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STAFF 
 

 
 

 

Scott Rikkers, Director 
Chad Reep, Assistant Director 

J.R. Snow, Visual Instructor 
Steve Cash, Drumline Instructor 

Michael Overman, Front Ensemble Instructor 
Carly Philp, Color Guard Instructor 

Erin Fairchild, Color Guard Instructor 
Laura Milford, Color Guard Assistant 

Julia Urban, Dukette Coach 
Elizabeth Keene, Graduate Assistant 

Drew Ross, Graduate Assistant 
Adam Riley, Graduate Assistant (percussion) 

 
 

STUDENT LEADERSHIP & STUDENT STAFF 
** Each position listed in Alphabetical Order ** 

 

- DRUM MAJORS - 
 

Taylor Cardwell 
Brittany Deacon 

Stacey Kropaczek 
Nathan Saxman 

Alex Zuber 
 

- SECTION LEADERSHIP - 

FLUTE 
Lindsey Boggess, Section Leader 

Kaye Hensler, Section Leader 
Lindsey Martin, Section Leader 

 

Katie Byrnes, Drill Instructor 
Chelsea Flores-Casillas, Drill Instructor 

Meg Rice, Drill Instructor 
Clara Thiel, Drill Instructor 

CLARINET 
Jennifer Hess, Section Leader 

Anthony Poehailos, Section Leader 
Austin Shoop, Section Leader 

 
 

Kellie Burdick, Drill Instructor 
Danielle Drumheller, Drill Instructor 

Shannon Light, Drill Instructor 
Brandi St. John, Drill Instructor 

2013 MRD Staff & 
Student Leadership 
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SAXOPHONE 
Luke Black, Section Leader 
Ian Foster, Section Leader 

Danny Holland, Section Leader 
Ciara Middleton, Section Leader 

 

Sarah Cruickshanks, Drill Instructor 
Samantha Fisher, Drill Instructor 

Steven Page, Drill Instructor 
Andrew Wollenberg, Drill Instructor 

 
MELLOPHONE 

Lauren Desrosiers, Section Leader 
Zach Nicely, Section Leader 

 
 

Austin Frank, Drill Instructor 
Kate Landes, Drill Instructor 
Hollis Setzer, Drill Instructor 
Chase Taylor, Drill Instructor 

 
TRUMPET 

Andrew Fauber, Section Leader 
Alec Moser, Section Leader 
John Nye, Section Leader 

Kathy Williams, Section Leader 
 

 

Charlie Frise, Drill Instructor 
Thomas Graham, Drill Instructor 
Melissa Jackson, Drill Instructor 
Mary Pearson, Drill Instructor 

 
TROMBONE 

Will Ford, Section Leader 
Megan Hendrix, Section Leader 

Nick Pope, Section Leader 
 

Mark Adkins, Drill Instructor 
Greg Conway, Drill Instructor 
Kyle Lundquist, Drill Instructor 
Brett Wigley, Drill Instructor 

 
 
 

BARITONE 
Sarah Moyer, Section Leader 

Matt Piscitelli, Section Leader 
 

Nick Love, Drill Instructor 
J.P. Riley, Drill Instructor 

 
TUBA 

Will Mason, Section Leader 
Mary Szabo, Section Leader 

 

Kyle Davis, Drill Instructor 
Richard Mounts, Drill Instructor 
Matt Showerman, Drill Instructor 

 
 
 

PERCUSSION – BATTERY 
JR Franks, Bass 

Daniel Rahusen, Snare 
Frederico Serrano, Tenor 
Lya Tomomatsu, Cymbals 

 
PERCUSSION – FRONT ENSEMBLE 

Cori Howard 
Marcia McCants 

 
 

GUARD CAPTAINS 
Dylan Barton 

Melissa Bradshaw 
Jessica MacIntosh 

Eric Peterson 
 

GUARD EQUIPMENT MANAGERS 
Rhett Deitz 

Emilee Higgins 
Erin Rizzo 

Samantha Satnick 
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UNIFORM MANAGERS 

Shannon Light 
Ashley Riles 

Casey Wesselman 
 

PERSONNEL MANAGER 
Abby Weyant 

 
COMMUNICATIONS MANAGERS 

Mark Adkins 
Angela Williams 

 
 
 

 
MRD HISTORIAN 
Sydney Kimbrough 

 
LOGISTICS CREW 

Brian Devlin 
Josh Humphries 

Shelby McCormack 
Christopher Seipp 

Matthew Vespestad 
 

BAND LIBRARIANS 
T.B.A. 
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2013 GOALS 
 
 

Continue to develop our role as a JMU Ambassador through . . . 
Travel, Performances, Communication, Events, Alumni 

 
Diversify the teaching and learning strategies for an effective daily rehearsal process. 

 
Improve communication & interaction between sections (leadership and members) 

 
REDEFINE AND INCORPORATE GROUP RESPONSIBILITY 

 
Improve breath support, tone production, and unified sound 

• 100% contribution from every member 
• Commitment to sound production 

• Stagger breathing, stepping out (awareness) 
• Full and supported sound production 

 
Continue to develop a refined and consistent marching style 

• Point step 
• Feet stay close to field (no bicycling), glide 

• Backward marching – “push” backward, stay on toes 
• Refine transitions/direction changes/adjusted step 

 
Focus on HORN ANGLES and body posture – foster a commitment to better visual presence. 

 
IMPROVE DRILL-LEARNING PROCESS 

• Focus on charted position (“dot”) when setting/cleaning 
• Focus on form when moving/performing 

• Create a more active/invested approach to learning drill – don’t just follow! 
• Productive pace during rehearsals – RUN back to spots – positive energy!  

 
CREATE OPPORTUNITY FOR COMMUNITY INVOLVEMENT 

• Involve JMU community – faculty and staff 
• Band Day/Guest Bands 

• MRD Food Drive, partner with local bands 
• Macy’s Parade 
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Leadership Weekend 2013 
 

THURSDAY, August 15 
 
6:00pm  Registration @ Music Building 142 
    

7:00pm  Welcome! 
 

Introductions/Review 
• Handbook/Policies 
• Season Schedule 
• Music Selections 
 

Group Discussions 
• Season Goals 
• Set Camp Goals 
• Camp/Season Ideas 

 

Movie: The Last Lecture 
 

FRIDAY, August 16 
 

7-9:00am  Breakfast at D-Hall (meal cards) 
 

9:00am  Session #1 – ALL @ Music Building 
• Instrument Distribution 
• Leadership Handbook 
• Planning and Review of Leadership Handbook 

 

Logistics, Uniforms, & Librarians – Camp Preparations 
 

11:00am  Guest Speaker – Dr. Mark Warner 
 

12:30pm  Lunch at D-Hall (meal cards) 
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1:30pm  Session #2 – ALL @ Godwin Field/Stadium 
• Stretching & Warm-ups 

 

2:30pm  Session #3 – DI @ Godwin Field/Stadium 
• Marching Review & Instruction 
• Teaching marching and drill 

 

Session #3 – SL @ Godwin Field/Stadium 
• Music instruction 
• Warm-up procedures, tuning 
• Rehearsals 

 

Logistics, Uniforms, & Librarians – Camp Preparations 
 

4:30pm  Wrap-up – Stadium Regulations/Process 
 

Evening  LEADERSHIP RETREAT TO REDDISH KNOB 
   

 

SATURDAY, August 17 
 
7-9:00am  Breakfast at D-Hall (meal cards) 
 

9:00am  Session #1 – ALL @ Music Building 
• Leadership 
• Team-teaching 

 

10:30am  Session #2 – ALL @ Music Building 
• Read ALL season music 
• Team-teaching 
• SL/DI teaching clinics 

 

Logistics & Librarians – Camp Preparations 
 

12:00pm  Lunch at D-Hall (meal cards) 
 

1:30pm  Session #3 – Marching @ Godwin Field or Stadium (DI) 
• Rehearsal Set Up and Planning 
• Incorporating Marching 
• Teaching Clinic 

Session #3 – Music @ Music Building (SL) 
• Rehearsal Set-up  
• Sectional Planning 
• Teaching Clinic 



 9 

Logistics & Librarians – Camp Preparations 
 

4:30pm  Session #4 – ALL @ Music Building – Wrap-Up 
• MRD Registration & First Day details 
• Camp Schedule & Audition Process review 

 

6:30pm  STAFF PICNIC @ Dr. Bolstad’s House 

 
SUNDAY, August 18 
 
 
 
 
 

 
8:30am  Logistics Crew, Drum Majors, Staff report to Bookstore  
 

9:00am   Leadership Report to Bookstore for Registration 
• Meet and Greet 
• Assist with Registration as needed 

    

Leadership report to Stadium for Instrument Distribution 
• SL/DI representatives from each section present to assist 

with your section’s instrument distribution 
    

   Drum Majors – assist with registration 
 

   Leadership, KKY, TBS, PMA, SAI Move-in help @ Dorms 
 

3:00pm  ALL Leadership present in front of Wilson for meeting! 
• Meet and greet – start in sections! 
• Fight Song 
• If raining . . . we will be inside Wilson 

 

3:30pm  Drum Majors welcome and lead teach the Fight Song  
    

OPENING Camp Meeting! 
• When introduced, leadership assembles on steps. 
• Staff Introductions:   

o Name, Section/Position, Year/Major 
 

4:30pm  DINNER @ D-Hall with sections 

CAMP BEGINS!!! 
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BASIC MRD CAMP SCHEDULE 
TENTATIVE – Locations May Change 
 
SUNDAY  10am-3pm – Registration  
 

   Uniform Distribution for returning members w/same uniform. 
 

3:30pm – opening meeting (Wilson/Quad) 
 

6:00pm – first rehearsal (final locations T.B.D.) 
• Winds @ Stadium 
• Guard @ Godwin Field 
• DL @ Godwin Patio 
• Pit @ Stadium storage area 

 

7:00pm – WW marching / Brass music 
 

8:00pm – WW music / Brass marching 
 

9:00pm – ALL @ stadium 
 
FULL DAYS  8:30am – Music Sectionals 
   10:00am – Break  
   11:30am – Lunch 
   1:00pm – Music Sectionals/Full Rehearsal 
   2:30pm – Break  

  3:00pm – Music Rehearsal/Marching 
   4:30pm – Dinner 
   6:30pm – Music & Marching (Stadium) 
 
THURSDAY Morning/Afternoon – Freshmen Orientation 

5:30pm – Sectionals 
   6:00pm – Full rehearsal at stadium 
 
FRIDAY  Regular Full Day 

6:00pm – Drumline report to Festival lawn, warm-up, cadence to 
stadium. 
7:45pm – Freshman Pep Rally @ Stadium 

 
SATURDAY 12:00pm – FINAL REHEARSAL @ Stadium 

• Set the stands 
• Stand Band rehearsal 
• Distribute stand tunes and folios 
• Review Handbook & MRD Policies 
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LEADERSHIP POSITION DESCRIPTIONS 
 
DRUM MAJOR:  This is a primary leadership position in one of the most important and visible 
organizations at James Madison University. The Drum Major(s) will serve as conductor; be called 
upon to teach drill and marching fundamentals; teach and rehearse music; warm-up the band; 
organize rehearsals; provide individual help to members; and assist the directors on a daily basis.  
Contact with the directors and student leadership is vital to the success of this program.  The Drum 
Major(s) will be the link between the director(s) and the membership of the band.  Although 
showmanship and professionalism are two important aspects of this position, musicianship, 
leadership, cooperation, communication, responsibility, and integrity will be essential for success 
in this role. The MRD Drum Major(s) is a role model for the band members and ambassador for the 
JMU band program and the university.  
 
 

SECTION LEADER:  Each section of the MRD’s will have at least one Section Leader.  The Section 
Leader(s) will work with the Drill Instructor(s) to provide a network of instruction and support to 
ensure that daily functions are successful and performance goals are met.  Section Leaders will 
primarily be responsible for all aspects of music preparation, as well as working with the section 
members in coordinating ALL aspects of daily operation; organizing and running daily sectionals; 
coordinating placement auditions during band camp; distributing music and part assignments 
appropriately; working cooperatively with other MRD Section Leaders; distributing and organizing 
season music; and working with Drill Instructors to ensure the attention to marching and 
maneuvering.  The student leadership will manage the daily operations of their section:  making 
sure that all music, folios, drill books, and raincoats are accounted for; assisting with 
loading/unloading of the band truck(s); maintaining rehearsal space (at all locations); checking 
uniforms before performances; taking attendance at each rehearsal/performance; and 
communicating with and managing his/her section at all times during the season.     
 
 

DRILL INSTRUCTOR:  Each section of the MRD’s will have at least one Drill Instructor.  The Drill 
Instructor(s) will provide a network of marching instruction and ensure that daily functions are 
successful and performance goals are met.  Drill Instructors will work with Section Leaders to 
organize and run daily sectionals; coordinate placement auditions during band camp; distribute 
drill and spot assignments appropriately; coordinate with other MRD Drill Instructors; teach 
section members the MRD marching fundamentals; and assist with drill instruction and show 
preparation at each rehearsal.  The Drill Instructor(s) will help manage the daily operations of their 
section: making sure that all music, folios, drill books, and raincoats are accounted for; assisting 
with loading/unloading of the band truck(s); maintaining rehearsal space (at all locations); 
checking uniforms before performances; taking attendance at each rehearsal/performance; and 
communicating with and managing his/her section at all times during the season.     
 
 

DRUMLINE CAPTAIN:  The Drumline Captain(s) will work closely with the Percussion 
Instructor(s) and section members to prepare, manage, and maintain ALL aspects of the MRD 
Drumline.  The captain(s) will provide a network of instruction and support to ensure that daily 
functions are successful and performance goals are met.  The Drumline Captain(s) will be 
responsible for:  preparation and memorization of season music; organizing and running daily 
sectionals; distributing music and parts appropriately; coordinating with other MRD section 
leaders; teaching their section members the MRD marching fundamentals; and assisting with drill 
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instruction and show preparation.  In addition to music and marching instruction, all student 
leaders are to manage the daily operations of their section, including: making sure that all music, 
folios, drill books, and raincoats are accounted for; assisting with loading/unloading of the band 
truck(s); maintaining rehearsal space (at all locations); checking uniforms before performances; 
taking attendance at each rehearsal/performance; and communicating with and managing his/her 
section at all times during the season. 
 
COLOR GUARD CAPTAIN:  The Color Guard Captain(s) will work closely with the Color Guard 
Instructor(s), Color Guard Equipment Manager(s), and section members to prepare, manage, and 
maintain ALL aspects of the MRD Guard.  The captain(s) will provide a network of instruction and 
support to ensure that daily functions are successful and performance goals are met.  The Guard 
Captain(s) will be responsible for:  preparation of all season work; organizing and running daily 
sectionals; coordinating with other MRD student leaders; teaching their section members the MRD 
marching fundamentals; taking attendance at each rehearsal/performance; assisting with drill 
instruction and show preparation; and communicating with and managing his/her section at all 
times during the season.  The Color Guard Captain(s) should be able to choreograph a portion of 
or all of a music selection if necessary.  
 
 

COLOR GUARD EQUIPMENT MANAGER:  The Color Guard Equipment Manager(s) will work 
closely with the Instructor(s), Color Guard Captain(s), and section members to prepare, manage, 
and maintain ALL aspects of the MRD Color Guard equipment and logistics.  This will include: 
ensuring that daily logistics are successful and performance goals are met; preparation, 
distribution, and maintenance of all season equipment (silks, poles, stoppers, etc.); organizing 
equipment and uniform distribution during band camp and the season; coordinating the 
transportation of all color guard equipment for performances and/or rehearsals; and maintaining 
the assigned storage spaces in Garber and Eagle Halls.  In addition to equipment and logistics, the 
equipment manager(s) is to be responsible for:  making sure all drill books and raincoats are 
accounted for; assisting with and organizing loading/unloading of the band truck(s); maintaining 
rehearsal space (at all locations); and checking uniforms before performances. 
 
 

PERSONNEL MANAGER:  The Personnel Manager is responsible for all issues related to the MRD 
personnel.  The primary responsibilities of this position will be daily attendance and record 
keeping.   This job requires a working knowledge of Microsoft Office, primarily Excel.  He/She will 
work with the Graduate Student in charge of attendance, Director(s), and Section Leaders to 
maintain daily attendance records.  In addition to attendance, this individual will coordinate the 
video and picture documentation of all MRD events and performances; and assist with the 
planning of such events as season road trips, Family Weekend, Parade of Champions, and the 
annual Band Banquet.  Beginning during Band Camp, the manager will create and maintain a 
database for season attendance, collect daily attendance records from section leaders, organize all 
absence/course conflict forms, and manage the attendance binder (sign in/sign out).  As 
participation and communication are two of the most essential aspects of the MRD curriculum, 
this job is of the utmost importance. 
 
 

UNIFORM MANAGER:  The Uniform Manager is responsible for maintaining the inventory of ALL 
MRD uniforms (excluding Color Guard).  He/She will organize pre-season uniform distribution and 
alterations, as well as post-season collection and cleaning; coordinate necessary alterations during 
the season; organize and be responsible for glove and plume distribution; be available before, 
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during, and after all performances (including trips) to assist with uniform issues; maintain a 
collection of extra uniform parts and supplies to be available at all times.  The Uniform Manager(s) 
will communicate with all MRD student leaders to make sure all uniform needs have been met.  
This position requires availability during the week prior to band camp, weeks following the end of 
the season, and possibly into spring semester. 
 
 

COMMUNICATIONS MANAGER:  This position has been designated to manage all aspects of 
communication within the program as well as contributing to the public relations of the JMU 
Marching Royal Dukes.  Primary responsibilities will include managing the MRD website, update 
and keeping current the MRD Facebook page, and communicating with campus and local media 
sources to promote the program.  The Communications Manager(s) will work collaboratively with 
the leadership staff and members of the program to develop communication strategies to better 
involve the membership and reach out to the public in order to best promote our organization.  
The manager(s) will work directly with the band staff to keep all social media updated during the 
season and school year.  
 
 

MRD HISTORIAN:  The MRD Historian will be responsible for documenting the events, 
performances, and personnel from the current season, as well as organizing and archiving media, 
publications, and other documents/items from previous seasons.  The Historian will responsible for 
organizing photography and videography during gamedays and performances, and will update our 
database files on a weekly basis.   In addition, the Historian will work with the Communications 
Manager to keep the MRD website updated with photos, videos, and other records. 
 
 

LOGISTICS CREW:  Members of the MRD Logistics Crew provide the necessary daily support 
structure for the logistics and management of the MRD rehearsal and performance schedule.  The 
crew is responsible for setting up for daily rehearsals (including podiums, sound equipment, yard 
line markers, etc.), game days, and performances.  They will work with the MRD student staff and 
leadership to ensure that all logistical needs for rehearsals/performances are met.  Members of the 
Logistics Crew will need to be available before and after regular rehearsals and game days, as well 
as during band camp.  This position is paid through JMU Student Employment, and individuals 
selected for the Logistics Crew will be asked to submit an application for employment at a later 
date. 
 
 

  

ALL POSITIONS: 
In addition to preparing the music and marching elements of the program, ALL MRD Leadership 
Staff members are expected to: 

• be responsible for creating a professional, safe, and focused atmosphere at all sectionals, 
rehearsals, and performances. 

• demonstrate a respectful and productive attitude during all sectionals, rehearsals, and 
performances. 

• provide a positive role model for all members of your section and the entire program at 
all times. 



 14 

MRD CHAIN OF COMMUNICATION 
 
“To effectively communicate, we must realize that we are all different in the way 
we perceive the world and use this understanding as a guide to our communication 
with others.” 

- Tony Robbins 
(Life coach and author) 

 
 
 

Directors & Instructors 
 
ê 
 

Graduate Assistants 
 
ê 
 

Drum Majors 
 
ê 
 

Section Leaders & Drill Instructors 
 
ê 

 

MRD Members 
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STUDENT STAFF RESPONSIBILITIES 
Staff Designation:  SL = Section Leader    DI = Drill Instructor 
 

“I believe that every right implies a responsibility;  
every opportunity, an obligation, every possession, a duty.” 

- Nelson Rockefeller  
(US Vice President (Ford), New York Governor) 

 
“A new position of responsibility will usually show a man to be  

a far stronger creature than was supposed.” 
- William James  

(Educational Psychologist and Philosopher) 

 
GENERAL EXPECTATIONS 
 
____  Provide a positive, mature, and professional role model for the members of your section, the 
JMU Band Program, and the campus community.  
 
____  Prepare all music and model quality music performance. 
 
____  Demonstrate quality marching fundamentals and demonstrate a productive drill-
learning/cleaning process at all rehearsals. 
 
____  Discourage unnecessary talking, and help to create focus during rehearsals.  
 
____  Attendance: be attentive to this process.  Understand the system and create an effective way 
to handle this at each rehearsal and performance.   
 
____  Focus on the PERSON not just the PERFORMER.     
 
____  Focus on creating an effective/positive PROCESS, rather than solely on the PRODUCT. 
 
____  Take responsibility for yourself, as well as the members of your section and program.  Do not 
hesitate to address possible problems, behaviors, distractions, actions, or attitudes. 
 
 

DAILY RESPONSIBILITIES 
 

____  Check student leadership emails/texts daily for updated rehearsal plans, locations, and  
    announcements.  Pass along pertinent information to your section.  (SL/DI) 

 

____  Communicate with your section leadership and staff to create a plan for the rehearsal,  
          the week, and the season.  (SL/DI) 

 

____  Coordinate with leadership from other sections (not just own) to create a plan for  
          rehearsals – this could be done prior to rehearsal, but recommended for after  
          rehearsal to plan for the next day.  (SL/DI) 
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____  Attendance: share responsibility with leadership and other members.  (SL/DI) 
• Keep your section’s attendance roster available at all times. 
• Take attendance at 6:00pm (no earlier, no later).   
• Record attendance and keep all records in your attendance binder.  
• Make sure all members understand the sign-in/sign-out process.  If attendance was 

taken before they arrive, they need to sign in (even if they have a course conflict 
form on file). 

