Pay. Job titles 

Supervisor's 
versus 

Higher Management’s 
Role 

Supervisors can 
provide satisfaction 
with these factors 
and cause an 
increased 
commitment of 
employees’ time and 
energy. 

Higher management can 
merely prevent 
dissatisfaction by 
providing these factors 
in adequate quantity and 
quality. 
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don't seem to work as well as a different pair for looking at other things (Analogy of bi-
focal glasses for looking at things near and far away.) 
 
Explain that the purpose of this session is not to learn theories but to become more aware 
of different ways of looking at motivation, because the more ways we can look at 
something the better the chances we will get a good understanding. (You might also use 
the analogy of the blind people touching different parts of the elephant and describing the 
elephant based only on the part they were touching.) 
 

Break (10:10-10:25) 
 

Personal Motivators (10:25-10:40) 
 
Ask participants to think of things they really enjoy doing. Then, ask them why they do 
them. What motivates them to do this/these thing(s)? Ask for volunteers to share their 
thoughts and write down some motivators on the flipchart. 
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Session Five: Fear and Desire (10:40-10:50) 
 
Research tells us that fear and desire are two of the world's strongest motivators. 
Furthermore, we will work harder to avoid pain than we will to attain what we desire. 
 
Ask: 

• What are your biggest fears? How do they motivate you? 
• What are your greatest desires? How do they motivate you? 
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Session Six: Setting Goals (10:50-11:15) 
 

The Dot Exercise (10:50-11:00) 
 
Read any self-improvement book and you will learn that hard work, focused goals, and 
persistence are important, very important, in getting to where you want to go in life.  
 
Goals or targets are important part of managing your time. How many of you set goals or 
targets? If not long-term goals, how many of you set goals for how much you want to 
accomplish in a given day, or how much money you want to have saved by end of year? 
 
Facilitator tells group that s/he just wants to try a little exercise with them. Draw a black 
dot in the centre of a clean piece of flip chart paper. Ask the group what it is. Answers 
may include a spot, a black dot, and an eyeball. Then draw a large circle around the black 
dot. Now ask the group what they think it is. Many of them will now say it’s a target, or a 
bull’s eye. Tell them that is correct. 
 
Now ask for a volunteer. Have him/her come to the front and give her a small whiffle ball 
or a crumpled up piece of paper. Ask him/her to turn around with his/ her back to the 
target and try to hit it by throwing the paper or ball over his/her shoulder. When s/he 
misses, as s/he most surely will, ask him/her, and the group, why s/he missed. They will 
say s/he couldn’t see the target. 
 

SMART Goals (11:00-11:15) 
 
Before you can develop plans, you have to know what you want to accomplish—your 
goals or targets—how you want to accomplish those goals or targets, what resources of 
time, money and materials you have, and who will carry out the implementation. Most of 
us can’t hit a target if we can’t see it. So set some targets for yourself, targets that you can 
see….and we’ll start the journey to reaching them. 
 
We don’t want you to keep those goals or targets to yourself. You should have a chance 
to talk with your supervisor, at some point not long after this session, and this is a time to 
share with them those goals that tie in with your organization. 
 
You know, most of us settle for much less than we can be. Don’t settle for that. It takes 
being willing to make changes, but we can change—we just have to want that change! 
 
Many of us are full of ideas but short on taking constructive action to put those ideas into 
play. Maybe we try something once and then meet failure because we didn’t think and 
plan the actions through. But you know what they say about the lottery. “You can’t win if 
you don’t buy a ticket.” Well, the same is true in life: if you stop trying, you lose all 
chance of succeeding. Make a covenant with yourself that you will make an effort to put 
into practice the things we talk about today that will be of the most benefit to YOU. 
 