 

____  Keep a file (provided) of extra music copies and coordinate sheets/drill.  Make sure this is  
         available at all rehearsals (regardless of location).  (SL/DI) 
 

____  Make daily announcements (to the section): schedules, logistics, reminders, etc.  (SL/DI) 
 

____  Put announcements in MRD “Announcement Book” BEFORE rehearsal.  (SL/DI) 
 

____  Physical warm-up/stretching (can be done in conjunction w/music warm-up)  (DI) 
 

____  Warm-Up/Tuning  (SL) 
• Breathing 
• Balance and blend 
• Tone/Tuning – practice listening/matching tone 

 

____  Incorporate posture, horn angles, movement, and marching into warm-up,  
         sectionals, and rehearsal (DI) 
 

____  Rehearse music  (SL) 
*Don’t neglect stand tunes/pre game music 

 

____  Memorize music  (SL) 
*Don’t neglect to set up time outside of rehearsals to address memorization 

 

____  Arrange for marching rehearsals with combined sections in an effort to increase the exposure  
          of the Drill Instructors to the band as a whole.  (DI)   
 

____  Review/clean marching technique and style (DI) 
 

____  Assist with teaching and cleaning drill – be proactive (DI) 
 

____  Coordinate the transportation of stand tunes (should have at all rehearsals) (SL/DI) 
 

____  Maintain focus and respect during the rehearsal, huddle, announcements, and  
          dismissal  (SL/DI . . . really, that is EVERYBODYS RESPONSIBILITY) 
 

____  Coordinate the alternate and evaluation processes with the staff in charge (SL/DI) 
 

____  Establish and encourage communication within the section (SL/DI) 
• Consider creating a section director with the necessary contact information 
• Text 
• Phone 

 

____  CLEAR REHEARSAL AREA – make sure ALL belongings are picked up and all trash is  
          disposed of – do not leave rehearsal until all equipment packed/put away – and      
          involve the section members in this responsibility.  Bring extra/left items to Drum  
          Majors/GA’s, or keep until next meeting. (SL/DI) 
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MUSIC REHEARSAL – Sectional Time 
 
____  Student Leadership must know all aspects of the music and drill that is being   
          addressed at rehearsal and sectionals.  (SL/DI) 
 

____  Plan for a proper warm-up (SL/DI)  
• Breathing 
• Tuning/Tone 
• Balance/Blend 
• Stretching 
• Posture/horn angles 

 

____  Always use metronomes/tuners when possible.  (SL) 
 

   LEAD ≠ CONTROL! 
 

Consider having one SL with a metronome, monitor how the section is doing with tempo, 
and then provide feedback. INVOLVE THE SECTION in determining how to fix the tempo 
issues.  AVOID THE DESIRE to stop the section every time they are not with the metronome 
as this could be counterproductive. 

 

____  Rehearse current show music, and focus on more than just the technical aspects  
          (accidentals, rhythms, tuning).  Don’t forget to inspire musical expression and an  
          expectation of appropriate/responsible attention to musical detail (dynamics, phrasing,  
          style).  (SL) 
 

____  Make sure that MEASURES ARE NUMBERED IN EVERYBODY’S PART!  You will  
          find that this will expedite the rehearsal process.  (SL)  
 

____  Consider marking drill moves in the music – rehearse while marking time and have Drill  
          Instructors remind about step-outs, holds, horn moves, etc.  (SL/DI) 
 

____  Each week, make an effort to review stand tunes and pre-game music (SL) and  
         make sure that stand tunes are available at all rehearsals.  Consider storing at the stadium  
         storage room . . . but always know where they are. (SL/DI) 
 

____  Address memorization – not just when a tune is new, but also throughout the season  
         to make sure music was memorized correctly and remains memorized (correctly).    
         Don’t hesitate to take the time to FIX MISTAKES!!  (SL) 
 

____  Be prepared to address individual problems/issues (utilize multiple SL)  (SL) 
 

____  Drill Instructors – address horn angles and posture throughout rehearsal (not always  
         to the entire section, but step out and address individuals).  (DI) 
 

____  Drill Instructors – be prepared to implement marching/visual aspects into the music  
         rehearsal when possible.  Coordinate with the Section Leaders to determine the best    
         time for this.  (DI) 
 

____  Divide the section (by part, by ability, etc.) to rehearse in smaller groups and to  
         utilize more leadership – however, do not use the same groups or pairings of  
         leadership each time.  (SL/DI) 
 

____  Utilize Drum Majors or other Section Leaders – consider working on music or  
         memorizing with other sections.  Not only will this process be good for meeting  
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         other MRD’s, but may also expedite the memorization process as there will be  
         more parts to use as reference.  (SL/DI) 
 

____  Coordinate with other sections to do a combined warm up or rehearsal (music  
         and/or marching) during this time.  But, make sure to plan ahead – make sure both the      
         leadership and the section members are prepared.  (SL/DI) 
 
 

MUSIC REHEARSAL – Full Rehearsal 
 

____  Assist with getting your section to concert arcs as quickly as possible.  (SL/DI) 
         Note: Please make sure your section’s formation is organized and uniform. 
 

____  Be prepared for a change in the set up from time-to-time.  (SL/DI) 
 

____  During full music rehearsal, use this as an opportunity to play.  Allow the  
          directors/drum majors to run the rehearsal.  This will help to keep focus on the     
          process at hand.  (SL/DI) 
 

____  Section Leaders, use this as an opportunity to take notes about the full ensemble  
          issues, as well as address individuals in your section.  Feel free to move around  
          your section and the ensemble (front) to listen effectively.  (SL) 
 

____  Drill Instructors, use this as an opportunity to address horn angles, posture,  
          marking time, step-outs, and foot position (when appropriate).  (DI) 
 

____   Communicate with other leadership and staff during this rehearsal – share questions  
          and/or concerns, or even compliments to your section members or others.  (SL/DI) 
 

____  Help to maintain focus during rehearsal (monitor talking).  Your efforts will have a  
          direct affect on the rehearsal pacing and productivity.  (SL/DI) 
 

____  When music is not memorized, make sure there is a plan in place for how this will be \   
          addressed with the section and/or individuals.  Please make sure the same individuals are    
          not always holding music.  USE MUSIC STANDS!  (SL) 
 
 

TEACHING/LEARNING DRILL 
 
____  Provide an initial session on reading/learning drill during band camp.  (DI) 
 

____  Make sure ALL members understand how to use the coordinate sheets, as well as the  
         process for teaching/learning drill (DI): 

1.) Identify your spot from the sheet 
2.) Locate spot on field (do not just follow others) – mark it using reference points 
3.) Guide to the form once your spot is set 
4.) Instrument in front when set 
5.) Know the music to which the move corresponds – review this while others are setting 

 

____  Make sure ALL members of the section have drill books at all rehearsals.  (SL/DI) 
 

____  Drill Instructors – be active in addressing issues as each set is learned.  (DI) 
 

____  Step out of the set to watch moves if there are problems, but don’t do this excessively.  (DI) 
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____  As soon as director(s) is done commenting, fall out of set and address problems. (DI) 
 

____  Make sure everybody around you is counting (loud) and/or singing.  (SL/DI) 
 

____  Make sure individuals are marking their positions (even once learned) and not just  
         following the forms.  (DI) 
 

____  Identify important reference points in the drill (ends of lines, center of arc/diagonal,  
         etc.) and encourage individuals to mark these positions.  (DI) 
 

____  Encourage and model running back to your previous spot when cleaning and  
         learning drill. (SL/DI) 
 

____  Section Leaders – feel free to help with marching issues if there is a lack of  
         DI/Leadership in your area.  Be proactive! (SL/DI)      
 

____  Communicate with other staff on the field and with the directors when problems  
          occur.  However, do understand that there will be a priority list (often determined    
          by time) of what issues can be addressed with the time allotted.  (DI) 
 

____  Keep the staff and director(s) updated with any major problems or suggestions for  
         future rehearsals.  (SL/DI) 
 
 
 

GAME DAY RESPONSIBILITIES – Morning Rehearsal 
 

1.) DRESS CODE – ALL MRD’s wear MRD T-shirt and Nike warm-up pants 
 

Note: the first rehearsal of the season may be in full uniform – listen for announcements and 
remind your section members.  

 

2.) Game Day Rehearsal Attendance – individuals who are late must report to directors.   
• If tardy, they will not march Pre-Game 
• If absent (unexcused), they will not march at all, and will be permanently replaced 

by an alternate (until the next challenge).   
 

3.) Make sure all flip folder bins get to stands (before Pre Game). 
 

4.) Have a plan in place for distributing raincoats if/when necessary – these should NOT be at 
the stadium unless there is rain in the forecast. In that case, they should be distributed at the 
AM rehearsal (if possible). 

 

5.) Review stand tunes/pre game music. 
 

6.) Review daily schedule, meeting locations, protocol, etc. with section. 
 

7.) Following rehearsal, help to clean our rehearsal area (specifically your section’s area) and 
clear out the stadium as quickly as possible.  With the new facility, we will not be 
permitted to linger, and timing will be strictly enforced (so they say).  (SL/DI) 
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GAME DAY RESPONSIBIILITIES – Pregame 
 

NOTE:  Our Pregame warm-up IS A PERFORMANCE!  FULL UNIFORM and appropriate 
behavior is required as soon as this process begins.  
 

1.) All members must bring personal belongings to stands BEFORE warm-up; enter through “B” 
gates (by Godwin) with uniform ON.  However, it is recommended that personal 
belongings be limited to wallets or necessary ID/money. 

 

2.) Instrument cases, if used on game day, must be placed in designated areas underneath the 
band stands (not in the stands).   

 

3.) Attendance at pre-game warm-up (Eagle) – Individuals who are late must report to directors 
immediately. 

 

4.) Check ALL uniforms – if there are any problems, see uniform manager(s). 
* If there are any uniform problems/discrepancies, address them immediately with the 
Uniform Managers – DO NOT WAIT UNTIL WE LINE UP!!  

• NO face paint (other than JMU temporary tattoos) 
• No excessive jewelry (earrings) 
• No hair is to be visible below the front and back hat line (all hair must be put up, 

inside the hat – this includes males/females with long hair) 
• No streamers/poms/paraphernalia visible outside the uniform – if students would like 

to use these in the stands, they should be delivered to the stadium BEFORE GAME. 
• Game day BUTTONS will be limited to that weekends’ game only.  Multiple buttons 

will not be permitted . . . this isn’t TGI Friday’s! 
         

5.) Warm-up your section 
• Tune 
• Review show music (or stand tunes if necessary) 
• Review plan for parade to stadium, pre game, etc. 
• Address any instrument issues. 
• Hype!! 

 

6.) Assist with an orderly and professional concert arc-ing.  This is a performance! 
• Full uniform – THIS INCLUDES DRUMLINE! 
• Shako (w/plume) at each individual’s feet. 

 

7.) Maintain a professional yet energized pre-game performance environment. 
 

8.) Assist with an orderly and quick parade line-up – drumline first. 
 

9.) At the field (before Pregame), leadership check all uniforms – make sure all jackets are 
properly zipped and hooked, and pant legs appropriately pinned (hem).   

 

10.) Coordinate marching style and horn carriage for ourmarch into stadium.  
 

11.) When entering the stadium and waiting for pre-game entrance, maintain  
       professionalism and focus – be aware of the game day staff and crowd moving about the  
       tunnel and our staging area. 

 

 NOTE:  If a band member participates in negative/poor sportsmanship or violates  
 any rules established by the presiding game officials (no matter the circumstances), they will be removed 
from the game and become an alternate. 
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GAME DAY RESPONSIBILITIES – Game Time 
 

1.) Be ready to get your section seated in the stands and playing in a timely manner.  
NOTE:  If possible, designate SL/DI to head to stands and coordinate the seating of 
sections and distribution of stand tunes. 

 

2.) Remind all members to get water – assist with distribution if necessary. 
 

3.) Monitor the stands to make sure all waste is disposed of properly – assist with collection of 
water bottles and trash (during the game – do not wait until the game is over to pick up 
trash – keep up with it).  DO NOT allow for water bottles to be dropped below the stands. 

 

4.) Proctor band stands – ONLY CURRENT MRD MEMBERS ARE PERMITTED TO BE IN THE 
MRD STANDS.  If students wish to visit with family/friends/alumni, they must do so on the 
perimeter of the MRD seating area.  

 

5.) Make sure all uniforms remain on, unless otherwise instructed – this includes zippers and 
buttons. 

 

6.) If uniform jackets are removed (due to excessive heat), make sure there is a uniform way of 
storing them (folded on seat), and the hat is properly placed with the plume off and in the 
bucket (not lying on the ground).  

 

7.) Encourage and model school spirit and a positive energy while at the stadium. 
 

8.) Focus on supporting JMU, not just offending the opposing team. 
      *Remember – it is much easier to get a negative reputation than it is to    

 maintain a positive one.  
 

9.) Make sure your section knows what tunes are being performed – keep them constantly 
informed and focused.   

 

10.) Communicate with the drum majors and other staff during the game.  Listen to    
       DRUM MAJORS and DRUM LINE – participate in all cheers (win or lose).   

 

We are not just there to WATCH the game – we are there to be a PART OF IT. 
 

11.) Establish focus and participation during the game. 
 

12.) Ensure that your section is organized and mobilized for half time and post game –  
  DO NOT ENTER THE FIELD or LEAVE THE STANDS UNTIL DIRECTED.  

 

13.)  There is to be absolutely NO physical contact made with any players during the  
   game, whether on the sideline, in the end zone, or on the field.  NOTE:  If a         
   band member participates in negative/poor sportsmanship or violates any     
   rules/regulations established by the presiding game officials (no matter what  
   circumstances are), they will removed from the game and become an alternate. 

 

14.)  Contribute to a positive/professional atmosphere in the stands and on the field. 
 

15.)  If problems with neighboring fans or even JMU stadium/athletic staff occur (i.e.       
        blocking view of game (tubas), standing in seats that are not “ours,” etc.), DO      
        NOT RESPOND – BRING THE ISSUE TO THE DIRECTOR(S) IMMEDIATELY.   
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PLAYING IN THE STANDS 
 
Always make sure your section members have the appropriate flip folders.   
 

We will always have the following up: 
1.) Defensive/Offensive Short 
2.) Drum Cheer 
3.) Long Tune (if/when applicable) 
4.) Fight Song/Short or Long (depending on game play) 

 

Be prepared to have your section ready to play at all times during the game.  Be standing and with 
horns up during the play previous to break – and be standing and ready to play by 10 seconds on 
the clock at the end of the quarter.  Tubas and Drum Line, plan accordingly.  
 

IN CASE OF A TOUCH DOWN WHILE THE BAND IS MOVING FROM THE STANDS OR IN 
THE ENDZONE ALREADY, plan to play the fight song and be watching for the drum 
majors/directors for instruction.  Also, listen for the drumline/roll-off.   
 
 

VIDEO BOARD REMINDER:  It is likely that JMU Athletics will continue to develop their 
use of the video board for marketing with enhanced in-game advertisements and video spots.  The 
staff will be in constant contact with the media/marketing folks (via radio), and will communicate 
sequences/requests to the drum majors/band.  Our playing opportunities will continue to be 
organized and somewhat scripted.  As leadership, please remind your sections that we are PART of 
the game day experience and to be aware of other announcements/commercials/video that are 
occurring on the video board, as well as respond positively to requests made by the Athletic 
Officials.  
 
 

3rd QUARTER BREAK:  There is NO 3rd Quarter Break for the band.  Students are expected 
to return to the stands immediately following our half time performance.  It is expected that we are 
ready to play by the start of the 3rd quarter (or as soon as we are back in the stands). 
 

Section Leaders and MRD Staff will be responsible for monitoring the stands and regulating when 
members leave the stands.   
 
ALL INDIVIDUALS WHO NEED TO LEAVE THE STANDS at any time during the game, will need 
to check in with section leadership.  Sections should devise a plan for their section members to 
check-in and check-out during the game: 

1. All members must check-out with leadership during the game. 
2. There should be no more than 2-5 members   The leadership team is responsible for 

managing/regulating this in order to keep focus in the stands during the second half  
 

Note:  If liquid or food is a concern during this time, it is recommended that the SL or other 
section members organize a system where individuals provide snacks for their section at each 
game. 
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MEALS DURING GAMES 
Depending on game time and the daily schedule, we may  choose to provide food for the band 
during select games.  The Leadership Team and staff should help organize the distribution of the 
boxed (bagged) lunches/dinners as well as help manage the trash/waste removal following the meal.   

• Be aware of the distribution process (Game Day crew will manage).  In most cases, the food 
will be located underneath the endzone stands, behind the band seats.   

• Help organize your section when it is their time to get food. 
• Make sure members of your section are still engaged with the game even when eating – no 

entire section should be sitting and eating at the same time.   
• Help collect and discard trash/waste after your section is done eating. 

 
 

GAME DAY RESPONSIBILITIES – Post Game 
 

1.) There is to be absolutely NO CHARGING THE FIELD by band members at home or away 
games.  Support the team by performing with the band!  If a band member participates in 
this activity (no matter what circumstances are), they will be removed from the game and 
from their permanent marching assignment.   

 

2.) When instructed to exit the stands (by the Drum Major(s) or Director(s)), make sure that 
your ENTIRE section is mobilized and reports to the sideline.   

 

3.) Following the game, and before our Post Game entrance, please make sure to organize 
your section(s) in order to establish a professional/uniform field entrance.  Be prepared to 
wait for the go-ahead from Athletics before entering the field.   

 

4.) Following our Post Game performance, please help the group move to the huddle.  During 
the huddle, it is imperative that all leadership and staff members encourage and 
demonstrate respect for this tradition and focus for the announcements that are made.  
Please consider this to be part of the post game performance.   

 

5.) After dismissal, assist with clearing the field and cleaning the stands/band area.  WE ARE 
TO LEAVE OUR STANDS IN BETTER SHAPE THAN THEY WERE WHEN WE ARRIVED.   

 

6.) Make sure your section’s raincoats (if used) and flip folders are returned to the storage room 
or another location if so determined. 

 

7.) If your section uses the stadium storage room – coordinate with staff and the Logistics Crew 
to organize a system of storing instruments/equipment as well as determine an entrance/exit 
path.  NOBODY SHOULD LEAVE THIS AREAS UNTIL EVERYTHING IS PUT AWAY.  It is 
recommended that sections designate at least one SL/DI to remain at stadium to ensure that 
everything is removed and at least one SL/DI to be at the storage room to ensure that 
everything is put away.   

 

LOST AND FOUND! 
• MRD items/equipment left behind at the stadium/truck/storage room (instrument, drill 

book, flag, drum sticks, uniform parts, etc.) is to be returned to MRD Staff. 
• Personal items that are left behind at the stadium/truck/storage room (wallet, jacket, purse, 

backpack) are to be returned to JMU Public Safety or Athletic Staff.  DO NOT TRY TO 
RETURN THESE ITEMS YOURSELF OR KEEP WITH YOU TO BRING TO THE BAND 
OFFICE. 
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BRIDGEFORTH STADIUM: Band Seating 
The band is seated in sections 118 & 119 – ONLY BAND MEMBERS CAN ACCESS THIS AREA.  
All others will need a ticket to access the walkway behind the band.   
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STADIUM RULES & PROTOCOL 
The information below has been created and shared by JMU Athletics.  We must remember that 
the stadium is not “ours,” and we are extremely fortunate to have the opportunity to use that 
space on a regular basis.  In return, as responsible JMU citizens, we must be aware of and abide 
by the following rules and regulations at all times when in the stadium: 
 
REGULAR REHEARSALS 
 

1. Band enters & exits through Service Gate 3 closest to Band Storage. 
a. Band members are not to climb fences or pillars next to the gate. 
b. Band members are not to enter facility until supervisor with key privileges lets them 

in.  
c. Band members are to retrieve instruments from Band Storage only, not use the 

surrounding area for practice. 
d. Band members are not to enter through other open gates that may be open for 

operations. 
 

2. Instruments are to be played outside of gates only if members would like to practice before 
their scheduled time in the stadium. 

a. Those that choose to practice outside of the gates must do so away from service 
gates and other operational areas that would negatively impact the set-up of football 
game day or daily operations (Aramark deliveries, FM support, elevator 
maintenance, outside contractors, etc.)  

b. If at any point, the activities occurring within the stadium are disrupted due to 
practicing taking place outside of the facility, the facilities coordinator/building 
manager will ask the group to relocate. (i.e. drumline outside of Gate C during 
football practice with no noise barriers in between). 

3. During the scheduled time, band members are only permitted to practice on the field and 
under the north grandstand. 

a. At no point, should band members wander south of Band Storage, as they would 
then be in operational areas. 

b. The lower & upper concourses are off limits, as they are considered operational 
areas. 

c. All elevators, escalators, and interior spaces are off limits unless otherwise 
scheduled/approved by Athletic Facility Staff. This includes access for directors, 
coaches, photographers, family members, etc. 

d. The bathrooms in the tunnel leading to the field are the only bathrooms permitted for 
use during scheduled practice times. (Maintenance of these bathrooms will be 
charge to the Band, as they would otherwise be locked outside of game days). 

e. If an “open practice”/rehearsal occurs, fans are to sit on the east side grandstand 
only, sections 1-8, and should enter/exit through the service gate under Section 3. 
Open practices are to be scheduled/approved by Athletic Facility Staff.  
 

4. Band equipment (instruments/flags/back-packs) is to be stored inside Band Storage or under 
stairwell 7 just inside of Gate E. 

 

5. The band storage room is to remain in compliance with Life Safety. Doorways are to remain 
clear, and fire extinguishers must have a clear pathway. The fire extinguisher censor must 
remain clear. 
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6. Band members are not to ride their bicycles in the stadium. Bikes are to be locked up at the 
bike rack near Service Gate 3.  

 

7. Bridgeforth Stadium lights are to be scheduled by Athletic Facility Staff. These are currently 
pre-scheduled for routine practice times, and will be adjusted as the Fall semester 
progresses. If for any reason the light schedule needs to change, please notify Athletic 
Facility 24-hours in advance. Brandon can be reached by phone at 540-271-8490 or by e-
mail at phillidt@jmu.edu.  

 
 
GAME DAYS 
 

1. The same general rules apply to game day as they do for practices. 
a. Entry/Exit through Service Gate 3. 
b. Interior spaces, elevators, escalators, Lower & Upper Concourses are off limits. 
c. Instruments are only to be played inside the stadium during the scheduled rehearsal 

time. 
d. Rehearsal is to occur on the field or under the North Grandstand. 
e. Band equipment (instruments/flags/back-packs) is to be stored inside Band Storage or 

under stairwell 7, not outside of Band Storage in the service corridor. 
f. All fans must remain in Sections 1-8 during rehearsals on game days. The newly 

expanded side of the stadium is shut down for set-up prior to gates opening. 
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ALTERNATE & EVALUATION INFORMATION 
The alternate system is an integral part of the MRD program.  Prior to band camp, a predetermined 
number of marchers will be established for each wind section.  This will be adhered to for halftime 
drill-writing purposes and will be primarily determined by a balanced instrumentation and 
equipment availability.  
 

In order to ensure an effective system, the following process has been established: 
 

1.) Initial alternate assignments will be determined through an audition processes during the 
pre-season band camp in August.  Marching spots and alternate positions will be assigned 
the following day. 

2.) Each section will carry a pre-determined number of alternate positions.  Following 
auditions, all section leadership teams will rank the individuals who auditioned and submit 
this list to the MRD staff. 

3.) The band staff will review the list and create pairs of alternates, assigning two to each 
alternate drill spot.  Example:  If the Trumpets have 4 alternate drill spots, the staff will 
select 8 individuals to share those positions as Alternates. 

4.) Each Alternate pair will share their assigned drill spot for the entire season. 
5.) The Alternate Pair will be assigned to march either Half-time or Post-game at each home 

game. 
6.) The leadership team from each section will be responsible for managing and organizing the 

alternate system in their section.  
7.) Alternates are considered to be active members of the Marching Royal Dukes and will 

attend all rehearsals and perform at all home pre-game performances. 
 
 

SECTION EVALUATIONS 
In order to better assess the preparation and progress of our members, an evaluation system will be 
implemented for the 2013 season.  On a weekly basis, the MRD staff will visit each wind section 
in the band to evaluate the members.   
 
In order to ensure an effective system, the following process has been established: 
 

1. A schedule will be established each week to evaluate the wind sections on Tuesdays, 
Wednesdays, and Thursdays.  

2. The staff will visit each section while the section leaders run the show tunes or other season 
music as determined by the staff.  

3. As the section plays through the music, the staff members will evaluate each individual. 
4. Individuals who do not demonstrate appropriate preparation and/or performance of the 

selected music will be identified and their names recorded on the evaluation roster.  
5. All individuals who are identified as not meeting program expectations will be responsible 

for addressing these issues outside of rehearsal time (working with section leadership if so 
desired), and will be required to attend an extra rehearsal during sectional time on the 
following Monday.  NOTE: If there is a schedule conflict with the Monday session, an 
individual meeting will be set up with the staff. 

6. THREE STRIKES: Individuals who are selected three times to attend the extra rehearsal 
sessions will receive a reduction of one full letter grade for the semester.  Each extra 
rehearsal session beyond the third will also result in an additional letter grade reduction. 
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ALTERNATE/EVALUATION PROCESS FOR SECTION LEADERSHIP 

1. Keep a record of alternates and potential challenges. 
2. Make sure there is an organized process for the alternate pairs – establish a system for 

rehearsals (who marchers, who mirrors). 
3. Although there will be no “challenges” this year, the evaluation process is going to become 

an integral part of our daily routine.  This allows you, as leaders, to contribute more directly 
to the accountability of your section.  

4. Be observant during rehearsals and performances.  Keep track of individual preparation and 
performance. 

5. Provide feedback, as necessary, to the staff prior to their listening to the group.  Identify 
individuals who you know have not been able to successfully prepare/perform their music. 

6. Be prepared to speak with individuals who have been selected for the extra rehearsal 
session(s).  Offer help as needed. 
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UNIFORMS 2013 
 
“The uniform makes for brotherhood, since when universally adopted it covers up all differences 
of class and country.” 

- Sir Robert Baden-Powell  
(British military scholar, founder of the Boy Scouts) 

 
 
Uniform:  1. Not varying in form, rate, degree, etc.;  2. like others of the same class;   
3. distinctive clothes of a particular group, such as soldiers. 
 
 
UNIFORMS:  During performances (anytime the uniform is on – including Eagle warm-up, pre-
game, post-game, etc.), the following rules apply: 
 

1.) All MRD’s are to wear the official MRD T-Shirt underneath their uniform – there will be 
no exceptions to this, including section shirts. 

 

2.) If individuals do not have on their MRD T-Shirt, Section Leaders/Staff will instruct 
individuals to put/keep their jackets on. 

 

3.) In cooler weather, students are to wear BLACK undergarments.  If long sleeve – the MRD T-
Shirt is to be worn over the long-sleeve shirt.  

 

4.) If/when jackets are removed, the pants are to remain completely zipped.  If unzipped, 
Section Leaders/staff will instruct individuals to put their jackets on, or zip up.  If jackets 
are removed (only for excessive heat), it is done so by the ENTIRE organization. 

 

5.) If jackets are removed, they should be folded neatly, and placed on the seat/bench.  When 
hats are removed, the plume should be removed and placed in the bucket, and the hat 
placed on top of the jacket.   

 

6.) All individuals are to wear the official MRD baseball cap – purple.  NO OTHER 
HEADWEAR WILL BE PERMITTED IN THE STANDS.   

 

7.) In cold weather, all members should wear the black MRD headband (provided).  Knit caps 
will not be permitted. 

 

8.) SUNGLASSES ARE NOT PERMITTED during performances.  The Leadership staff should be 
proactive when doing the pre-game uniform check, as well as when we are lined up to 
enter the stadium or enter the field for performances. 

 

10.) Game day BUTTONS will be limited to ONE (for that weekend’s game).  Multiple   
       buttons will not be permitted.   

 
RAIN COATS will be signed out to each individual at Uniform Distribution, and will be labeled 
with their name.  They will be collected by each section and kept in bins in the stadium storage 
room.  Distribution should happen at the stadium (if rain is predicted) during morning rehearsal.  If 
it rains, jackets will be kept by the members and returned at our next rehearsal.  If it doesn’t rain, 
they will be returned to the storage room immediately following the game.  Section leadership will 
be responsible for assisting with this process.   
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TRAVEL RESPONSIBILITIES – Day Trips & Overnight 
For all travel events, the following is expected of all student leaders in order to ensure an 
organized and successful trip: 
 
 

IN PREPARATION: 
 

____  Speak with your section about the “usual” MRD trip process. 
 

____  Remind your section to be thinking of bus assignments and roommate preferences. 
 

____  Student Leaders should determine who will be acting as bus captains for section(s). 
 

____  Make sure all section members are aware of the distributed itinerary, as well as  
pay attention to announcements and e-mails for changes or updates.  All trip information will 
be posted on the MRD website in the MEMBERS section. 

 

____  Review the report times and locations with all members. 
 

____  Establish a system or phone tree that can be used when contacting individuals who  
         may be late or not at the report location. 
 

____  Make sure all equipment and necessary supplies (flip folders, rain coats, etc.) are  
         distributed to appropriate members or loaded onto the band truck(s) if necessary. 

 

____  Be SMART and responsible the night before we travel – and encourage your  
          colleagues to do the same.  
 
 
 

PER DIEM: 
 

Each member of the band will receive a personalized per diem card (Visa) to use on each trip.  The 
card will be pre-loaded with the amount of per diem allotted. 
 

1.) Per diem cards will be distributed during an MRD rehearsal early in the season.  All 
members should bring their JMU ID or a picture ID with them, and will sign out their card 
with the JMU Accounts Payable staff.  

      Note: Failure to pick up said card will result in forfeiting per diem for that trip. 
 

2.) Each individual is responsible for keeping track of his/her balance. 
 

3.) This card can be used wherever Visa is accepted. 
 

4.) ONLY FOOD can be purchased with these funds.  No alcohol.   
     Note: The Accounts Payable Office has the ability to look up all   
     transactions electronically . . . and they do! 
 

5.) The cards will be kept all season, or until our last trip. 
 

6.) Individuals with a lost/missing card at the end of the season will incur a  
     $25 fine (charged to student accounts). 
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DAY OF TRAVEL – EXPECTATIONS FOR ALL MEMBERS: 
 

____  All student leaders (even if not bus captains) should report at least 30 minutes prior  
         to the given report time in order to meet with the director(s)/staff and be available  
         to assist with food distribution, attendance, and equipment issues. 
 
____  Devise a system of checks and balances to ensure that all section members arrive on time – 
if members are missing after the report time, contact the individual(s). 
 
 

BUS CAPTAINS: 
 

Each bus will be assigned two student leaders to fulfill the role of “bus captain” for the duration of 
the trip.  The following process has been established  
____  Bus Captains should report to the Director(s) or designated staff member to receive  

instruction and pick up supplies/clipboard.  
 

____  Bus captains will receive a trip clip board, including: 
• Bus list 
• Itinerary 
• Announcement sheet & other event information 
• Phone List 
• Trash bag(s) 

 

____  At report time, make sure that all members: 
• Have the required uniform and equipment 
• Pick up food (if provided) 
• Check-in with bus captains – if they don’t know what bus they are on, they should 

check with each bus captain 
• Say hello to the bus driver! 

 

IMPORTANT:  If changes are made to the bus list, all other bus captains and band staff 
members should be updated.   

 

____  All leadership are responsible for adhering to the itinerary and making sure that all  
         members stay on time and on task.  Also, make sure to keep your cell phone on!! 
 

____  Upon arrival at event location(s) or upon return to JMU, all leadership is responsible  
         for making sure that ALL trash and equipment/belongings are removed from the bus.   
 
 

UPON RETURN TO JMU: 
 

____  Make sure  that all trash and equipment is removed from the bus, check above the  
         seats, under the seats, and under the bus in the storage compartments.  Use the trash   
         bags provided.  
 

____  Place trash bags by the JMU trash receptacles at Godwin.   
 

____  Make sure everybody thanks your bus driver! 
 

____  DO NOT LEAVE until all members and all belongings have left your bus. 
 

____  Bus captains, please return your clipboards and all extra supplies to the designated staff. 
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____  Any equipment/items left on the bus should be returned to the band staff. 
 

____  Assist the crews and staff with returning any equipment to Stadium/Garber. 
 
 
INAPPROPRIATE BEHAVIOR: 
 

If you or any other member of your section observes behavior or activity that is inappropriate, 
offensive, or in violation of the JMU Code of Conduct, this must be reported to the MRD staff 
immediately.   
 

IF YOU HAVE TO QUESTION WHETHER SOMETHING IS APPROPRIATE OR NOT . . . it is most 
likely NOT appropriate, and should be addressed immediately.   
 
 
ALCOHOL/SUBSTANCES: 
 

If you or any other member of your section is seen consuming alcohol or illegal substances 
before/during MRD rehearsals, MRD performances, MRD trips, or when in uniform, this must be 
reported to the MRD staff immediately.   
 

If a band member reports to a rehearsal or performance intoxicated, or if you or any other member 
of your section suspects a band member to be intoxicated, this should be reported to the MRD staff 
immediately.   
 

 
 

The JMU Student Handbook, Code of Conduct, and all university policies are in effect at all times 
when practicing, performing, and traveling with the Marching Royal Dukes.  It is expected that 
each member of our program act as an ambassador to the organization and university at all times.  
If a member uses any action or language that is deemed inappropriate in regard to the mutual 
respect for all members of the band and/or staff members, that individual will be subject to being 
made a permanent alternate or potential removal from the program.  In addition, if any member is 
found in violation of the JMU Code of Conduct while in rehearsal, at a performance (on or off 
campus), or on a trip with this organization, the steps of reporting and prosecution will be strictly 
enforced as prescribed by the JMU Judicial Handbook. 
 
 

http://www.jmu.edu/judicial/handbook.shtml 
 

http://www.jmu.edu/honor/code.shtml 
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MRD REHEARSALS 
 

“The difference between ordinary and extraordinary is practice.” 
- Victor Horowitz 

(Russian-born American pianist and composer) 
 

“There is a fine line between being consistent and being repetitive.” 
- John C. Maxwell  

(author and speaker on Leadership, Christian pastor) 
 
 

SCHEDULE 
The following daily rehearsal schedule will be used unless otherwise directed – check daily e-
mails and MRD Hotline for updates: 
 

5:30PM Logistics Crew/Staff/Drum Majors report – set up field  
 

5:45PM Drum Line begins warm-up                   
  Pit and Pit Crew report  
  Tubas report (note: may be earlier at Stadium if necessary)  
  ALL Section Leaders report – pick up attendance binders 
  Members encouraged to report – begin warm-up process 
 

6:00PM Sectionals 
  Attendance taken – return attendance binders to tower 
 

6:20PM Concert Arcs or Fundamentals Block 
  Music Rehearsal 
 

6:40PM Drill/Marching Rehearsal 
 

7:15PM Drill/Music continuity 
 

7:25PM Bring it in . . . 
 

7:30PM Dismissal 
 
MONDAY SECTIONAL LOCATIONS:  If weather permits, it is recommended that all sectionals be 
held outside.  However, please be sensitive to classes in session if rehearsing near an academic 
building.   
 

Recommended outdoor space:  Stadium (field, Godwin stands, end zone), Hillside Field, Godwin 
Field, Music Building courtyard, Duke sculpture garden (stay away from construction), Anthony-
Seeger lawn, upper quad.   
 

Recommended indoor space:  Indoor sectional locations will be established during band camp, 
but cannot be guaranteed during the season.  Due to a shortage of space, sectionals may be held 
in:  Music Building, Wilson Hall, Anthony-Seeger, Forbes Room 1115, Godwin/Memorial 
Hall(guard), covered areas in the stadium.  
 

In case of changes to these locations, and adjustments in case of inclement weather, please be 
cooperative and willing to relocate.  Make sure everybody checks their e-mail, the MRD Hotline, 
and website for updates.   
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E-MAIL / 6942 / TEXT / WEBSITE:  Remind all of your section members to check their MRD  
e-mails and the website daily.  It is also imperative that they call the MRD Hotline (568-6942) 
during the day for important updates about rehearsal locations and other program details – 
especially when weather is uncertain.  This year, we will have the ability to send a group text 
message to the members of the band.  This will help us get announcements (location 
changes/weather updates/etc.) to the band more quickly and effectively.   
 
 

REHEARSALS / SECTIONALS 
 

“More important than the curriculum is the question of the methods of teaching  
and the spirit in which the teaching is given.” 

- Bertrand Russell  
(20th Century British Philosopher) 

 
1.) ALWAYS have a plan for each rehearsal – as a leadership team (SL&DI), plan ahead and 

communicate with each other BEFORE the rehearsal begins, or establish this plan 
immediately following the previous rehearsal.  

• Discuss what needs to be accomplished and how it is going work. 
• Discuss who is going to be responsible for each part of the rehearsal 
• If you are not going to be “leading” a part of the rehearsal, you should still plan 

for what your role will be and what you will be doing.  And remember, you don’t 
always have to be doing something – it’s good to just be part of the section, to 
listen, and contribute from within.   

• Meet at the conclusion of each rehearsal to discuss the next day. 
• Arrive 10 minutes early to discuss plans at the beginning of the rehearsal. 
• NEVER “fly by the seat of your pants” unless you have to . . . but at the same 

time, always be ready to adjust to changes in rehearsal schedule, location, and 
goals. Veering off of a plan is often necessary or at least inevitable – it’s okay.  
But, don’t hesitate to get back on track, or re-establish your goals/plans for that 
rehearsal or those that follow. 

• ALWAYS plan for more than you can accomplish, then re-group following the 
rehearsal or segment. But, make sure to address any items you didn’t get to at 
your next rehearsal. 

• Communicate with other section leaders to share ideas or questions, and plan to 
work together when the schedule permits. 

 
 

2.) Pacing! Pacing! Pacing!  Knowing what you are going to do and how it is going to be 
accomplished is important . . . what pace you use is even more integral to the success of a 
rehearsal. 

• Have a plan! 
• Make sure you allow your section to play more than you talk. 
• If you can’t explain something in 2 sentences or less . . . don’t explain it! 
• Always REINFORCE . . . if you say or talk about something, immediately have the 

section play what you want.  Put your words into context – otherwise, it’s “in one 
ear and out the other.” 
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• Utilize MULTIPLE section leaders/drill instructors.  If an individual or group is 
having a problem, allow one SL/DI to pull them aside – or make sure that when 
addressing the issue, it benefits the entire section. 

• Modeling/Demonstrating is an excellent way to expedite a rehearsal and 
reinforce what you are discussing.  This will help those who learn by hearing the 
music rather than the instructions.   

 

CAUTION – never allow the pacing to dictate the quality of learning and  
productivity.  Do not practice incorrectly for the sake of time.   

 

3.) Always SET GOALS (no matter how big or small) for each rehearsal/sectional. 
• Set goals for the season, for the show, and for the sectional. 
• Goals should include music, marching, social, and address both individuals and 

the group. 
• Goals should be shared with the section (daily), as well as be created by the 

section (if section goals).  
• Begin with a big-picture goal or concept (end product), then work on “how” it 

will be accomplished.  This will lead to more immediate goals.  
 

4.) Always SHARE GOALS with your section.  The most effective way to accomplish goals is to 
make sure everybody knows what they are (and better yet, they contribute to creating the 
goals).  This should help create and maintain a sense of commitment, and the knowledge of 
said goals will provide order and focus to the rehearsal/season (hopefully).    

 

5.) AVOID the urge to work on music or marching that you already know!  Always start with 
the “hardest” or newest content and work from there. 

 

6.) ASSESS your accomplishments each day.  
 

7.) INVOLVE your section in the process!  In addition to sharing goals, share the process of 
rehearsal with the section members. 

• Ask for their feedback, what they think, what they hear 
• Ask for individuals to demonstrate, share, and model (music or marching). 
• Utilize your music majors and your strong leaders (those who may not currently 

be in a leadership position) to assist, model, provide feedback, assist individuals, 
etc.  

• Recognize/praise individuals – don’t always address the “group” as a whole, it 
can get redundant and impersonal. 

 

8.) Make an effort to GET TO KNOW EVERYBODY.  Make a personal contact with each 
individual in your section at least once a day.  This could be through conversation, inquiry, 
or a simple “hello.”  
 

9.) INVOLVE ALL MEMBERS!  If you have alternates in your section, they MUST be included 
in everything you do.  Keep them informed and make sure they feel like part of the 
organization.  Consider having one student leader (SL/DI) or veteran member act as the 
designated liaison between the alternates and the Drum Majors/MRD staff.  

 

10.)  UTILIZE MULTIPLE SECTION LEADERS/DRILL INSTRUCTORS 
• Designate one leader to lead each sectional/rehearsal – others should be in the 

section (not all standing in front). 
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• Consider having one leader for warm-up, one for memorization, etc., but do not 
use the same leaders for the same process at every rehearsal.  

• Divide and rehearse the section by part (if divided parts) or by 
fundamentals/concepts (articulation, dynamics, etc.).  If there are no divided 
parts/multiple fundamentals, divide the section in any way that may provide 
smaller groups with which instructors can work. 

• Do not allow the same individuals to stand/work together all of the time. 
• Avoid having all leaders give verbal feedback, have one SL speak for all. 
• If you are not running the sectional, PLAY!  Move around the section and stand 

by different members, help individuals, address horn angles and posture, etc.  Be 
a PART of the section. 

 

11.)  INVOLVE OTHER SECTIONS in your sectionals.  When planning, consider  
involving other sections at the beginning or end of sectionals.  This will not only allow the 
members to work together with different individuals, but also create a more diversified 
mix of instruments so that other parts can be heard and rehearsed.   Also consider mixing 
sectionals on Mondays – as long as there is an organized plan, this can be an effective 
way to “change things up” and create some diversity to what can become a repetitive 
process.  

 
 
 

MUSIC REHEARSALS 
 

The good man is the only excellent musician, because he gives forth a perfect harmony not with 
a lyre or other instrument, but with the whole of his life. 

- Plato (Classical Greek Philosopher) 
 
SECTIONALS:  Each rehearsal will begin with individual sectionals for 15 minutes.  This time 
should be used efficiently to address both a physical/musical warm-up and music rehearsal.  This 
time may be best utilized for warm-up, tuning, music review, memorization, or marching 
fundamentals – depending upon the needs of the section.   
**If possible, warm-up should be done BEFORE 6pm and tuning immediately following warm-up.  
And, don’t be afraid to start before 6pm and start without having the entire section present.  
 

CONCERT ARCS:  After sectionals/warm-up, the band will meet in concert arcs at the main 
podium to rehearse and run through music.  Concert arcs will be set at the beginning of the season 
(based on instrumentation) and will remain throughout the season – unless otherwise directed (see 
diagram section later in handbook).  Section leadership will be responsible for ensuring the form is 
set as quickly and precisely as possible.  When in concert arcs, proper posture and horn angles 
should be addressed, and focus maintained.   
 

USE TUNERS – All section leaders are to have a tuner and metronome with them at all times.  
Take time (especially during band camp and the early season) to address intonation with your 
section, and tune individuals.  Have a schedule when individuals come before rehearsal and play 
through their instrument with a tuner.  They MUST know their own instrument’s tendencies.  Also, 
remember that when tuning, address tone and air support (see warm-up exercises later in the 
handbook). 



 37 

IMPORTANT NOTE: when using a tuner, don’t let the individual SEE it at first.  Allow them to 
create the most natural and warm tone first, THEN turn the tuner to them so they can adjust.  
Too often, we sacrifice our tone for intonation – or worse yet, think of intonation before tone.  
The reality is, as you know, without good tone, there can be no good intonation.  
 

ALWAYS BEGIN WITH A TUNER for reference, but also focus on LISTENING and MATCHING – 
it is imperative that each member of the ensemble understand and develop the ability to match 
pitch and tone.  After all, we don’t march around the field with tuners.   
 

TUNING PITCH:  Each section should choose a tuning note or group of notes that work best for 
tuning their section.  It is recommended that most use F concert or B-flat concert and F/B-flat 
arpeggio.  When working on intonation, make sure to also address tone and blend (see warm-up 
section later in the handbook).  
 

REHEARSAL POSTURE:  It is expected that individuals stand with good posture and horn angles 
during each rehearsal/sectional.  There should be no sitting during sectionals – unless 
circumstances permit and is directed by the Section Leaders.  Always rehearsing with proper 
posture and emphasizing correct horn angles this will help to enhance our performances.  Practice 
how we perform! 
 

STAGGER BREATHING:  In order to create a more unified, full, and seamless sound from our 
ensemble, we will incorporate stagger breathing in all rehearsals and performances.  No two 
individuals (standing next to each other) should breathe at the same time (most commonly at the 
end of a measure).  Breathing after every 4 beats, or after every long note is a HARD HABIT TO 
BREAK.  However, by introducing and enforcing the following step-out technique, an awareness of 
section and ensemble breathing will become habit. 
 

STEPPING OUT:  Regardless of section/ensemble set up (arcs, lines, circle, etc.), each individual 
can take a small step forward (roll) when breathing.  In order to develop an awareness of who is 
breathing around the section, individuals should be encouraged to watch the section and NOT 
breathe when other individuals around them are taking breaths.  It is helpful to first practice this in 
a circle, and necessary to reinforce at all times.   
 

BREATHING – INHALE & EXHALE:  Is it true that we tend to focus on just the inhalation part of 
breathing?  Indeed this is important, but the sound production happens through the exhale.  Once 
a proper breath is established, spend some time discussing the proper/necessary exhale.  Air 
exercises can help with this, as well as some of the “Breathing Gym” techniques.   
 

MUSIC AND MARKING TIME:  It is recommended that Section Leaders and Drill Instructors 
introduce marking time during music (and marching) rehearsals:  marking time during sections in 
the music that correspond to a drill move, holding when we hold.  This will help create 
connection between the music and movement, and drill moves (step-offs) will then become more 
natural on the field.  Drill Instructors should be proactive during music rehearsals when relating 
the music to the drill moves.   

LEAD ≠ CONTROL! 
When leading music rehearsals, please do not mistake your responsibility to be a leader with 
trying to “control” every aspect of the rehearsal.  TRUST that the section can be involved in the 
process.  Trying to control every moment of the rehearsal can potentially have a negative affect on 
the pacing and productivity, as it will undoubtedly affect the focus and engagement of the 
individuals within the section. 
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REHEARSAL FORMATIONS:  During music rehearsals/sectionals, it is recommended that section 
leaders experiment with a variety of rehearsal formations.  Please consider the following concepts 
in order to provide for more effective music rehearsals – each one will allow both section leaders 
and members an opportunity for different listening scenarios: 
 
 
ARCS (by part or mixed instrumentation) 
Benefits:  best for section leaders; establishes an ensemble-like setting that is good for section 
leaders to 1.) Be seen (conducting) and 2.) Hear all parts equally. 
 

 
 
 
 
CIRCLE 
Benefits: listen around and across the section or ensemble; places section leaders in the center; 
encourages better communication and easier visual access for comparing & contrasting; often 
creates a more collaborative environment. 
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STRAIGHT LINES (facing each other) 
Benefits: provides section leaders with a good listening plane; allows sections and individuals to 
listen across the ensemble better and hear different parts; work on balance and blend (as well as 
horn angles and posture).  
 

 
 
 
MIXED INSTRUMENTATION (1st, 2nd, 3rd, 1st, 2nd, 3rd, 1st, 2nd, 3rd, etc.) 
Benefits:  provides members with a more traditional MRD brass line instrumentation; mixed 
instrumentation allows members to more readily adjust balance and blend within sections; 
individuals cannot rely on being surrounded by like-parts.  
 

 
 

 
CHOIR (straight lines) 
Benefits:  provides section leaders with a good listening plane; if stacked parts (1st, behind 2nd, 
behind 3rd) allows sections to listen back or forward to balance.  Also consider switching the order, 
placing the 1st in the back – 3rd in front.  This setting can also be used with the section all on the 
same part – simply change the order of who stands where. 
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By MARCHING PARTNERS (mixed sections) 
Benefits:  if rehearsing music or marching with mixed sections (brass/ww), this allows marching 
partners to rehearse in a similar setting as on the marching field, (when doing drill).  The form 
doesn’t have to be a circle. 
 

 
 
 
 
 

MEMORIZATION 
 
It is essential that our show music (and selected stand tunes) be memorized in a timely and 
musical manner.   
 
It is the responsibility of each Section Leader to teach the memorization process (acknowledging 
that individuals memorize differently) and focus on this during each meeting.   
 
It is the responsibility of each member to make sure his/her music is memorized by the specified 
due dates.  Do not rush into memorization until the music has been thoroughly rehearsed.  
Memorizing incorrectly, for the sake of time, is counterproductive. 
 
 

MEMORIZATION TIPS: 
 

1.) Review/rehearse the music thoroughly before memorizing. 
• Address the musical concepts: articulation, dynamics, style, etc. 
• Make sure there are no wrong notes or articulations 
• Address intonation and pitch tendency 
• Practice the technically challenging areas first  

 

2.) Memorization should always include style, dynamics and articulations. 
• Make sure to address these during the memorization process – don’t just talk 

about memorizing the notes, talk about making music. 
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3.) Memorize in small segments – phrases that make sense. 
 

4.) Memorize from the end of the selection – work backward. 
 

5.) Create smaller groups within the section to break out with individual leaders to address 
memorization:   

• If there are divided parts, take the opportunity to memorize these separately. 
• If some members of your section memorize quickly, and others slowly, divide 

them – or pair up individuals who are struggling with individuals who are 
thriving.  

• If memorizing something the returning members should know, make sure to 
allow for review and then have another task/responsibility for them. 

 

6.) Take time to work with individuals who are having trouble with memorization, both 
during and outside of rehearsals.  

 

7.) Work ahead – although we may not be working on future show music or stand tunes in 
full rehearsal, it doesn’t hurt to begin rehearsing and memorizing the music with your 
section. 

 
8.) Don’t forget . . . everybody memorizes at a different pace.  Be prepared to adjust and 

assist with memorization issues.  Identify the individuals who may memorize quickly 
(and correctly) and those who struggle with the process. 

 
 
 

MEMORIZING BACKWARDS . . . 
 
Don’t take this literally, you’re not really going to play the music backward – you’re just going to 
memorize from the end of the piece, rather than the beginning.  While there is no proven “best” 
way to memorize, the sequencing of this method has benefits.   
 

1.) Rehearse the entire piece, focusing on both the musically and technically challenging 
sections. 

 

2.) Begin memorizing the ending – the last 12-8 bars. (it’s usually just a few whole notes) 
 

3.) Back up one phrase – run these measures with music, then without – addressing the 
musical concepts as you go. 

 

4.) Run the last 2 sections together. 
 

5.) Back up one more phrase, and repeat process. 
 
By memorizing from the end, one always knows what is coming up – unlike memorizing from the 
beginning, when every 4 or 8 bars there may be an automatic “hiccup” in the pattern because you 
reach music that has not yet been memorized.  By memorizing from the end, a more natural and 
seamless process is the result (for most).   
 

When memorizing either way, it is also a good idea to consider addressing the more difficult 
sections first – once those are under your fingers, everything else will seem “easy.” 
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SIMPLE STEPS TO SCORE STUDY 

 
 “The score should be in your head, not your head in the score.” 

- Elizabeth Green  
(conductor, composer, professor – U. of Michigan) 

 
It is any conductor’s responsibility to know their part and the score – to understand the 
composition/arrangement that he/she is conducting, and be able to envision the product of each 
performance.  Score study is a necessary process for all conductors, and equally important for all 
Section Leaders to be able to utilize the score in order to determine: 
 

1.) How does your section’s part(s) fit with the whole? 
 

2.) Do you have melody or harmony? 
 

3.) Are you in unison with other sections? 
 

4.) How do the dynamic and articulation markings relate to the whole? 
 

5.) Are there possible mistakes/wrong notes/questions about parts? 
 
 

CONDUCTING OR REHEARSING:  Whether you are conducting during a performance or during 
a rehearsal, your knowledge of the score and music must be consistent.  As long as you are 
moving your hands and keeping time, you are rehearsing!  Don’t think of conducting as 
performing – think of it as teaching!   
 
READING THE SCORE: Scanning 
 

1.) Scan through the score, looking at the “big picture” items. 
• Road Map (repeats, DS, DC, coda, tempo/time changes, etc.) 
• Instrumentation 
• Melody/Countermelody 
• Themes/Phrasing 
• Dynamic Contour 
• Entrances (cues) 
• Mark the score!  Markings in a score can often act as a rehearsal plan and 

reference for the individual leading the rehearsal 
 

2.) Scan through each section (brass/ww/perc). 
• Identify melody/harmony 
• Compare other sections with your part – where is it doubled? 
• Determine what other section could you combine with for rehearsal?  
• Make markings where necessary 

 

3.) Read through your part specifically (with or without a recording). 
• Identify all musical concepts: 

o Dynamics 
o Articulation 
o Tempi 
o Style 
o Rhythms  
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• Indicate (highlight, circle, etc.) any issues that you have with your part 
(intonation, technique, etc.) – chances are, other members of your section will 
have the same. 

• Read/Sing through your part with and without a recording. 
 

4.) Read through each line individually – a great way to familiarize yourself with the entire 
piece.  Understanding the composition as a whole will help you better teach and learn 
your own part. 

 
 

STUDYING THE SCORE:  Form and Style 
 

1.) Form/Phrasing/Sections 
• Voicing/Instrumentation, which sections are grouped together 
• How is the piece/arrangement divided into sections? 
• Length of phrases/sections 
• Style 
• How would you approach teaching these phrases? 

 

2.) Melody 
• Identify which section(s) has the melodic line 
• How would you approach teaching the melody? 

 

3.) Harmony/Countermelody 
• Identify which sections play harmony or counter-melodic lines 
• Balance and Blend 
• How would you approach teaching the harmony? 

 

4.) Rhythm and Articulation 
• Identify reoccurring rhythms / motives 
• Identify accents/emphasis/articulations 
• Identify style of each section (lyrical, staccato, flowing, etc.) 
• How would you approach teaching the rhythms and articulations? 

 

5.) Dynamics 
• Identify all dynamics, contrast, changes, etc. 
• How would you approach teaching the dynamics? 

 

MARKING THE SCORE:  If you notice it, mark it! 
 

• Get your own copy of the score(s). 
• Use different colors for different sections: 

o Melody/Harmony 
o Brass/WW/Percussion 
o Cues/Entrances 
o Dynamics/Articulations/Tempi 

• Use post-it notes (very helpful – “page markers” style). 
• Keep in mind that sometimes, once we mark something in the score, we may 

never look at it again – this is still a worthy process. 
• Once you have made your markings – go back through the score to determine 

your plan of action.  
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UTILIZING SCORE STUDY INFORMATION:  How will you apply it? 
 

1.) Use your score as a syllabus or lesson plan.  Your markings, especially regarding tempo, 
rhythm, articulation, and style, will quickly become talking points to address with your 
ensemble/section. 

 

2.) As you go through the score, make sure you mention all of your important markings to your 
ensemble/section. 

 

3.) HAVE YOUR SECTION TRANSFER YOUR MARKINGS INTO THEIR MUSIC. 
 

4.) Use your notes about your part (dynamics, accidentals, rhythm) to prioritize what you will 
teach your section, when, and how.   

 

5.) Use your notes on part doubling to set up mixed sectionals with other sections and Section 
Leaders.  Make sure you are on the same page with material to cover.  Compare score 
markings. 

 

6.) If you have any questions about interpretations in the scores, transposition issues, missing 
beats/measures, illegible writing, etc.  ASK!!!!  DO NOT GUESS!!!! 

 
 
PREPARING WITH A GROUP:  Involve other members when preparing! 
 

1.) Gather a group of your peers – preferably one member from each section. (including 
drumline and front ensemble). 

 

2.) Review the markings in your part – share information that will be problematic or 
challenging for you/your instrument.  

 

3.) Identify problems or challenges with other sections – compare and contrast.  
 

4.) Share ideas and ask questions about your part and how it relates to others.  
 

5.) Use the information collected to plan joint sectionals in order to address these issues.  
 
 
PRACTICING WITH A METRONOME:  Keep the tempo steady! 
 

1.) ALWAYS practice playing and/or conducting with a metronome. 
 

2.) Keep your metronome with you at all times. 
 

3.) Make sure ALL tempi are marked in your score and that your section members have them 
marked in as well.  

 

4.) Be consistent with tempo changes – communicate with other student leaders, drum 
majors, and directors about tempo issues.  If we practice with one tempo in sectionals 
(each section with a different tempo), another with the Drum Majors,  
and another with directors, there will be phasing problems. 
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PRESENTING NEW MUSIC:  Talk about more than just the notes! 
 

1.) There is more to music than just the notes.  Take time to learn about the music you will be 
studying and performing.  

 

2.) Vocabulary – make sure you define all of the musical terms used in the piece.  And, make 
sure you share/discuss this information with your section.  This includes the title.  Does the 
title have significance?  

 

3.) Study the history of the piece – if it’s an arrangement, what is the history behind the 
original work.  What is the genre, era, style, nationality? 

 

4.) Who was the composer (and not just his/her name)? 
 

5.) Look for recordings of the arrangement, or the original.  Compare and contrast the original 
with the arrangement.   

 

6.) Share recordings with your section – share Mp3’s or Youtube links. 
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WARM-UP EXERCISES 
 

The following processes and exercises should be used, in combination, on a daily basis.  The 
warm-up process is not only important for addressing and improving intonation, articulation, and 
breathing issues, but can also be an important tool in establishing a focused and organized start to 
each rehearsal/sectional.   
 

Create a basic warm-up process that works for your section, and stick with it.  However, always 
allow for variation – doing the same warm-up every day/week will soon become redundant and 
the whole purpose behind a warm-up will be lost.  Consider changing parts of your warm-up 
each week. 
 
SCALES 
Play major or minor scales in unison:   
 

1.) Use whole notes, half notes, quarter notes or other rhythms. 
 

2.) Consider using rhythms or articulations that relate to issues in the music that you will be 
addressing in the rehearsal. 

 

3.) Use a metronome or some audible tempo. 
 

4.) Hold each note (not designated tempo) and tune each. 
 

5.) 3-part:  divide group into three, stagger entrances every 3rd scale degree. 
 

6.) Constant tonic:  divide the section, have half hold the tonic while others play the scale.  
This will not only provide a constant reference pitch for the moving scale degrees, but also 
provide an intonation challenge for the unison as well. 

 
CHORALE 
Consider using parts from the MRD warm-up chorale, Bach Chorales (arranged for your section) or 
other excerpts that can be used for the purpose of working on air support, breathing, intonation, 
balance, and blend.   And when using a chorale, make sure to address these musical concepts.   
 
TUNING 
Whether you begin your rehearsal with tuning, or end the warm-up with tuning, it is imperative to 
take the time to address the tuning process.  Consider alternating tuning individuals (with a tuner) 
and matching pitch/tone (“toning”).  What is MOST important is that we develop, in each MRD 
member, an attention to the tuning process and awareness of how to listen ACROSS the ensemble 
for tuning focus, as well as an ability to adjust when necessary. 
 
Tuning Individuals: 
 

1.) Using a tuner, have each individual check and adjust pitch – do this while other SL are 
running the sectional. 

2.) Consider having the individuals play the pitch BEFORE looking at the tuner – have them 
establish what they think is their best, most focused tone, then look at the tuner to check. 
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Matching Pitch: 
 

1.) Use a tuner to tune one individual (SL). 
2.) After the initial pitch is established, go down the line and have each individual match 

pitch. 
3.) Add one player at a time – no moving on until they match tone/intonation!  

 

Small Sections: 
 

1.) Break up into smaller sections to tune. 
2.) Bring together and have all match the pitch. 

 

Play/Sing/Play: 
 

1.) Have one SL (or designated section member who is in tune) play the tuning pitch. 
2.) Have the section sing the tuning pitch. 
3.) Have all play the tuning pitch. 

 
 

SINGING 
Using the warm-up chorale and tuning process to introduce singing will be beneficial to your 
section.  Not only does singing develop ear training and pitch accuracy, but also encourages good 
air support.  Singing will help to internalize the pitch and also encourage more confident 
contributions from each member of the section.  Note: Unfortunately, singing is not something 
many do in high school band programs (at least not on a regular basis).  Convincing everybody to 
sing confidently is not an easy task – but be persistent and don’t allow some to contribute while 
others fall back out of fear or ego.  
 

Singing w/Tuning 
• Have the section sing the note before playing 
• Have one half of the section sing while the other plays – good for 1.) the constant tonic for 

matching, and 2.) to get the pitch in everybody’s head before they play it.   
 

Singing w/Chorale 
• Have the section sing the chorale  
• Have 1/2 sing and 1/2 play.   

 

Singing w/Warm-Up 
• Have the section sing the warm-up exercise (chords, intervals, scales, etc.).   

 

Singing can also be used during rehearsal – of course!  Singing intervals, articulations, dynamics, 
and style will help to solidify the concepts you are teaching.   
 
 

AIR PATTERNS 
Applying air patterns to your rehearsal can help to clarify/improve several musical concepts (tone, 
articulation, phrasing) in a short amount of time.  It is also one of the most realistic and beneficial 
practicing processes that can be accomplished without the horn.  

• Use air patterns to clarify/practice articulations and rhythms 
• Air patterns can help you isolate the air part of articulation (which will usually fix most 

problems immediately . . . sometimes we focus too much on the tongue). 
• Air patterns can be used to practice and develop dynamic contrast and phrase shaping. 
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WARM-UP #1 – Descending Chromatic 
Play a major or minor scale descending chromatically, returning to the tonic after each half step.  
This can be done in tempo, or cued by the director (ideal for tuning and tone). 

 
WARM-UP #2 – Ascending Chromatic  
Play a major or minor scale ascending chromatically, returning to the tonic after each half step.  
This can be done in tempo, or cued by the director (ideal for tuning and tone). 

 
 
WARM-UP #3 – Combined Chromatic 
Combine warm-ups #1 and #2 – divide the section in half and have each play the ascending and 
descending pattern simultaneously – each time, tuning the unison and adjusting to the intervals. 

 
WARM-UP #4 – Constant Tonic 
This concept can be used with any scale or even chorale exercise.  When doing a scalar warm-up, 
select members from the group to hold the tonic while others play the scale.  This will not only 
provide a constant reference pitch for the moving scale degrees, but also provide an intonation 
challenge for the unison players as well.  When using with a chorale, determine the key center and 
have members hold that tonic throughout.  This is also an ideal opportunity for the unison players 
to work on/focus on stagger breathing. 
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WARM-UP #5 – Cluster 
This is an effective pitch-adjusting and balancing exercise.  Begin by having each individual 
choose a note – any note – the section will hold this while adjusting balance and blend (all notes 
should be heard).  Upon the SL direction, the section will resolve to a unison note.  With each 
cluster, practice adjusting to different unison pitches.  This is an excellent exercise to help develop 
pitch accuracy as well as balance and blend. 
 
 

 
 
 
WARM-UP #6 – Ascending Fifths  
Select a scale and then divide the section in half – assign one half to the tonic and one to the fifth.  
Perform the scale, ascending, or using Exercise #1 ascending in fifths – adjusting the intervals each 
time. 
 
 

 
 
 
WARM-UP #7 – Descending Fifths 
Select a scale and then divide the section in half – assign one half to the tonic and one to the fifth.  
Perform the scale, descending, or using Exercise #2 descending in fifths – adjusting the intervals 
each time. 
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BREATHING EXERCISES 
 

CONTINUOUS BREATH:  Breathing is only a two-part process . . . not three.  Work on 
developing a seamless breathing process where the inhalation goes directly into the exhalation.  
There should be no pause before the exhale – this pause only contributes to a build up of pressure 
in the back of the throat and tension in the neck and shoulders, resulting in a harsh articulation 
and often a blasted tone. 

 
FOUR AND FOUR:  This exercise should be done with a steady tempo (may vary from a slow or 
medium tempo to a faster tempo, when desired) set by metronome, or clap. 

1.) Inhale for 4 counts 
2.) Exhale for 4 counts 
3.) Repeat process 
4.) This can be done using a variety of count combinations. 
Example:  In for 4, out for 4 – in for 6, out for 6 – in for 8, out for 8, etc. 

 

* Add a buzzing pitch (mouthpiece/head joint) on exhale – control air and tone 
** Remember to reinforce a seamless breath and using all 4 counts for inhale and exhale.  

 
TWO AND FOUR, SIX, EIGHT:  This is a similar exercise to the “four and four” with the exception 
of the inhalation remaining constant. 

1.) Inhale for 2 counts 
2.) Exhale for 4 counts 
3.) Inhale for 2 counts 
4.) Exhale for 6 counts 
5.) Inhale for 2 counts 
6.) Exhale for 8 counts, etc. 
7.) This could be done using a variety of combinations. 
Example: inhalation could range from 1 to 16 (depending on tempo) 

 

* Add a buzzing pitch (mouthpiece/head joint) on exhale – control air and tone 
** Remember to reinforce a seamless breath (no stopping after inhalation) 
 
“POWER” BREATHING:  A variation of the above exercises, this is best used to develop the 
strength/control of the diaphragm and a stronger exhale/tone production.   

1.) Start with 4/4 (or 8/8) and then remove a beat after several repetitions 
2.) Inhale for 4 counts 
3.) Exhale for 4 counts (repeat) 
4.) Inhale for 3 counts 
5.) Exhale for 3 counts (repeat) 
6.) Inhale for 2 counts 
7.) Exhale for 2 counts (repeat) 
8.) Inhale for 1 count 
9.) Exhale for 1 count (repeat . . . but be careful, by now, they will get light-headed) 
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ADD ARM/BODY MOVEMENT to visualize the breath as you do the exercises.  This will 
help to reinforce the physical process, but also provide an aspect of focus/isolation to the breathing 
process. 
 
STAGGER BREATHING 
When working on breathing or music, address the concept of stagger breathing.  As not everybody 
in our organization has the same lung capacity, and we want to accomplish as full and continuous 
sound as possible, it is absolutely necessary that we implement stagger breathing.  Although we 
will certainly encourage that individuals blow through phrases, they must also understand how to 
take a breath when needed.   
 

1.) Sneak back in – after taking a breath and when re-entering the ensemble, it is imperative 
that each individual enter at a soft dynamic and blend back into the sound.   

 

2.) Step out – when rehearsing (sectionals or full rehearsal), we will have all individuals take a 
step back or forward when taking a breath.  This will help everybody visualize WHEN 
individuals are breathing, and also help correct the problem of players breathing at the 
same time as their neighbors.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 52 

MARCHING REHEARSALS 
 
 

TEACHING DRILL 
 

Take time to explain to all members how to properly read their drill charts.  Keep in mind that 
there are many different programs and ways of teaching/learning drill will vary at each H.S. 
program.  Some basic tips for the MRD’s: 
 
 

1.) The SYMBOL marks the position, not the number 
 

2.) Each small grid box is one step (if it copies close enough), larger grid box is 4 
 

3.) 32 steps from sidelines to hash (toward center of field) 
 

4.) 20 steps between hashes (in center of field) 
 

5.) 12 steps from sideline to bottom of numbers, and approx. 4 steps from bottom to top of 
numbers 

 

6.) Wind players are mixed instrumentation (except Tubas) – be willing to work with other 
sections, drill instructors, and section leaders. 

 

7.) Consider identifying your spot on each page – highlight or circle it, and possibly write in 
your own coordinates (if that is how you are used to learning drill). 

 
 
 

CHAIN OF COMMAND 
 

In order to provide an effective, efficient, and unified structure to our drill instruction, the  
following chain of command will be used when teaching and reviewing drill:   
 

1.) Director(s) on tower/in stands 

2.) GA/Staff on field    

3.) Drill Instructors 

4.) Section Leaders (if DI’s are not available) 

 

lf band members are aware of this process, and leadership and staff adhere to this (including the 
Director), pacing and productivity should improve. 
 
 

DRILL LEARNING/PROCESS 
 

1.) Director(s) provide instruction 
 

2.) Individuals set their spots 
 

3.) Drill Instructors help as needed, double check endpoints, midpoints, reference points 
 

4.) Come to attention when in spot – adjust to the form as needed 
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5.) When marching to a set – FREEZE at the end of the move (do not adjust, regardless of 
whether in your spot or not) – this is the only way to 1.) Maintain order during rehearsal, 2.) 
Determine if a set is correct or needs to be adjusted.  

 

6.) When instructed, individuals adjust the form as needed 
 

7.) Drill Instructors assist with setting and cleaning 
 

8.) When form is correct, all fall into place, at attention 
 
IF MORE TIME IS NEEDED – talk with a staff member on the field, or hold up your drill book.  
Following a rehearsal, do not hesitate to communicate the needs of your section to the director(s) 
so we can address them at the next rehearsal. 

 
“BUT I’M IN MY SPOT!”  When first learning and cleaning drill, ALWAYS set your exact 
charted position on the field.  Do not encourage individuals to simply follow or fill in the form 
when learning drill sets – this is how formations are learned incorrectly.  HOWEVER, once the 
spot is set and learned, an awareness of the overall form must be addressed.  
 

When marching and performing, be first concerned with following the form and adjusting to what 
is happening on the field.  Ultimately, the person who is just “in his/her spot” without regard to the 
form will look wrong. 
 
DEALING WITH ISSUES ON THE FIELD:  During rehearsal, there are going to be times 
when you encounter problems or challenges from other members.  In many cases, it will  
be with members from other sections.  To effectively deal with these issues: 

1.) Address the individual immediately and calmly.  Ask them to help you identify and fix the 
problem (rather than blaming them for it). 

2.) Remember to focus on the SOLUTION, not the PROBLEM. 
3.) If they do not respond to your initial requests, ask another member of their section (one 

who is around your area) to help you address the issue with them. 
4.) If they do not respond to this, consider addressing the problem with a staff member and ask 

them to help remedy the situation – sometimes it’s easier to hear suggestions from staff 
rather than students (peers).  

5.) Make sure to inform their section leaders about the problem – not necessarily to “nark”, but 
simply so they are aware of the issues. 

 

Note: Always keep in mind that the purpose of addressing individuals should never be to  
prove them wrong, but rather to involve them in the process of fixing a problem.  
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TEACHING MARCHING FUNDAMENTALS – FORMATIONS  
 

DI PLACEMENT:  One DI or designated section member should be in the CENTER of the  
group, not the outside.  ONE DI should be calling commands and giving instructions. Other DI’s 
should be talking with individuals or pulling folks out to work.   
 

 
 
BOX:  Set up the section in an even block (4x4) – allow space for DI’s to walk through the  
formation to address individuals. 
 

 
 
 
HORIZONTAL(no yard lines):  Set up the section in a line(s), horizontally on the field or off  
the field and practice marching without lines.  This will help develop your section’s  
ability to guide the form, rather than guiding to the field.   
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CIRCLE (FTL):  Set up your section or part of your section in a circle or arc.  Practice following the 
leader.  You may also use this as an opportunity to practice sliding and following the leader 
(providing an opportunity for members to practice pivoting and keeping shoulders flat to front).  
 

 
 
LINES (facing each other):  Set up two lines facing each other.  You can use this formation to practice 
several aspects at the same time.  It will also, most importantly, allow students an opportunity to 
watch each other: 

• Sliding (observe each other’s shoulders and posture 
• Horn angles/posture (observe each other’s horn angle) 
• Forward/Backward marching (making sure to keep interval between lines) 
 

 
 
Diagonal:  Practice marching in a diagonal.  This will provide sections with an opportunity to get 
used to guiding and keeping the interval in a diagonal.   
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LOCKED ARMS:  Practice in lines or curves with locked arms.  This will help “lock” the interval.  
Not only can this be used during marching practice, but also during full rehearsal.  DI’s should 
encourage their section of the drill/field to lock arms when working on continuity – it will help 
establish the “feeling” of keeping interval and form.     
 

MARCHING STATIONS:  During band camp and the season, breaking down marching 
fundamentals into separate sections or “stations” will create an organized and effective 
process for teaching marching.  The marching field (or part thereof) will be divided into 
different sections – each one with a section leader/staff member to teach a specific  
fundamental, or part thereof.  After individuals are finished at one station, they will then  
rotate to the next.   
 

POSTURE:  Proper posture does not just affect the look of our ensemble, but also the sound.  
When addressing posture, make sure that 1.) feet are together, 2.) torso is extended, 3.) shoulders 
are relaxed and rolled back slightly, 4.) chin is elevated and eyes are looking just above the 
horizon. 
 

UPPER BODY POSTURE:  Think of a string being attached beneath your chin and that it is slightly 
being pulled up from above. 

1.) Have your section take the “deepest breath they can” and hold it.  
2.) Then, have them fill up more (feeling their torso expanding – don’t get tight shoulders) and 

hold it. 
3.) After holding briefly, have them exhale but keep their upper body/torso in the same 

position.   
4.) THIS is how their upper body posture should be at all times. 

 

HORNS FRONT (not playing):  Each section should have a uniform position for the instruments 
when carried in front (attention).  Directional Brass should all carry horns away from the body 
with the mouthpiece at eye level.  Saxophones should carry instruments away from the body and 
parallel to the ground.  Flutes and Clarinets should determine a uniform carriage and Sousaphones 
should determine a uniform position for the right hand and arm. 
 

HORNS UP (playing):  All Directional Brass should hold instruments 10-degrees above parallel 
and arms at a 45-degree angle.  Flutes should have their instruments parallel to the ground.  
Clarinets should position their instruments at a 45-degree angle away from the body and 
Saxophones should allow the instruments to fall comfortably with the neck strap – but slightly way 
from the body.  Tubas should keep bells parallel to the sideline at all times (unless otherwise 
directed). 
 

MARCHING ON YOUR TOES:  In an effort to build the necessary body strength, endurance, and 
control for backward marching, practice marching forward on the toes.  This will not only build 
muscle strength in the calf and thigh muscles, it will also develop a stronger sense of balance and 
control.  Also consider implementing calf raises during your warm up (easy with breathing 
exercises).   
 

BALLERINA:  To develop better posture and balance, place arms in an arc above the head 
(assimilating a sousaphone bell) and march forward/backward.  Incorporating this will help 
individuals expand the torso as well as develop a more controlled sense of balance – especially 
with backward marching.   
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SLIDES:  Always use the “push-pull” approach.  When sliding, individuals must pull with the 
elbow in the direction of travel, and push with the shoulder/elbow of the opposite arm.  This will 
create a much more effective slide and parallel plane for the upper body.   
 

BOX DRILL:  This exercise can be done in several count structures, but should always be done 
using forward and backward marching, and slides.  It is recommended that the box drill be 
implemented in music rehearsals (especially with the fight song). 
 

ADJUSTED STEP:  This term refers to a marching sequence that involves a changing step size every 
five yards.  It is recommended that sections practice marching 6, 8, 12, and 16-to-5.  Create 
exercises that utilize different intervals.  This will help individuals develop a better understanding 
of step sizes and the ability to change step size when necessary during a show. 
 

8-to-5 GUIDING:  Incorporate guiding exercises both with and without the yard lines.  All 
sections must be able to march an 8-to-5 step with little reliance upon the yard lines.  If learning to 
march without lines, set the line(s) on the hash marks, sidelines, or numbers and march up and 
down the field – using peripheral vision to guide the formation. 
 

CLOSING:  When closing a drill move that continues on to another set, take all counts to arrive.  
When closing a drill move that is followed by a hold, arrive in your spot the count before and 
close on the final.   
 

For example:  In a 32-count move, you will arrive in your spot with the point of your left foot (toe) 
on count 31 and close with the right foot on count 32.  This should eliminate extra movement after 
the end of a move.  Also, your left foot will plan in either 1. The direction of the next move, or 2. 
In front to close.  
 
DEVELOPING MUSCLE MEMORY:  While we try to spend quality time “practicing” our marching 
fundamentals, the reality is that we will not be able to perform these techniques effectively until 
our muscles are trained properly.  It isn’t so much a matter of practicing slides, but rather doing 
them more often.  To develop horn angles, we cannot just remind ourselves about them before a 
performance, but rather, we must consistently work on them during our rehearsals.  Drill 
Instructors and Section Leaders can help members of the band develop the necessary muscle 
memory by implementing marching/visual concepts in the daily rehearsals: 

• Practice music in a slide position (make sure to do both left and right slide).  Make an effort 
to do this at least once during a warm-up or rehearsal.  

• Create exercises that will include both physical and musical warm up. 
• Incorporate calf raises with air exercises. 
• Implement a box drill during breathing exercises or scales. 
• Implement marching on the toes (forward and backward) to build muscle strength and 

control.    
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MARCHING TERMINOLOGY 
 
On, 2, 4, 2 On Drill:  Individuals in a line or shape are either 1.) on a yard line, 2.) 2 steps from a 
yard line, or 3.) half way between yard lines. 
 
80/20:  Term used to describe the balance of weight while standing still: 80% on your platform, 
20% on your heel.   
 
Adjusted Step:  movement from one set to another during which all marchers are taking a different 
size step to reach their position(s) in the prescribed number of counts. 
 
Backward Marching (drag step):  This step is executed using a straight leg technique where the toes 
will maintain contact with the ground creating a dragging effect and adding balance and stability.  
The initial step will take the marcher up and back and both feet will be on the platform.  The 
upper body and horn angle remains steady and does not bounce up and down.  Backward march 
steps always feel bigger than they are.     
 
Bottom of the Numbers:  Yard line numbers on college fields are placed on the 50, 40s, 30s, 20s, 
and 10s, with the bottom of the numbers being 12 steps (270”, 7.5 yards) from the sidelines. 
 
Box Drill:  Fundamentals exercise. 
 
Box Drill Group 1: 90 Degree Boxes Box Drill Group 2: 45 Degree Diamonds 
Box 1: Forward to the left    Box 5: Directly to the left 
Box 2: Forward to the right   Box 6: Directly in front 
Box 3: Backward to the left   Box 7: Directly to the right 
Box 4: Backward to the right  Box 8: Directly to the left 
Cover/Dress:  Terms concerning line alignment: Cover deals with front to back.  Dress deals with 
side to side. 
 
Forward Marching:  This step is executed using a straight leg technique where the body will move 
forward and the attack will be with the heel.  The initial step will create movement from the 
bottom block and create equal weight between the two legs.   
 
Halt: Halts will be executed on the right foot.  The right foot will plant using a point step and the 
left foot will snap forward to rest against the right, heels and toes touching and parallel.   
 
Hash Marks: College hash marks are located 32 steps from the sidelines.  There are 20 steps 
between hash marks in the middle of the field.  Referred to as front and back hash marks with 
relation to the concert side of field. 
 
Horn Positions:  You will encounter many horn positions during your marching tenure at JMU. 
The are: 

Horns Carry: Horns are by the side in preparation for movement. 
Horns Front: Horns in position at attention before performance position. 
Horns Up: Horns are in performance position.  
Horns to the Box: Horns are raised to the pressbox. 
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Platform:  Term used to describe the front triangle of your foot created by your toes and the ball of 
your foot.   
 
Plecker Side/Student Side:  Referring to the two sides of the 50-yard line.  Plecker Side (from the 
podium perspective) is to the LEFT of the 50-yard line.  Student Side is to the right. 
 
Plus one / minus one:  When running drill, this technique will help the individual connect the 
previous move (minus one) or the upcoming move (plus one) in order to practice transitions. 
 
Point Step:  Term used to describe a stop or transition step.   
 
Set:  Shortened command for “attention.”  When called (usually during marching/drill rehearsal), 
this instructs all marchers to assume the “attention” position.  If during fundamental 
block/rehearsal, the horns will be in front and will be raised by the command of the director/staff.  
If “set” is called during drill rehearsal/run through, the horn position will be dictated by the drill 
move or part of tune. 
 
Separate the Blocks:  Term used to describe what you should do when standing at attention.  The 
upper block consists of your ribs and chest, the lower block consists of your stomach and torso.  
 
Slide:  Term to describe the movement where the feet and lower body face the direction of the 
next position while the upper body and horn remain parallel to the sideline.  Forward slides are 
used when moving to any position within the 180 degrees in front of you.   Backward slide is used 
when moving to any position within the 180 degrees behind you.  Terms used to teach slide 
include: 
 
Step Size: You will encounter many different step sizes during your learning and performance.  
We study and learn 4 specific step sizes: 

16 to 5: 11.25” step size, 16 steps fill 5 yards 
12 to 5: 15” step size, 12 steps fill 5 yards 
8 to 5: 22,5” step, 8 steps fill 5 yards 
6 to 5: 30” step, 6 steps fill 5 yards   
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Traffic Drill:  Fundamentals exercise: 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
V Drill:  Fundamentals exercise.  
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Leadership:  the act of leading 
 
Lead:  1. to direct, as by going before or along with, by physical contact or pulling of a rope;  2. to 
guide by influence;  3. to be at the head of;  4. to be at the head of the line;  
5. to be ahead of in a contest;  6. to live ((lead) a hard life);  7. to show the way;   
8. to tend/guide in a direction 
 
 
     “The ability to inspire, give direction, and pull people together is crucial in every organization 
and in all human endeavors.  Although there are few absolute, hard-and-fast rules for successful 
leadership, there are some leadership principles and ideas that have universal application for 
people in any country, period of time, age, or situation.  Because many aspects of human behavior 
are universal, and true leadership is based on these behaviors, good advice for leading others can 
transcend cultural, geographical, and historical boundaries, so that leaders can benefit from such 
advice whoever they are or wherever they may be.   
     

Of course, not every bit of wisdom about leadership can be applicable to every circumstance or 
meaningful to every person at the same time or in the same way.  Yet this only emphasizes the 
importance of studying leadership with an open mind and a desire for diversity so that we may 
take whatever advice is helpful and useful for us as our situations dictate.  In fact, the greatest 
leaders throughout history have sought wisdom from as many sources as possible in order to have 
a complete picture of how to lead and win, how to adapt to changing events, and how to relate 
better to the multitude of different personalities among the people they lead.” 
 

- Wesley Roberts, Ph.D.  
(Businessman, Chairman of Republican National Party (Eisenhower)) 

 
 

WHY BE A LEADER? 
 
Leadership is the art of influencing and directing individuals in such a way as to obtain their 
willing contributions, confidence, respect, and cooperation.  Anybody can be a boss, but the 
person who has people working with, rather than for, him or her is the true leader of people.  
 

Your leadership responsibilities will include: 
1.) Accomplishment of organizational objectives 
2.) Welfare of the organization’s personnel 
 

You must satisfy subordinates, peers, and superiors.  Keep in mind that you cannot lead by 
yourself:  you need a team to work with you – a group to make the effort.  You do not have to be a 
genius to be a leader as leadership is not a mysterious phenomenon.  It is a combination of skills 
and observable behaviors that can be learned.  
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WHAT ABOUT BOB 
 
When Bob has a problem with everything and everyone, Bob is usually the problem.  

-‐ Adapted from “Winning With People” by John Maxwell 

Every organization has a “Bob” – somebody who seems to have a problem with everything and/or 
everybody.  Bob readily points out the negative in everything and never seems content.  
Sometimes Bob wants attention, sometimes he/she just wants to make a difference (whether 
negative or positive).  Other times Bob may not even be aware of his/her negativity.  He/She may 
harbor jealousy or resentment towards others, question authority as a principle, or refuse to 
conform to group think/group work.  And again . . . every organization has a Bob.   
 

So . . . what about Bob?  How does one deal with the Bob(s) in the group?  First we must 
understand the different types of Bobs out there.  Not every Bob is the same, some aren’t even that 
obvious or easily detected.  Not all Bobs are confrontational or loud.  And while not all Bobs may 
not necessarily cause problems for themselves, all Bobs do cause problems for everybody else.  So, 
how do you know a Bob when you see one?  Look for the following characteristics.   
 

1. Bob is a problem carrier:  The Bobs of the world carry around problems, and those 
problems affect others.  Some problems are relevant and caused by their current situation, 
while some may not even be related to your organization/situation.  In any case, carrying 
these problems creates negativity and complaining – and this negativity (even if not related 
to the current organization/situation) will spread. 
If you are a leader, and somebody says there are “lots of complaints,” try to find the source.  
It may turn out that the complaints are all coming from one person . . . Bob. 
 

2. Bob is a problem finder:  Bob also likes to find problems and expose them to others.  This 
may be done with negative or positive intent – either to make others look bad, or to identify 
a problem so a solution can be sought.  However, some people do have this tendency.  And 
if it exists in your group, always make sure to follow up the complaint by asking for possible 
solutions – help Bob think more productively, and at the same time, create an opportunity 
for the organization to consider ways to improve.  And from this, only two things can 
happen: 1. Bob will not want to take so much responsibility from his/her complaints, and 
will refrain in the future, or 2. Everybody benefits because a discussion is under way about 
how to improve the organization. 
 

3. Bob is a problem creator: Bob always creates problems, and he/she usually involves others 
when doing it – jokes, pranks, stories, complaints, gossip, etc.  One has two choices when 
encountering a Bob who is trying to create a problem: 

Ignite the problem by contributing to the joke, prank, story, complaint, gossip. 
Extinguish the problem by ignoring it or stopping the joke, prank, story, complaint, 
gossip.  
 

4. Bob Is a Problem Receiver:  Bob is usually a recipient of problems from others, and he 
encourages people to bring him more . . . kind of like a garbage dump.  People see Bobs as 
somewhere to dump their garbage – somewhere to bring their loads of gossip, gripes, and 
grumblings.  Because Bob allows others to dump on him and makes no effort to stop them, 
they just keep dumping – and they won’t stop doing so until he lets them know they’re not 
welcome.   
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So, how do we deal with a Bob in our group? 
 

1. Respond with a Positive Comment: When a negative person tries to drop a problem in your 
lap, respond with something positive.  If the comment is about a situation, try to find the 
bright side.  If it’s about a person, point out a positive trait you’ve observed.  
 

2. Show Your Concern for Someone Being Criticized:  Anytime a person’s motives are being 
critiqued, the best thing is to give him the benefit of the doubt.  No one should presume to 
know the heart of another person.   
 

3. Encourage Steps Toward Resolution:  Anytime someone brings you a problem he has with 
another person – and he hasn’t personally addressed the problem with the other person – 
he’s really engaging in gossip. And if you listen, you are too!  The best way to deal with 
gossip is to direct the complainer to talk to the person with whom he has an issue.  
Encourage him to meet one-on-one and work things out.  And if he brings up the issue 
again, ask him point-blank: “Have you addressed this with him yet?”  If the answer is no, 
refuse to discuss it, and encourage him to talk to the other person first.  
 

4. Ask Bob to THINK Before Speaking:  Not everyone will respond positively to your 
suggestions.  But if you have a strong connection with Bob or you are in a position of 
authority with him, then ask him to THINK before he speaks: 

T Is it True? 
H Is it Helpful? 
I Is it Inspiring? 
N Is it Necessary? 
K Is it Kind? 
 

5. Keep Bob Away from Others: Create ways to separate Bob from others – especially those 
with whom he is likely to cause trouble.  Complete removal may not always be an issue – 
the challenge, therefore, is to find a way to integrate Bob in a way, with others, in order to 
create the least amount of distraction and hopefully turn Bob’s contributions to the positive 
from the negative.  Consider . . . 

Where can Bob stand or work? 
Who will/can Bob work with?  
Who will help keep Bob focused and on track with the group’s progress? 
What can Bob do to contribute positively to the group? 

 
ARE WE ALL BOBS AT SOME POINT?  The answer is most likely yes.  The challenge, therefore, is 
to identify the “Bob” in you, or the moment(s) when Bob makes himself known in your attitude, 
posture, or actions, and do something about it.   
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BOB PRINCIPLE DISCUSSION QUESTIONS 
 

1. Why is gossip appealing to many people?  How can you tell when something you are being 
told is gossip?  What can you do to kindly stop someone from gossiping to you? 
 

2. Think about the last time you were confronted by a people-related problem.  How did you 
respond to it?  Did the problem end there, or did it continue to smolder?  Would you say 
that your response put water on gasoline on the “fire”?  Why?  How could you have 
responded differently? 
 

3. Is every person who brings you a problem without offering solutions automatically a Bob?  
How often is this problem an attitude?  What would happen if you ignored the behavior? 
 

4. In the past, how have you handled it when a friend or colleague has come to you saying 
that someone else has a problem with something you have done?  Was the outcome 
positive or negative?  What happened to the relationships?  How would you handle it 
differently in the future? 
 

5. Do you find it difficult or easy to give people the benefit of the doubt, assuming their 
motives to be good?  Why?  Which is worse: accusing a good person of bad motives, or 
assuming a bad person has good motives?  How does your attitude in this area affect your 
relationships?  How will you conduct yourself in the future, and why? 
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The 360-Degree Leader 
Leading from WITHIN an Organization 
 
There are classic pictures of leadership:  William Wallace leading the charge of his warriors 
against the army that would oppress his people and him.  Winston Churchill defying the Nazi 
threat as much of Europe collapsed.  Mahatma Gandhi leading the two-hundred-mile march to the 
sea to protest the Salt Act.  Mary Kay Ash going off on her own to create a world-class 
organization.  Martin Luther King Jr. standing before the Lincoln Memorial challenging the nation 
with his dream of reconciliation.   
 
Each of these individuals was a great leader and impacted hundreds of thousands, if not millions, 
of people.  Yet these pictures can also be misleading.  The reality is that 99-percent of all 
leadership occurs not from the top but from the middle of an organization.  Usually, an 
organization has one person who is the leader.  So what do you do if you are not that one 
person? 
 
You do not have to be held hostage to your circumstances or position.  You do not have to be the 
CEO to lead effectively.  And you can learn to make an impact through your leadership even if you 
report to someone who is not a good leader.  What is the secret?  You learn to develop your 
influence from wherever you are in the organization by becoming a 360-Degree Leader.  You 
learn to lead up, lead across, and lead down.   
 
Being a 360-degree leader means that you work to influence others in every direction – those 
who work for you, those whom you work for, the people who are at the same level with you 
(your peers), and those who will one day become leaders with you or for you in the future.  
Some individuals are good at leading their peers, but sometimes alienate others on their leadership 
team in the organization.  Other individuals excel at building a great relationship with their 
superiors, but have absolutely no influence on those “below” them in the organization and in 
doing so, create an exclusive environment for those around them. [Please note that although most 
do not encourage or promote there being a tiered system of value among members of their 
organization – in order to keep structure and efficiency, a certain level of hierarchy must exist]  A 
few people are able to get along with anyone in the organization, but they never seem to get any 
work done or accomplish major tasks.  On the other hand, some people are productive, 
accomplishing much, but are not able to relate to anybody.  360-Degree Leaders try to be 
different; to influence people at every level of the organization; to establish quality working 
relationships with all individuals with whom they come into contact; and to create an effective 
blend of accomplishment and focus while still maintaining an enjoyable atmosphere which 
encourages all to participate, contribute, and produce.    
 
Leading in all directions will require you to learn many different leadership skills, some that you 
may already possess, while others you may have to work at.  What must remain in focus, however, 
is that regardless of the position or title you may hold, it is the individual that makes the position, 
not the position that makes the individual. 
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HOW TO BENEFIT FROM BEING IN THE MIDDLE 
 

1.) Concentrate more on your duties than on your dreams. 
 

2.) Appreciate the value and responsibility of your position. 
 

3.) Find satisfaction in knowing the real reason for the success of a project or purpose of a job. 
 

4.) Embrace the compliments of others. 
 
 

“One compliment can keep me going for a whole month.” 
-  Samuel Langhorne Clemens  

(a.k.a. Mark Twain, American author and humorist) 
 
SOURCE OF COMPLIMENT     DURATION 
Those who’ve done your work before you   a year 
Those who’ve seen the work you’ve done    a month 
Those who know of your work     a week 
Those who think they know your work    a day 
Those who don’t know your work     an hour 
Those who don’t work      a minute 
 

5.) Understand the difference between self-promotion and selfless-promotion.   
 
SELF PROMOTION    vs.     SELFLESS PROMOTION  
Me first        Others first 
Move up        Build up 
Guard information       Share information 
Take credit        Give credit 
Hog the ball (star)       Pass the ball   
Dodge the ball (blame)      Share the ball   
Manipulate others       Motivate others 
 

6.) Develop strong relationships with key individuals. 
 

7.) Develop strong relationships with all individuals. 
 

8.) Define and understand the expectations upon you, from your leader (boss), your peer 
leaders, and your peers whom you are leading. 

 

9.) Engage in continual communication. 
 

WHAT IS CONTINUAL COMMUNICATION? 
 

10.)Gain experience and maturity. 
 

11.)Become a better person. 
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The Seven Myths of Leading from Within an Organization 
 
#1  The Position Myth:  “I can’t lead if I am not at the top of the organization.”   
 

#2  The Destination Myth:  “When I get to the top, I will then learn to lead.” 
 

#3  The Influence Myth:  “If I were on top, then people would actually follow me.” 
 

#4  The Control Myth:  “When I get to the top, I will be in control.” 
 

#5  The Freedom Myth:  “When I get to the top, I’ll no longer be limited.”  
 

#6  The Potential Myth:  “I can’t reach my potential if I’m not the top leader.” 
 

#7  The All-or-Nothing Myth:  “If I can’t get to the top, then I won’t try to lead.” 
 
 

MANAGING AN ORGANIZATION’S VISION – FROM WITHIN 
 

What would you rather do?  See your own vision put into action and come to fruition?  Or help 
others fulfill theirs?  For people who want to lead – or have earned a position of leadership (there is 
a difference) – the answer is usually the former.  Leaders see possibilities, and they want to seize 
them.  Most of the time they would prefer to work in fulfilling their own vision rather than 
someone else’s, and in some cases, this is an opportunity they may have.  However, when leading 
from the middle, this usually means that you will be asked to become a champion for a vision 
other than your own.  In fact, the reality is that all the people in any organization, other than the 
top leaders, are going to be asked to fulfill a vision they don’t generate. 
 

DO YOU AGREE WITH THE ABOVE PASSAGE?  ALTHOUGH THERE CERTAINLY IS TRUTH TO 
IT, ARE THERE OTHER WAYS THAT YOU – AS A “TOP LEADER” – MAY STRUCTURE THINGS 
IN SUCH A WAY SO THAT THE VISION DOESN’T NECESSARILY HAVE TO BE “SOMEONE 
ELSE’S”? 
 

There are a number of ways people respond when navigating a vision.  The following is a list of 
possible responses that represent how many deal with a vision or goal that may not be their own: 
 

1.) ATTACK IT – Criticize and Sabotage the Vision. 
 

• They didn’t help create it, so why should they work toward it. 
• A vision = A change (true or false?); and change is “bad.” 
• They don’t understand it, therefore, it is no good. 
• They don’t agree with it, therefore it is “wrong.” 
• They don’t know what the vision is – many leaders often neglect to allow their 

team or organization to know what their vision is. 
• They feel unneeded to achieve it – if they didn’t help create it, and don’t 

understand their role, they feel useless and therefore often complacent.  
• Sulk and complain, vent to others, sabotage the vision/goals. 
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2.) IGNORE IT – Do their own thing. 
 

• Often times, if a leader doesn’t necessarily “attack” a vision, they will simply pay 
it no mind. 

• If they didn’t help create it, agree with it, understand it, or know it, then it simply 
just isn’t part of their equation.   

• Ignoring a vision may be a “solution” for the leader, but will ultimately be a 
detriment to the team. 

• By “doing their own thing,” the leaders who are ignoring the main vision or goals 
may indeed be productive within their section/group/department, but will in no 
way be able to contribute to the whole, and therefore be counterproductive. 

 
3.) ABANDON IT – Leave the organization. 

 

• Does the vision violate principles or values? 
• Is it an “all or nothing” attitude, “my way or the highway”? 
• Inability or unwillingness to work with others may also cause a leader in the 

middle of the organization to “bail.” 
 

4.) ADAPT TO IT – Find a way to align with the vision. 
 

• This is the LEAST effort a leader/teammate can put into an organization’s vision. 
• Find a way within oneself to align with the vision. 
• Try to understand the content, expectations, process, and results. 
• See the bigger picture and understand that the vision will ultimately affect 

everybody involved. 
• Work with the leaders “above” and members “below” to have a mutual 

understanding of the goals and process. 
 

5.) CHAMPION IT – Take the organization’s vision and make it a reality. 
 

• Understand the vision, by working with other leaders 
• Share the vision with those with whom you are working.  Help to make it theirs. 
• Develop a team-effort approach to accomplishing or living this vision. 
• Embrace it and make it your own. 

 
 
THOSE WHO CHAMPION THE VISION  THOSE WHO DO NOT 
 
Place the organization’s needs first   Place their own needs first 
 

Keep the vision before the people   Keep themselves before the people 
 

Represent the vision well to others   Represent themselves well to others 
 

Understand their roles    Misunderstand their roles 
 

Want the organization to succeed   Are looking for personal success 
and/or advancement 
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6.) ADD VALUE TO IT – Contribute to it and make it better. 
• Approach it with a positive attitude and others will too 
• Share your thoughts and ideas with other leaders and members of the 

organization, make them part of the plan. 
• Take into consideration other members’ thoughts and ideas – share these with 

other leaders. 
• Make it YOUR OWN and it then becomes bigger and more important/effective 

than the “top leader’s” vision. 
• Be organized, productive, and proactive; Become a visionary in your own right.  

 

LEADING BY EXAMPLE:  One of the most important charges of a student leader is to lead by 
example.  Every comment, action, reaction, decision and opinion is scrutinized by your peers.  
You are responsible for consistently portraying a position attitude, enthusiasm, commitment and 
genuine concern for the membership and the organization.  Leaders must want to work harder 
than all others, set a positive example in all aspects of the band’s operation, and never expect 
anything from others that you do not expect of yourself.   
 

Leadership means setting an example.   
When you find yourself in a position of leadership,  

people will follow your every move. 
- Lee Iacocca  

(President/C.E.O. of Chrysler Corp. and . . . credited for developing the Ford Mustang) 
 
CHARACTERISTICS OF QUALITY LEADERS 
 

1.) HIGH ENERGY LEVEL:  Since leaders are often asked to “go the extra mile,” it is important 
that they have a high energy level with motivation to maintain a busy schedule, to perform 
last-minute duties, and to be the hardest worker of the group.  Leaders need to set the pace. 

 

2.) KNOW HOW TO LISTEN:  This is such an important aspect of communication and 
success.  Not only is it important when taking instructions, but also it is mandatory when 
working with others.  Listeners are few in number, and we all appreciate someone who has 
time for us.  A great rule for leaders:  Keep your mouth shut and your ears and brain open. 

 

3.) EXUDE SELF CONFIDENCE:  A role model is three to four times more of a teacher than a 
teacher is.  If the leader is to gain the respect of his/her followers, then self-confidence is a 
must.  None of us wants to follow someone who lacks confidence.  We want secure, 
assured leaders paving the way for us. 

 

4.) HIGH LEVEL OF INTEGRITY:  Leaders understand the ultimate importance of truth.  They 
understand who they are as a person and always strive to be true to themselves and to 
others. Decisions are made with a clear conscience and ethical backing – no matter how 
unpopular it may seem.  Integrity is a conscious decision that must be made by quality 
leaders every day. 

 
 “When life does not go our way or we inadvertently make a mistake, it is easy to 
make excuses, place blame on others, or argue that circumstances were against us.  
But we only progress in life to the extent that we take responsibility for our actions 
and attitudes, and put forth the initiative necessary to create our own 
circumstances.”  - Stephen Covey (Author and professor) 
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LEADERSHIP PRESENCE 
 

Presence is the ability to connect authentically with the thoughts and feelings of others.  Most 
people think that you are born with presence, or without it, or that circumstances lead you, if you 
are lucky, to develop it as you grow.  And if the right circumstances never quite align?  Well, too 
bad.  

Fortunately, that is not the case.  Presence is the result of certain ongoing choices you 
make, actions you take or fail to take.  In fact, presence is a set of skills, both internal and external, 
that virtually everyone can develop and improve upon.   

However, when we say anyone can improve his or her presence, we don’t mean it’s an 
easy task.  It requires you to give up habitual patterns of behavior that you maintain because they 
make you feel safe.  Developing presence will require you to go places and do things that may feel 
uncomfortable, at least initially.  Overcoming that hurdle, anyone can develop his or her own 
presence.   However, developing presence goes beyond the surface – it’s more than skin deep.   

Just because you’ve “won” the lead role in a play, leadership position on a team, or 
promotion with new responsibilities and a new title at work, this doesn’t mean you automatically 
hold any more influence over your audience, team, or people.  It is your “presence” in both the 
theatrical and organizational sense that will grant you the authority the title or role implies.  The 
presence you bring to your role – how you show up, how you connect, how you speak, listen, and 
act – every move you make will combine to create the impact you have.   
 
 

UNDERSTANDING WHAT DRAWS OTHERS TO YOU: CHARISMA 
 

Our presence, energy, and charisma is what draws individuals to us, helps us communicate 
effectively and lead effectively.  While it may be difficult to understand at time, as it can seem 
mystical, elusive, or indefinable, we do have it.  Each of us has certain abilities that will increase 
the charisma of our personality.  You don’t have to make a strained effort to become something 
that is not comfortable with your basic nature.  However, you do have to understand what makes 
you . . . you.  If your desire is to become an effective leader, you need to develop an appealing 
personality that causes others to respond to you.  Most simply put, you must understand who you 
are and convey this to others through your thoughts, actions, and words.   
 
Using the word CHARISMA as an acrostic, we can define the outstanding characteristics of 
charismatic people: 
 
Concern 
 

Help 
 

Action 
 

Results 
 

Influence 
 

Sensitivity 
 

Motivation 
 

Affirmation 
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Keep in mind that these traits are not inborn or automatic, but they are attainable by anyone who 
cares about other people and wants to develop his or her relationship skills.  
 
Which of the above characteristics do you possess? 
 
Which of the above characteristics do you have to work to develop? 
 
 
CONCERN – THE ABILITY TO SHOW YOU CARE      
 

Charismatic people have the ability to show concern for other people’s deepest needs and 
interests.  This doesn’t mean that charismatic people are mushy or patronizing, but when you are 
around them, you sense their interest and care and leave them feeling that you are important.  For 
example, at any gathering you will find two types of people – those who arrive with an attitude of 
“here I am!” and those who possess the attitude of “There you are!”  It doesn’t take long to notice 
that most people flock to the “There you are!” people.  The next time you enter a room or a group 
of people, consider which of these attitudes you have.   
 

It is difficult to become motivated to help people, and motivate them to help themselves, without 
first seeing and feeling their needs, getting to know them.  The secret is to spend time with them.  
Only when you go and see will you be able to feel and do.   
 
 
HELP – THE ABILITY TO REACH OUT 
 

Put simply, charismatic people are helpers.  They are out to see others profit; they have the gift of 
grace.  In fact, the Greek word for gift is “charisma, “ meaning “gift of grace.”   
 

A favorite cartoon character, Charlie Brown, displayed attitude with which many of us can 
identify.  He and Linus were talking about their problems.  Linus said, “I guess it’s wrong to always 
be worrying about tomorrow.  Maybe we should think only about today.”  Charlie Brown replied, 
“No, that’s giving up.  I’m still hoping that yesterday will get better.” 
 
 

What can we do to help people with their problems?  First of all, encourage them to face their 
problems, identify them.  Too often people would rather flee them, fight them, or forget them.  
Second, encourage them to solve their problems.  Use the following acrostic to teach yourself to 
help other people: 
 
 

T  Tell them it takes time. 
 
 

E  Expose yourself to their problems in order to relate to them. 
 
 

A  Assure them of your confidence in them 
 
 

C  Creatively show them ways to deal with their problems. 
 
 

H  Offer hope and encouragement to them through the process. 
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ACTION – THE ABILITY TO MAKE THINGS HAPPEN 
 

Something exciting always seems to be happening around a person with charisma.  The 
charismatic person has an aversion to being boring.  He or she may be controversial, unusual, or 
entertaining, but never boring.   
 

Be honest with yourself and evaluate how you come across to others – do this not to change who 
you are, but simply to understand it.  Being able to step outside yourself and contemplate how 
others perceive you is an effective way of becoming a better individual.   
 

Now, do you want to act to increase your interest with other people, your influence on them?  
Develop your creativity and your confidence.  Creativity is the ability to say things in a unique 
way; confidence is the ability to do things in a creative way.  Charismatic people can do both.  
Develop these two traits and people will stand up and take notice.   
 
 
RESULTS – THE ABILITY TO PRODUCE 
 

Charismatic people want to be on the winning side of life.  People like being around winners and 
want to play on the winning team.  A boy playing chess with his grandfather says, “Oh, no! Not 
again!  Grandpa, you always win!”  Grandpa says, “What do you want me to do, lose on purpose? 
You won’t learn anything if I do that!”  But the boy replies, “I don’t wanna learn anything, I just 
wanna win!” 
 

Charismatic people not only want to win, they want others to win too.  That creates productivity.   
 

How does a person become productive?  Find your strength and then find someone who needs or 
could benefit from your strength.  Charismatic people use their strengths to help others feel good 
about them selves; they are other-centered, not self-centered.  The person who is self-centered 
uses his/her strength to help him/herself and dominate others.  Results occur when the strengths of 
the team are enhanced, not when the strengths of the leader are highlighted.   
 
INFLUENCE – THE ABILITY TO LEAD 
 

Leadership is influence.  If something new, exciting, and interesting is happening in your life, you 
will want to share it.  In doing so, you will influence others and they will want to work with you – 
this equates to effective leadership.  What happens to you speaks of your circumstances.  What 
happens in you speaks of your character.  And what happens through you speaks of your 
charisma.   
 

To be a positive influence on others, one must understand: 
 

Who I am – my position or title. 
 

Where I am – my location or job. 
 

Who I know – my sphere of influence.  People open doors of opportunity. 
 

What I know – my expertise and experience.  This will help you in a position long after  
who you know wears off.   
 

What I do – my production, character, and credibility.   
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SENSITIVITY – THE ABILITY TO FEEL AND RESPOND 
 

Charismatic people have the ability to be sensitive to changing situations.  They are adept at taking 
advantage of the mood, feeling, and spirit of any situation.  Most people have the ability to feel 
something, but they aren’t sure how to react to it or express it.  Charismatic people not only feel it, 
but they know how to react and express it.  Charismatic people find a cause; that’s discernment.  
They also voice a concern; that’s courage.  And they draw a crowd; that’s automatic.   
 

If you are to become more sensitive, you must be willing to take a risk.  Take the initiative to find a 
need and take action.  People who are overly sensitive to the point that their feelings are always 
hurt, will withdraw from others and never take the risk.  However, a charismatic person will risk 
getting out of his/her comfort zone in order to make others feel comfortable.   
 
 

MOTIVATION – THE ABILITY TO GIVE HOPE 
 

The secret of motivating others is to provide them with hope, expectation, and focus.  People tend 
to feel more positive when they are working with charismatic leaders and the team shares this 
positive outlook.  Hope can come in many forms, and does not have to be lofty or earth shattering.  
Hope can be as simple as positive reinforcement when something is going well, positive 
encouragement when things may not be going as planned, a goal or objective to achieve, or a plan 
of action for an individual, group, or organization.   
 
 

AFFIRMATION – THE ABILITY TO BUILD UP 
 

Everybody wants and needs to be affirmed for his/her accomplishments.  A little boy playing darts 
with his father said, “Let’s play darts.  I’ll throw and you say ‘Wonderful!’”  That’s what the 
charismatic person does for others.  We tend to become what the most important person in our life 
thinks we will become.  Think the best, believe the best, and express the best in others.  Your 
affirmation will not only make you more attractive to them, but you will help play an important 
part in their personal development.   
 

How do we affirm others?  We first need to feel good about ourselves and understand our strengths 
and weaknesses.  Then we can verbally and actively believe in others and expect them to respond 
positively.  People are our only appreciable asset – we cannot afford not to affirm them.   
 
 

ROADBLOCKS TO CHARISMA 
 

Again, Charisma is a trait or quality in our life that can be developed and used to influence others.  
It is not reserved for those who are extroverts or only those who enjoy being  in front of others.  
The potential to be charismatic lies within each of us, but first we must move hindrances from the 
development of this important personality characteristic.  What are some possible roadblocks? 
 
Pride.  A person with too much pride will have a tendency to look down on other people, feeling 
a sense of superiority.  People will not be able to identify with a snobbish personality, one who is 
mostly conscious of status and position. 
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Insecurity.  On the other side of the spectrum of pride, insecure people are not willing to take a 
risk.  They prefer to remain comfortable and probably unexciting.  Their lack of risk will produce 
only an environment which lacks motivation and productivity.   
 
Moodiness.  This is an immature quality that is detrimental to personal relationships.  Moody 
people are fickle and, thus, people who cannot be depended upon.  Confidence is never built on a 
person who is subject to sullenness.   
 
Perfectionism.  Perfectionism is an obsessive need to perform flawlessly.  While it  may provide 
motivation and direction, it can also, too easily and most assuredly produce frustration and 
disappointment.  It can stifle creativity and freedom (especially in others) and it turns people away.  
Perfectionists can rarely affirm themselves; therefore, it’s very difficult for them to affirm others.  
 
Oversensitivity.  Overly sensitive people are constantly licking their wounds.  They look inward 
and are not aware of the needs of others.  Naturally, people don’t flock around them.   
 
Negativism.  By definition, negativism is the opposite of charisma.  A person with a constant 
negative attitude is depressing to be around.   Their personality says no to life in general.  Others 
will avoid a person like that.  There is no possibility of being a charismatic leader when no one 
wants to be around you.   
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ATTILLA THE HUN ON: “LEADERSHIP QUALITIES”  
from “The Leadership Secrets of Attila the Hun” by Wess Roberts. 
 

As we gather in this counsel, I, Attila, have prepared my innermost thoughts regarding 
leadership qualities. These thoughts I give you so you and your subordinates might be better 
prepared to lead the Huns.  
 It is essential to the Hunnish nation that we have in our service leaders at every level who 
possess skills, abilities, and attitudes that will enable them to successfully carry out the 
responsibilities incumbent to their office. There is no quick way to develop leaders, Huns must 
learn throughout their lives – never ceasing as students, never being above gaining new insights or 
studying innovative procedures or methods – whatever the source.  
 Our leaders must learn early in their service certain basic qualities and have opportunities to 
mature in them.  We must teach these qualities to our young warriors, if they are to develop into 
able chieftains.  Basic instruction in horsemanship, with the lariat, bow and lance, is sufficient for 
our warriors but not for those who lead them.   
 In order to skillfully lead our nation, we must have chieftains who possess, among others, 
the following essential qualities, which through experience become mastered skills: 
 
LOYALTY:  Above all things, a Hun must be loyal.  Disagreement is not necessarily disloyalty.  A 
Hun who, in the best interest of the tribe, disagrees, should be listened to.  On the other hand, a 
Hun who actively participates in or encourages actions that are counter to the good of the tribe is 
disloyal.  These Huns, whether warrior or chieftain, must be expeditiously removed.  Their ability 
to influence and discourage loyal Huns is a contagious disease.  In cases where disloyal actions 
and attitudes cannot be changed, harsh action must be taken to rid ourselves of those among us 
who see no value in and subvert our cause.   
 
COURAGE:  Chieftains who lead our Huns must have courage.  They must be fearless and have 
the fortitude to carry out assignments given them – the gallantry to accept the risks of leadership.  
They must not balk at the sight of obstacles, nor must they become bewildered when in the 
presence of adversity.  The role of a chieftain has inherent periods of loneliness, despair, ridicule, 
and rejection.  Chieftains must be long-suffering in their duties – they must have the courage to act 
with confidence and to excel in times of uncertainty or danger as well as in times of prosperity.   
 
DESIRE:  Few Huns will sustain themselves as chieftains without strong personal desire – an 
inherent commitment to influencing people, processes and outcomes.  Weak is the chieftain who 
does not want to be one.  We must be careful to avoid placing capable warriors into positions of 
leadership that they have no desire to fulfill.  
 
EMOTIONAL STAMINA:  Each succeedingly higher level of leadership places increasing 
demands on the emotions of chieftains.  We must ensure that our leaders at every level have the 
stamina to recover rapidly from disappointment – to bounce back from discouragement, to carry 
out the responsibilities of their office without becoming distorted in their views – without losing 
clear perspective, as well as the emotional strength to persist in the face of seemingly difficult 
circumstances.   
PHYSICAL STAMINA:  Huns must have chieftains who can endure the physical demands of 
their leadership duties.  Chieftains must nurture their bodies with the basic, healthful staples.  
Chieftains cannot lead from their bedside.  They lack energy when filled with too much food or 
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drink.  The distorting potions of the Romans only confuse minds.  A body not properly used 
becomes abused.  A healthy body supports a healthy mind.  Our chieftains must be strong in body 
in order to lead the charge.  
 
EMPATHY:  Chieftains must develop empathy – an appreciation for and an understanding of the 
values of others, sensitivity towards other cultures, beliefs and traditions.  However, empathy must 
not be confused with sympathy, which may result in unwise consolation in times when, above all 
other things, the good of the tribe or nation must be pursued with adroit diplomacy or battlefield 
action.   
 
DECISIVENESS:  Young chieftains must learn to be decisive, knowing when to act and when not 
to act, taking into account all facts bearing on the situation and then responsibility carrying out 
their leadership role.  Vacillation and procrastination confuse and discourage subordinates, peers 
and superiors and serve the enemy well.   
 
ANTICIPATION:  Learning by observation and through instincts sharpened by tested 
experience, our chieftains must anticipate thoughts, actions, and consequences.  Anticipation 
bears a level of risk that is willingly accepted by a chieftain who will excel when others turn to the 
comfort of personal security.   
 
TIMING:  Essential to all acts of leadership is timing of recommendations and actions.  There is 
no magic formula for developing a sense of timing.  One often gains this leadership skill by 
applying these lessons learned through failure.  Knowing whom you are dealing with, their 
motives, characters, priorities, and ambitions are critical elements even when seeking approval of 
the simplest recommendation.   
 
COMPETITIVENESS:  An essential quality of leadership is an intrinsic desire to win.  It is not 
necessary to win all the time; however, it is necessary to win the important contests.  Chieftains 
must understand that the competition inside and outside our nation is strong and not to be taken 
lightly.  A sense of competitive anger drives those who win on the battlefield, in negotiations and 
in situations of internal strife.  A leader without a sense of competitiveness is weak and easily 
overcome by the slightest challenge.  
 
SELF-CONFIDENCE:  Proper training and experience develops in chieftains a personal feeling 
of assurance with which to meet the inherent challenges of leadership.  Those who portray a lack 
of self-confidence in their abilities to carry out leadership assignments give signs to their 
subordinates, peers, and superiors that these duties are beyond their capabilities.  They become, 
therefore, weak leaders and useless chieftains.   
 
ACCOUNTABILITY:  Learning to account for personal decisions and those of subordinates is 
fundamental to leadership.  Chieftains must never heap praise or lay blame on others for what they 
themselves achieve or fail to accomplish, no matter how glorious or grave the consequences.   
 
RESPONSIBILITY:  Leaders are only necessary when somebody is to be responsible to see that 
actions are carried out and directions followed. No king, chieftain, or subordinate leader should 
ever be allowed to serve who will not accept full responsibility for his actions.   
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CREDEBILITY:  Chieftains must be credible.  Their words and actions must be believable to both 
friend and foe.  They must be trusted to have the intelligence and integrity to provide correct 
information.  Leaders lacking in credibility will not gain proper influence and are to be hastily 
removed from positions of responsibility, for they cannot be trusted.   
 
TENACITY:  The quality of unyielding drive to accomplish assignments is a desirable and 
essential quality of leadership.  The weak persist only when things go their way.  The strong persist 
and pursue through discouragement, deception, and even personal abandonment.  Pertinacity is 
often the key to achieving difficult assignments or meeting challenging goals.   
 
DEPENDABILITY:  If a chieftain cannot be depended upon in all situations to carry out his roles 
and responsibilities, relieve him of them.  A king cannot observe each and every action of his 
subordinate chieftains; therefore, he must depend upon them to get things done.  Young chieftains 
should understand that Huns serving above and below them in the tribe and nation are counting 
on their ability to lead, and they should be proud of being entrusted with such responsibility.   
 
STEWARDSHIP:  Our leaders must have the essential quality of stewardship, a caretaker quality.  
They must serve in a manner that encourages confidence, trust and loyalty.  Subordinates are not 
to be abused; they are to be guided, developed and rewarded for their performance.  Punishment 
is to be reserved as a consequence of last resort and sparingly applied only when all other attempts 
have failed to encourage the rebellious to comply.  Without a flock there can be no shepherd.  
Without an army there can be no battle captains.  Without subordinates there can be no leaders.  
Leaders are, therefore, caretakers of the interests and well-being of those and the purposes they 
serve.   
 

Those of you who are overly ambitious may attempt to acquire these qualities over a short 
period.  As I, Attila, have found in my own life, these qualities of leadership simply take time, 
learning and experience to develop.  There are few who will find shortcuts.  There are simply rare 
opportunities that must be taken advantage of.  
 
 

ADVICE FOR SUCCESSFUL LEADERSHIP 
 
BE A GOOD FOLLOWER.  Leaders are able to follow instruction just as well as they can give 
instruction.  They pursue the goals and objectives of the organization.  
 
RECOGNIZE GOOD WORK.  Leaders should recognize good work and accomplishments as 
quickly as they point out poor work and the need for improvements.  It is important to provide 
positive reinforcement and constructive feedback.  Leaders recognize the contribution that all 
individuals make.   
 
CREATE COMMITMENT.  This is not an easy task!  Leaders get others to join the team, to get on 
board, and work toward a common goal.  Leaders use small successes to build up their team 
members’ confidence and motivate them to do more.  Leaders encourage their teammates to do 
better – to be committed to the organization.   
 
ENCOURAGE COOPERATION.  Leaders encourage cooperation between the members of the 
organization.  In general, they all are seeking the same final goal. 
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GET PEOPLE INVOLVED.  Leaders share responsibility and allow individuals to become involved 
with the group effort.  Ask for opinions and perspectives, listen to ideas and allow them to be 
innovative.   
 
MANAGE CONFLICT EFFECTIVELY.  At times, reasonable people will disagree.  Conflict within an 
organization can tear it apart.  Leaders must monitor the situation, and step in to resolve or 
mediate the conflict before it has a chance to adversely affect the whole organization.  Naturally, 
the conflict must always be handled with a fair and equitable solution for all concerned.  Leaving 
both sides as winners when the conflict ends is the work of a true leader.   
 
CARE ABOUT OTHERS.  True leaders care about others.  They know and understand the people 
with whom they work.  They treat them with dignity and respect.  Leaders have respect for others 
and their abilities.   
 
BUILD A TEAM.  Each individual must be treated like a part of the team.  They must each 
contribute to the team effort by doing wheat they do best for the benefit of themselves and the 
organization.   
 
RESPECT OTHERS.  Leaders find time to listen to others.  The ability to be creative, have vision, be 
an informed professional is not limited to leaders alone.  All members of an organization have 
valuable ideas and abilities to contribute.  True leaders treat each person as a unique individual.  
They respect their individuality, while recognizing both strengths and weaknesses . . . accepting 
both.   
 
BE ACCESSIBLE.  Everybody must feel comfortable about coming to you to ask questions, get 
advice, and occasionally just to get your opinions.  You should be out among your teammates 
often – not always in front of them instructing.  Create an open line of communication and mutual 
understanding, and this will benefit you, your teammates, and the organization.   
 
 

THE CONSCIOUS LEADER 
 
Successful leaders are those who are conscious about their behavior and the impact it has on the 
people around them.  These leaders are willing to step back from the fray and get an accurate 
picture of what is working in their organizations – and in their lives – and what is not.  Moreover, 
they want to know the why.  They are willing to examine what behaviors of their own may be 
getting in the way.  Successful leaders understand that if they don’t lead consciously, it’s easy to 
repeat patterns that could be keeping them from achieving the results they are hoping for.  
 

The toughest person you will ever lead is yourself.  One can’t effectively lead others unless he/she 
can lead themself, which starts with knowing who you are and having the courage to be authentic.  
Authenticity simply means finding “the real me” within yourself and being comfortable in your 
own skin.  When you step into who you truly are, you access sources of inexhaustible power.  
People see you as real, and that causes them to feel a level of trust and confidence that no amount 
of spin or PR can possibly manufacture. 
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BEING AUTHENTIC 
 

• Do you feel passionate about your work?  These are often the times that give you the 
greatest clues about who you are and where you genuinely belong.  Life is short.  We 
should spend it doing something we love.   
 

• Do you put energy into trying to live up to others’ expectations?  Do you feel yourself 
sometimes trying to be the person your parents, teachers, colleagues, bosses, peers, or 
others think you should be?  Remember that people trust you most when you are genuine – 
when you show up as who you truly are. 

 

• Do you regularly give yourself the time and space to listen to your own instinctive sense?  
Part of learning to trust your internal compass is allowing yourself the room to step back 
and hear what your instincts are telling you – to just be with yourself for a while.   

 

• Do you feel you bring your authentic self to your relationship?  The strongest relationships 
are not about losing yourself; they are about claiming yourself – which then makes it 
possible to enter into genuine relationships with others.  As Marshall Ganz puts it, “There 
has to be a me before there can be a me and you.” 

 

• We continue discovering new things about ourselves throughout our lives and careers.  
Sometimes a situation that felt right at one point starts feeling like it’s no loner a fit – and we 
need to give ourselves permission to change direction. 

 
CONNECTING WITH OTHERS 
Feeling connected with others is what gives our lives meaning and fuels our sense of belonging.  
That sense of connection speaks to our desire to identify with and feel part of something bigger 
than ourselves, and leads us to take action.  
 

• Do you take time to really get to know the people with whom you work?  No matter how 
good your work is, if you don’t build good relationships with your colleagues, it may not 
have the impact and support it could. 
 

• How effective you are, at home and at work, depends on how fully and honestly you 
connect with other people.  Go out for coffee or grab lunch.  Find opportunities to spend a 
little free time talking.  

 

• Are you comfortable starting conversations with people you don’t know yet?  Remember 
that conversations are opportunities to discover things we share in common.  The two keys 
to genuine conversation are the curiosity to ask questions about the other person and the 
generosity to share something about yourself.   
 

• Remember that building strong relationships within an organization not only fosters a 
stronger sense of connection and engagement, it also taps a powerful resource for getting 
things done.  The story of us gives us the power to act.   
 

• In your organization, look for opportunities for people to meet informally, share personal 
stories, and build relationships.  The emotional connection of shared experiences creates 
moments that turn a story into a cause, and a cause into a movement. 
 

• What role does social media and other new technologies play in your work?  Do you use 
these technologies to help bring people together, or keep them apart?  Do you use these 
formats to stay connected or just to stay informed?  Look for ways to use new social media 
tools to drive more face-to-face interaction rather than less.   
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SHOWING RESPECT 
Respectful leadership means keeping our eyes open to the people around us and making sure they 
feel truly heard.  It means approaching everyone we meet from a perspective that says people 
matter. In addition, taking the time to really talk with people and become conscious of what is 
going on in their lives is more than just a nice way of being: it also gets results.   
 

• Are you willing to listen and let others have their voice, even when it might be 
inconvenient, difficult, or painful to do so?  Listening doesn’t mean you have to agree with 
another’s decision or opinion.  It simply means being willing to appreciate people for their 
unique perspectives. 
 

• When you find yourself in disagreement with someone, do you focus on making your own 
views heard, or do you stay open to the other person’s views?  It’s in these situations that 
truly listening to the other person is especially important – and especially powerful.  
Genuinely listening, without judgment, keeps the process going. 
 

• In situations of conflict, do you try to win agreement, or do you seek first to establish 
trust?  As Alexis Herman put it, “You can disagree honorably once you have a trust 
relationship.”  And nothing establishes trust like genuine listening. 
 

• Do you sometimes feel unheard?  If you’re being tuned out, examine how you are framing 
and communicating the issue.  What is the best way to frame this issue based on the 
interests and time demands of the person with whom you are talking?  Given what else that 
person has on his or her plate, is this the best time for you to bring this issue up?  Are you 
the right person to voice the initiative? 
 

• Do you take care to keep your relationships alive?  When you leave a job or move on to 
other things, take the time and care to keep your connections with former colleagues intact.  
You never know when you’ll be working together again.  Taking the time and care to 
maintain past relationships is a gesture of respect for the other person, and an investment in 
your own reputation.  

 

You may disagree with what I am saying, and I may disagree with what you think, but let’s 
at least agree to disagree without being disagreeable.  

 
CLARITY OF VOICE AND VISION 

 

One of a leader’s most crucial roles is to hold clarity for the team.  This means being clear on your 
organization’s larger purpose, and looking for ways to communicate that purpose with such vivid 
clarity that it will transmit from person to person both within the organization and without, like a 
torch being passed from runner to runner across a relay race.  

 

• Every task, goal, or effort, whether of an individual or an organization, needs a clear focal 
point.  What is your organization’s focus? 

 

• Too many competing goals and initiatives can kill momentum and morale.  Of all your 
priorities, what is your number one top priority?  Is your team or organization clear about 
where to focus their daily time and energy? 

 

• Do you work with an inbox strategy or an outbox strategy?  In other words, do you spend 
the bulk of your time reacting to whatever comes at you, or do you start each day by setting 
clear and focused goals for what you want to accomplish and then follow that road map 
throughout the day? 
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• Do you have clearly established boundaries for when you are on, and when you are off?  
Does your work run you, or do you run your work? 

 

• Do you arrive early to events, or run in late because you were trying to squeeze in an 
extra phone call, email, or errand? 

 

• Do you communicate your big picture clearly and often?  The clearest vision or strategy in 
the world doesn’t accomplish much if you don’t convey it to others in a way they 
understand.  It’s also important to keep the communication going consistently, so that your 
team remains inspired and engaged. 

 

• Are you clearly communicating your expectations to the people around you? 
 

• Are you communicating with everyone in the organization (group, business, family)?  
When people are kept fully informed, then they will pull together even in crisis. 

 

• Do you have a feedback mechanism in place, so that you learn about problems early on, 
when they’re relatively easy to fix, rather than letting them snowball to a crisis point?  Do 
you have a strategy for catching your people doing something right? 

 

• Do you consistently look for answers in the field?  Asking your people for input not only 
creates buy-in from the field, it also connects you to some of the best information and 
insight you can get.  Leadership is not about having all the answers – it is about being 
willing to ask the questions.   

 
 
COLLABORATION 
The old command-and-control style of leadership said, “I know what needs to be done, so do what 
I say.”  The new model of leadership understands that no man or woman is an island, and that we 
rarely get anything significant done on our own.  Genuine accomplishment is the product of 
teamwork, not the lone feat of a single unaided hero. 
 

• Do you seek out points of view that are significantly different from your own?  Some of 
our best strategies and life lessons come from those who see things quite differently from 
the way we do. 
 

• To create the most effective collaboration, consider these three steps: 
1.) Listen to all the available perspectives. 
2.) Then, based on the insights gleaned, take decisive action. 
3.) Finally, clearly communicate your decisions, including why you made them and 

what they mean to the team.  
 

• Do you consistently keep your team informed, even when the news is bad or problems 
arise?  It’s easy to communicate only the good news, but it’s crucial to include your people 
in the process no matter what.  When times are tough and difficult decisions need to be 
made, let your people know in an honest and timely way. 
 

• How do you handle a difficult relationship at work?  When faced with conflict or a 
challenging relationship in the workplace, consider these three possible paths: 

1.) Try your best to repair it.  Set your own viewpoints aside and make a genuine effort 
to see the other person’s perspective.  See if you can find some shared goal or 
common ground. 
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2.) Decide to live with it.  If you can’t repair it, do whatever it takes to work around it.  
Create alternative channels of communication, restructure work flow, find an 
advocate in the chain of command, cordon off the toxicity. 

3.) Let go and make a clear decision to say good-bye.  Whether this means resigning 
from a job, changing assignments, or letting go of a friendship, sometimes the most 
positive step is to move on. 

 

• Do you know individuals who have views substantially different from yours?  If all your 
friends and colleagues have the same opinions you do, you’re probably missing out on 
some valuable insight.  Often our greatest friendships, alliances, and life experiences come 
from our association with people quite unlike ourselves.   

 
 
LEARNING 
It’s easy to become complacent, to reach certain levels in your career where learning becomes 
stagnant.  But the world never stands still, and there are always new things to learn.  Leaders never 
stop challenging and pushing themselves to learn more.   
 

• Do you regularly take on new and different challenges, and put yourself in a position 
where you have to learn? 
 

• In whatever area you work, do you thoroughly know your material?  Effective leaders are 
always pushing the envelope of their knowledge and mastery of there area. 
 

• Do you regularly step outside of your own experience, sit down, and talk with people in 
your organization?  One way leaders learn is to get outside the bubble of their own 
experience or comfort zone and discover what is happening in the livers of people around 
them. 
 

• Are you creating an atmosphere in your organization where your people are willing to tell 
you the truth?  Most of the answers you need are usually right there within your own team, 
provided you are willing to listen – and they feel safe enough to tell you.  
 

• Do you have your own personal advisory board?  If not, you can create one.  Surround 
yourself with people who will give you support, expertise, and critical perspective you 
wouldn’t have on your own. 
 

• Who are your mentors?  A mentor brings out your most productive feelings and qualities by 
the way he or she supports, nurtures, guides, and acknowledges you.  Mentors see things in 
you that you don’t see in yourself.   
 

• Do you actively seek out mentors?  Every time you begin a new job, join a new 
organization, or enter a new field, it makes sense to seek out new mentors who can show 
you the ropes.  Find those in your field whom you respect, admire, and feel you could learn 
from, and ask if they have the time to mentor you.  Most people will be flattered you asked. 
 

• How do you view setbacks or failures?  Usually such difficult times offer the greatest 
opportunities to learn valuable lessons that can give you the critical edge in future 
situations.  As Spencer Johnson says, “The errors you make in today’s good times create 
tomorrow’s bad times – and the wise things you do in today’s bad times create tomorrow’s 
good times.” 
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HAVING THE COURAGE TO LEAD 
Leaders are not necessarily fearless, but they have learned how to deal with their fears.  It takes 
courage to live our convictions, persevere, take risks, tell the truth, apologize, and admit mistakes.  
Courage is about pushing through our fears to live our most authentic life and do what we believe 
is right.  

 

• Does your current work feel fresh, challenging, and engaging?  Having the courage to go 
on to the next grade, to move into unfamiliar territory, and to try new adventures is what 
allows us to stretch and grow.  

 

• Sometimes the greatest act of courage is to follow your heart and do the right thing, even 
if it isn’t popular or doesn’t seem politically expedient.   

 

• Are you willing to speak up and give voice to an uncomfortable truth or unpopular issue? 
 

• Are you willing to risk being wrong?  Sometimes leadership takes having the courage to 
make hard decisions based on the best information you have, knowing that you could be 
wrong.  At the same time, you can’t alienate everyone.  Leadership takes courage – but 
courage without being reckless. 

 

• Do you give yourself credit for those tough decisions that nobody else sees?  Sometimes 
doing the right thing means making private decisions that no one but you ever witness – but 
they can be among the most important decisions in your life.  

 

• Do you give yourself the permission to make hard decisions without necessarily having it 
all figured out?  Are you willing to step into ambiguity when the occasion calls for it?  
Once you summon the courage to take this step, it often opens up wonderful new 
possibilities that otherwise might have remained closed or hidden.  

 

Becoming an effective leader – someone who is able to rally others around a cause, who 
inspires others to collaborate towards a common goal, who can bring people together to make a 
powerfully positive difference in the world – starts with leading ourselves.  The bedrock of 
leadership, it seems, is honest self-reflection and a personal commitment to the lifelong pursuit of 
knowledge.  After all, knowledge rarely just presents itself, one must constantly make the effort to 
find it. 

Being an effective leader often has less to do with knowing the answers, and far more to do 
with being willing to ask the important questions – and listening to the input, experiences, and 
perspectives of those around you.  The answers are most often right in our midst, just waiting for a 
leader to recognize, articulate, and act on them.  And finally, good leadership, at its core, is about 
the positivity it creates.  

Often we don’t live as consciously as we could.  It is so easy to slip into autopilot and forget 
that the people we meet along our path are human beings with emotions like ourselves – and these 
individuals, in one way or another, whether we realize it or not, have an impact on who we are, 
what we do, and even how well we do it.  It is unfortunate, however, than many leaders seem to 
be oblivious to the contributions of those around them.  Many leaders, whose own words and 
actions will have a lasting impact on many others, can be tone deaf to the actual effect their 
behavior has.  What does it take to change this?  It simply takes the commitment to live 
consciously, to make ourselves aware of the people around us, personally and professionally, and 
how we affect them, for better or for worse.  And that makes the simple difference between 
engagement and disengagement, profit and loss, success and failure.   
 

Imagine a world in which people felt valued, appreciated, and understood – both at work and at 
home.  It is an inspiring thought.   
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COMMUNICATION 
 
Communicate:  1. to impart, transmit  2. to give or exchange information  3. to have a meaningful 
relationship  4. to be connected 
 

Communication:  1. a transmitting  2. a giving or exchanging of information, a message, letter, etc.  
3. a means of communicating 

 
 

 “Vision, policies, and plans are more or less useless  
unless they are known to ALL who may be concerned with them.” 

 

-  Lord Montgomery  
(Commander of the Eighth British Army) 

 
Actively reaching out to others is a critical skill for leaders, especially those leaders who hold 
formal positions of authority.  The reason is simple human nature:  Many people are reluctant to 
approach someone in a position of power.  In fact, unless the leader makes the first move, many 
often neglect to make any connection to their leaders.  Conversely, we all have a basic human 
need to be recognized.  All of us want to feel that those we follow see us, hear us, know us, and 
value us.  That sense of being seen, heard, known, and valued can only rise from a relationship.  
And a relationship will arise in the vast majority of cases because the leader initiated it.   
 

To build relationships when working with your peers, you have to understand the nature of 
empathy.  It does not consist of warm feelings held in general for all humanity.  It only exists when 
one individual makes an effort to understand the specific thoughts and feelings of another.  To 
build empathetic relationships, consider the following guidelines: 
 
 

1.) LISTEN to build relationships. 
• Listen for subtext – That problem-solving part of our brain can be so domineering 

when you listen to someone else talk that you can’t simply turn it off.  To stop it from 
taking over, you have to give it something else to do.   

• Instead of listening for problems to solve, listen for subtext – the meaning and 
especially the emotion communicated beneath the spoken words. 

• Subtext is always the real, emotional meaning of what is said, regardless of the literal 
words spoken. It’s what others hear and respond to on an emotional level.  It’s there, 
just under the surface, in virtually all conversations.  

• Listen to what moves you to what you can relate.  Try to find something you can 
relate to and understand.  

• Connect your feelings when possible, but be careful not to confuse empathizing with 
sympathizing.   

• However, take care that the links you discover within yourself don’t dominate your 
discussion.   

• Listen for values and strengths: maturity, enthusiasm, willingness to change, courage, 
compassion, good judgment, risk-taking, vision, communication skills, etc.  
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2.) ACKNOWLEDGE the individual to whom you are listening. 
• Express to the other person that you listened to them and heard what they have to 

say. 
• Acknowledge feelings, values, and thoughts – don’t summarize or regurgitate, but do 

acknowledge that you’ve heard what they had to say. 
• Be careful, however, not to be too quick to say, “I agree,” especially if you don’t 

know or don’t agree. 
• Offer positive insights – often times when you listen deeply, you will develop some 

understanding of who they are or what they want.  Offering insight can lead them to 
see themselves in a new way, and can foster a stronger relationship.  

 
3.) BE YOURSELF AND SHARE YOURSELF 

• When reaching out to somebody, you must be yourself – be genuine. 
• Don’t be afraid to admit faults or flaws . . . vulnerability and power can go hand-in-

hand. 
• Share your feelings and experiences (as long as they pertain to what you have just 

listened). 
• Relating to others will help create a much more comfortable environment, and 

therefore, better communication. 
• Share stories from your past experiences. 
• Find common ground and establish this connection. 

 
 
The differences between human beings are much less than we think.  Underneath all the flak that 
we send out – the social conditioning, the education, the beliefs, whatever it is that makes us 
behave on the surface in certain ways – underneath that, the core humanity is so universal. 

- Christopher Reeve  
(Actor, Producer . . . Superman!) 

 
 
BE INFORMED –If you have a question about something . . . ask.  If you think you should know 
something . . . say it.  
 
KEEP OTHERS INFORMED – keep those around you informed of what is going on: our plans, 
goals, traditions, expectations, schedules, etc.  How can they know if they don’t know??? 
 
WE know what WE mean, but the problems arise when we simply expect others to.   

 
How is our communication to be taken?   

Is it chat?  A confession?  
An outpouring of emotion?   

A complaint?  A command?   
 

If people do not “understand” what we have to say . . . who is to blame? 
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There can be three answers to that seemingly simple question: 
 

1.) I am to blame.  I did not clearly identify my communication. 
 

2.) They are to blame.  They did not listen to what I had to say. 
 

3.) Nobody is to blame.  The communication did not have two participants. 
 

 

THE VALUE OF WRITING PROFESSIONALLY  
 
As a leader and mature individual, it is important that all communication, both spoken and 
written, be approached in a responsible and professional manner.  However, in this era of 
electronic communication, it has become commonplace to abbreviate our thoughts/ideas and 
focus on a quicker, more casual style and therefore less professional.  However, creating 
professional-sounding/looking e-mails is actually much easier than one might think – and as 
leaders, it is expected that you take the TIME to communicate effectively and professionally, even 
electronically.   

 
EXAMPLE #1 – BAD 
 

 
 
CONTENTS: 

• No body to the e-mail 
• No greeting/closing/signature 
• The subject includes the question/comment . . . this is lazy and VERY unprofessional.   
• Is it effective, well, maybe – the questions/comment will be readily visible from the 

recipient’s in-box, but opening an e-mail with no subject is unprofessional. 
 
“In writing or speaking, give every person his due title according to his degree and the custom of 

the place.” 
 

-  George Washington 
(From his book, “Rules of Civility and Decent Behaviour”) 

what time is practice today?
Rikkers, Scott David - rikkersd
Sent:Friday, May 24, 2013 1:29 PM
To: Rikkers, Scott David - rikkersd

  

Scott Rikkers
Assistant Director of Bands
Director, JMU Marching Royal Dukes
James Madison University
880 South Main Street - MSC 7301
Harrisonburg, VA  22807
540.568.6033

what time is practice today? https://exchange.jmu.edu/owa/?ae=Item&t=IPM.Note&id=R...

1 of 1 5/24/13 2:13 PM
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EXAMPLE #2 – BAD 
 

 
 
 
CONTENTS: 

• There is no subject to the e-mail.  
• All e-mails should include a subject in order to identify the topic/purpose of the document. 
• There is no greeting line: 

o “Dear so-and-so,” 
o “Greetings so-and-so,” 
o “Greetings,” 
o “Hello!” 

• The sentence is not capitalized . . . this is something we learn in the First Grade (if not 
before) . . . why can’t we do it when we are adults and communicating with other adults, 
peers, professionals, etc.?  It only adds one extra key stroke (shift) . . . just one! 

• The “i” is not capitalized . . . this is ABSOLUTELY UNACCEPTABLE in a professional 
document!  Even spell-check will help you fix that in most documents.  Again . . . it adds 
just one small key-stroke to the process.   

• There is no closing/signature line (the automatic signature doesn’t count): 
o “Thank you,” 
o “Sincerely,” 
o “Best,” 
o No signature name (fist, last, both, initials, etc.) 

 
 
 
 
 

Rikkers, Scott David - rikkersd
Sent:Friday, May 24, 2013 1:29 PM
To: Rikkers, Scott David - rikkersd

  
what time do i need to report to practice today?

Scott Rikkers
Assistant Director of Bands
Director, JMU Marching Royal Dukes
James Madison University
880 South Main Street - MSC 7301
Harrisonburg, VA  22807
540.568.6033

Untitled Message https://exchange.jmu.edu/owa/?ae=Item&t=IPM.Note&id=R...

1 of 1 5/24/13 2:13 PM
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EXAMPLE #3 – GOOD 
 

 
 
 
CONTENTS: 

• There is a subject. 
• There is a greeting line 

o “Hello Mr. Rikkers,” 
• Everything is capitalized and spelled correctly. 
• There is a closing and signature (in addition to automatic contact info):  

o “Thank you, Respectful Individual” 
 
 
 
 
 
 
 
 
 

Practice time today?
Rikkers, Scott David - rikkersd
Sent:Friday, May 24, 2013 1:31 PM
To: Rikkers, Scott David - rikkersd

  
Hello Mr. Rikkers -

What time should I report to practice today? 

Thank you,

Respectful Individual

Scott Rikkers
Assistant Director of Bands
Director, JMU Marching Royal Dukes
James Madison University
880 South Main Street - MSC 7301
Harrisonburg, VA  22807
540.568.6033

Practice time today? https://exchange.jmu.edu/owa/?ae=Item&t=IPM.Note&id=R...

1 of 1 5/24/13 2:13 PM
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COMMUNICATION: UNDERSTANDING PERSONALITIES 
 
THE FOUR ELEMENTS OF SUCCESS 
by Laurie Beth Jones 
  
FROM THE INTRODUCTION: 
 

“We are born alone, and we die alone.   
And yet in the middle of that experience, we have an innate need  

and desire to form teams, to bond with others in fascinating, frustrating, and fulfilling ways to 
create something new.”  

 
Ultimately, all human progress depends on leadership and teamwork.  What causes some teams to 
win and other to lose?  What allows a small group of highly committed individuals to outsmart and 
outmaneuver teams far larger and more financially supported?  What causes some relationships to 
succeed and others to fail?  What causes some people to go home at night and want to pull out 
their hair, while others can’t wait to get out of bed the next day and head back to the workplace? 

In this book, I will present information and insights on the four basic elements of earth, 
water, wind, and fire.  I will demonstrate how each of us contains all of them, yet one or two 
elements will particularly dominate and drive our behaviors, attitudes, and actions.  Understanding 
the elements in your personality will revolutionize your understanding of who you are and help 
you clarify why you do the things you do.  It will help you focus on your strengths and understand 
the challenges that have been hindering you, perhaps unnoticed for years.  With this information, 
you will be able to anticipate and thus prevent unnecessary tensions and arguments before they 
start.  It will help you better understand your friends, family, colleagues, and team members – it 
will help you lead your own life, as well as those around you in a more successful and meaningful 
way.  

With your knowledge of the four elements, you will also have keen insights into the needs 
and values of others and thus be more persuasive when it comes to getting your own needs as well 
as those of your team met.  And, even if you do not directly apply the “elements” to your every-
day life, or use the exercises and techniques presented within, you are guaranteed to have a better 
awareness of your own personality tendencies and those of individuals around you.  This will help 
you achieve SUCCESS.   
 
SIDE NOTE FROM MR. RIKKERS . . . DEFINE “SUCCESS”  

 

What does that word mean to you?  
 

   To our band program?   
 

Is SUCCESS the same for you, as it is for others?   
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IDENTIFYING THE CHARACTERISTICS 
OF EACH ELEMENT 

 
Below, take time to contemplate each of the four elements.  What are the characteristics unique 
to each element?  
 
LIST YOUR TOP 5 CHARACTERISTICS OF EARTH: 
The Earth IS/DOES . . . 

1.) ______________________________________________ 
2.) ______________________________________________ 
3.) ______________________________________________ 
4.) ______________________________________________ 
5.) ______________________________________________ 

 
 
LIST YOUR TOP 5 CHARACTERISTICS OF WATER: 
The Water IS/DOES . . . 

1.) ______________________________________________ 
2.) ______________________________________________ 
3.) ______________________________________________ 
4.) ______________________________________________ 
5.) ______________________________________________ 

 
 
LIST YOUR TOP 5 CHARACTERISTICS OF WIND: 
The Wind IS/DOES . . . 

1.) ______________________________________________ 
2.) ______________________________________________ 
3.) ______________________________________________ 
4.) ______________________________________________ 
5.) ______________________________________________ 

 
 
LIST YOUR TOP 5 CHARACTERISTICS OF FIRE: 
The Fire IS/DOES . . . 

1.) ______________________________________________ 
2.) ______________________________________________ 
3.) ______________________________________________ 
4.) ______________________________________________ 
5.) ______________________________________________ 

 
 

WHICH ONE (OR COMBINTION) ARE YOU MOST LIKE?? 
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UNDERSTANDING THE ELEMENTS AS PERSONALITIES 
 

EARTH 
 

Earth is “terra firma” for us.  It is the foundation for everything we do.  It is our home, our 
grounding point, and our anchor.   
 
Sometimes  I see myself as . . . 
 

giving substance to those around me 
offering support and protect all living things 
guarding resources so life may be sustained in all seasons 
sure of myself 
stable 
firm 
 
Others see me as . . . 
 

boring 
stubborn 
hardheaded 
hardhearted 
dense 
slow to move 
stuck in the mud 
picky 
obsessive about order or details 
 
SELECTED EARTH TENDENCIES 
 

ANGER 
Earth does not welcome showy displays of emotion, and views loss of self-control as a sign of 
immaturity and weakness.  Can become irritated or even angry about careless inattention to 
details, inconsistency, and hypocrisy.   
 

COMMUNICATION 
Earth thinks through ideas before speaking and listens objectively to others’ statements.  Tends to 
clarify – “tell,” not “sell” – and does not exaggerate to make a point.  Wants facts backed up by 
data and logic.  Relies on written or verbal, not physical communication.   
 

LEADERSHIP 
Earth leads by example, based on principles and standards, with a long-term view.  Good at 
developing systems and processes that eliminate crisis management and chaos.  Does not respond 
well to emotional, undisciplined leadership.   
 

SUCCESS 
Earth views success with a long-term perspective and tends to think and operate generationally.  
Understands that worthwhile achievements require sacrifice and is suspicious of something-for-
nothing opportunities.  Tends to be self-critical. 
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WATER 
 

Water is the most vital and necessary of all the elements.  Without water, nothing lives.  It is fluid, 
cleansing, life-giving, shape shifting, expansive, pure, and sculpting.   
 
Sometimes  I see myself as . . . 
 

flowing/easy-going and refreshing 
life-giving/inspiring and clear 
essential, dynamic, and transparent 
adapt easily to different forms - go under, over, around, and through whatever obstacle is placed 
before me 
loyal, patient, and supportive  
give life wherever I go 
 
Sometimes others see me as . . . 
 

unstable 
slow 
easily polluted (influenced) 
unwilling to take a stand 
unreliable 
procrastinating 
wishy-washy 
valuing feelings over results 
silent 
 
SELECTED WATER TENDENCIES 
 

ANGER 
Waters tend to stuff feelings of anger and resentment, so it can be difficult to detect when they are 
angry.  Their long fuse burns slowly, but when they reach their limit, they may release all their 
pent-up emotions on the individual who has finally exhausted their patience. 
 

COMMUNICATION 
Water usually is a good listener, and this quality helps others communicate and understand more 
clearly.  Usually shares openly with very close friends – may even be talkative in those situations.  
Doesn’t voice position comfortably and may not speak up in meetings. 
 

LEADERSHIP 
Water emphasizes inclusion and consensus; encourages cooperation rather than enforcing 
compliance.  Wins loyalty through commitment to and support of others. 
 

SUCCESS 
Water views success in terms of how it has helped others succeed. Similarly, having fulfilling 
relationships is viewed as a regarding achievement.  While appreciating acknowledgement for 
contributions, Water does not want to be singled out for attention, is easily embarrassed by public 
acclaim, and prefers personal and more private recognition. 
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WIND 
 

Wind’s strengths include spontaneity, energy, forward motion, and the ability to supersede all 
boundaries.  It is the element most capable of moving all others.  It is the first element to bring the 
scent of danger, and it is the first element to bring the scent of spring.   
 
Sometimes  I see myself as . . . 
 

invisible, uplifting, and powerful 
influential, direct, and soothing 
inspirational and energizing 
a messenger 
all encompassing 
forever in motion, seeing fun and life and action 
spontaneous 
enjoying being around others 
 
Others sometimes see me as . . . 
 

unstable 
unpredictable 
disorganized 
unfocused 
impulsive 
restless 
flighty 
loud 
demanding 
unrelenting 
misdirected 
 
 
SELECTED WIND TENDENCIES 
 

ANGER 
Wind may be quick to speak in anger and may use words regretted later.  Tends to “explode” and 
then forgive and restore relationships quickly.  Wants to talk through causes of anger.  Cause of 
anger is often injured pride; may shift blame to others in order to look good.  
 

COMUNICATION 
Wind verbalizes feelings and arrives at decisions by talking issues out.  Listening skills are 
generally not highly developed.  Communicates and influences through persuasive appeals, 
stories, and humor.  Is usually unguarded in conversation; may exaggerate; may display emotions 
openly.  
 

LEADERSHIP 
Wind prefers not to be a detail-oriented leader and does not respond well to a leader who is 
authoritarian or unsociable.  Inspires and socializes as a means of motivation.  Seeks out willing 
participants.  Tends to have an open-door policy.  Makes promises willingly; is easily distracted.   
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SUCCESS 
Wind views success in terms of popularity, status, and access to people.  Tends to apply energies 
to achieving short-term successes that lead to public recognition. Motivated by immediate 
rewards.  May give up before succeeding if not encouraged or reinforced.   
 
 

FIRE 
 

Fire’s strengths include being mesmerizing, exciting, passionate, intense, purifying, illuminating, 
and committed.  It has no fear of confrontation. 
 
Sometimes  I see myself as . . . 
 

hot-tempered, mesmerizing, and passionate 
courageous and bold 
confrontational 
refined 
pure 
providing light as well as heat 
civilizing, power generating, decisive, and sure 
colorful, lively, and inviting 
committing 110 percent of my being to whatever task is before me 
a visionary and results oriented 
causing things to happen 
 
Others sometimes see me as . . . 
 

destructive 
uncontrollable 
hot 
dominating 
frightening 
self-Centered 
combative 
judgmental 
insensitive 
all-Consuming 
 
SELECTED FIRE TENDENCIES 
 

ANGER 
Fire displays anger as its primary emotion.  This intensity intimidates others who view them as “too 
hot to handle” at times.  Response to anger from others is met by even more anger – the desire to 
win at any cost often overpowers more controlled means of expression.   
 

COMMUNICATION 
Fire wants the bottom line first.  Prefers high points and facts presented in bullet form and will ask 
for details if they seem important. Reveals information on a need-to-know basis as a way of 
maintaining control.  Speaks directly to issues and results; makes flat statements.   
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LEADERSHIP 
Fire is strong-willed and tends to view leadership as imposing will on others.  Has a small inner 
circle of advisors and keeps workers on the outside.  Sees the big picture and delegates 
responsibility. Responds to leadership that is direct, challenging, goal-oriented, and rewards 
accomplishment.   
 

SUCCESS 
Fire views success in terms of beating the odds, exceeding expectations, and acquiring power, 
prestige, and financial freedom.  Is an early adopter of innovative, power-enhancing products.  
Tends to be entrepreneurial and values independence rather than depending on others.  
 
 

UNDERSTANDING PERSONALITY BLENDS 
 

The value of having a full overview of your elemental makeup is discovering where you are strong 
and where you are challenged.  What tendencies do you have with anger and emotions, what 
challenges do you have with relationship – both personal and professional.  The implication of this 
self-knowledge is profound and far-reaching.  It can and will affect (and has been affecting) 
everything from your relationships to the decisions you make, your leadership style to your 
emotional needs, your failures and your successes. 
 

Based on the characteristics of each element, and the relationship to your personality, there are 
sixteen possible personality types/blends: 

 
Earth Earth 
Earth / Wind Water / Wind 
Earth / Water Water / Earth 
Earth / Fire Water / Fire 
 
Wind Fire 
Wind / Water Fire / Wind 
Wind / Earth Fire / Earth 
Wind / Fire Fire / Water 
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THE VALUE OF LISTENING 
 

“No man would listen to you talk if he didn’t know it was his turn next.” (Edgar Watson Howe)  
Unfortunately, that accurately describes the way too many people approach communication – 
they are too busy waiting for their turn to really listen to others.  However, good leaders 
understand the incredible value of becoming a good listener.  The ability to skillfully listen is one 
key to gaining influence with others, and ultimately success at your job/responsibilities.  Consider 
these benefits to listening: 
 

1.) Listening shows respect.  Whenever you don’t pay attention to what others have to say, you 
send them the message that you don’t value them.  But when you listen to others, you 
communicate that you respect them.  Even more, you show them that you care. A mistake that 
people often make in communicating is trying very hard to impress the other person.  They try to 
make themselves appear smart, witty, or entertaining.  But if you want to relate well to others, 
you have to be willing to focus on what they have to offer.  Be impressed and interested, not 
impressive and interesting.   
 

2.) Listening builds relationships.  “You can make more friends in two weeks by becoming a good 
listener than you can in two years trying to get other people interested in you.”  (Dale Carnegie)  
By becoming a good listener, you are able to connect with others on more levels and develop 
stronger, deeper relationships because you are meeting a need.   
 

3.) Listening increases knowledge.  It’s amazing how much you can learn about your friends and 
family, your job, the organization in which you work, and yourself when you decide to really 
listen to others.  But not everyone clues into this benefit.  Beware of putting yourself into a position 
where you think you know all the answers.  Anytime you do, you’ll be putting yourself in danger.  
It’s almost impossible to think of yourself as “the expert” and continue growing and learning at the 
same time.  All great learners are great listeners. 

One common problem as people gain more authority is that they often listen to others less 
and less, especially the people who report to them.   While it’s assumed that the higher you go, the 
less you are required to listen to others, it is true that your need for good listening skills increases.  
The farther you get from the front lines, the more you have to depend on others to get reliable 
information.  Only if you develop good listening skills early, and then continue to use them, will 
you be able to gather the information and building the relationships you need to succeed.   
 

4.) Listening generates ideas.  Fresh, innovative ideas help us to find new ways to solve old 
problems, to generate new products and processes to keep our organizations growing, and to 
continue growing and improving personally.  When you consistently listen to others, you never 
suffer for ideas.  People love to contribute, especially when their leader shares the credit with 
them.  If you give people opportunities to share their thoughts and you listen with an open mind, 
there will always be a flow of new ideas.  And even if you hear ideas that won’t work, just 
listening to them can often spark other creative thoughts in you and others.  
 

5.) Listening builds loyalty.  A funny thing happens when you don’t make practice of listening to 
people . . . they find others who will.  Anytime employees, spouses, colleagues, children, or 
friends no longer believe they are being listened to, they seek out people who will give them what 
they want.  Sometimes the consequences can be disastrous; the end of a friendship, lack of 
authority at work, lessened parental influence, or the breakdown of a relationship.  On the other 
hand, practicing good listening skills draws people to you.  If you consistently listen to others, 
valuing them and what they have to offer, they are likely to develop a strong loyalty to you. 
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COMMON BARRIERS TO LISTENING 
Few people have reached their potential when it comes to listening.  If you aren’t as skilled at 
listening as you would like to be, then first thing to do to improve your ability is to be aware of 
common barriers to listening: 
 

1.) Overvaluing Talking.  Most people give too much importance to talking and undervalue 
listening, even those in people-related jobs, such as sales.  But the truth is that effective 
communication is not persuasion – it’s listening.  Think about it: Nobody ever listened him/herself 
out of a sale.  Good communicators know to monitor their talking-to-listening ratio.  Listen twice 
as much as you speak.  
 

2.) Lacking Focus.  For some people, especially those with high energy, slowing down enough to 
really listen can be challenging.  Most people tend to speak about 180 words a minute, but they 
can listen at 300 to 500 words a minute.  That disparity can create tension and cause a listener to 
lose focus.  Most people try to fill up that communication gap by finding other things to do, such 
as daydreaming, thinking about their daily schedule, or watch other people.  It’s similar to what 
we do when we drive a car.  We rarely just watch the road and do nothing else.   
 

If you want to become a better listener, however, you need to learn to direct that energy and 
attention positively by concentrating on what the person is saying.  Observe body language.  
Watch for changes in facial expression.  Look into the person’s eyes. If you expend your extra 
energy by observing the other person closely and interpreting what he or she says, your listening 
skills will improve.   
 

3.) Stereotyping.  Stereotyping others can be a huge barrier to listening.  It tends to make us hear 
what we expect rather than what another person actually says.  Most of us may think that we don’t 
fall into this trap, but we all do to some degree.  Whenever you treat people strictly as members of 
a stereotypical group rather than as individuals, you can get into trouble.  So watch out.  If you talk 
to people and find yourself thinking of them as computer geeks, typical teenagers, ditsy blondes, 
stiff engineer types, some other representative group, or even as the person you think you are 
talking to, beware.  You may not really be listening to what they have to say, but rather, what you 
think they are going to say. 
 

4.) Carrying personal emotional baggage.  Nearly everyone has emotional filters that prevent him 
or her from hearing certain things that others say.  One’s past experiences, both positive and 
negative, color the way you look at life and shape one’s  expectations.  Often times people who 
allow emotions to interfere with listening will be preoccupied with certain topics, get defensive 
about specific subjects, or project their point of view onto others.   
 

5.) Being preoccupied with self.  This is probably the most formidable barrier to listening.  If you 
don’t care about anybody but yourself, or rather, about anything other people have to say, you will 
not listen to others effectively.  But the ironic thing is that when you don’t listen to others, the 
damage you do is to yourself.   
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HOW TO LISTEN EFFECTIVELY 
 

1.)  Make eye contact!  Look at the speaker – the whole listening process begins with giving the 
other person your undivided attention.  
 

2.) Don’t interrupt.  Allow the speaker to talk until he/she has finished or pauses for input. 
 

 People who tend to interrupt others generally do so for one of these reasons: 
• They don’t place enough value on what the other person has to say.  
• They want to impress others by showing how smart or intuitive they are.  
• They’re too excited by the conversation to let the other person finish talking. 
• They want to have their opinions be heard. 
• They genuinely want to help and add their two-cents  

 

3.) Focus on understanding.  When listening, focus not on what you will say to the speaker when 
they are done, but rather on understanding what the speaker is saying.  To increase your 
understanding of others as you listen, follow these guidelines: 

• Listen with the intent of understanding. 
• Listen for the message and the message behind the message. 
• Listen for both content and feelings.   
• Listen with your eyes – your hearing will be improved.  
• Listen for others’ interest, not just their position. 
• Listen for what they are saying and not saying. 
• Listen with empathy and acceptance.  
• Listen as you would like to be listened to. 

 

As you learn to put yourself in the other person’s place, your ability to understand will increase.  
And the greater your ability to understand, the better listener you will become.   
 

4.) Determine the need at the moment.  The ability to discern the other person’s need at the 
moment is part of becoming an effective listener.  People talk for so many different reasons: to 
receive comfort, to vent, to persuade, to inform, to be understood, or to relieve nervousness.  
Often people talk to you for reasons that don’t always match your expectations.   

A lot of men and women find themselves in conflict because they occasionally 
communicate at cross-purposes.  They neglect to determine the need of the other person at the 
moment of interaction.  Men usually want to fix any problems they discuss; their need is 
resolution.  Women, on the other hand, are more likely to tell about a problem simply to share it; 
they often neither request nor desire solutions.  Anytime you can determine the current need of the 
people you’re communicating with, you can put whatever they say into the appropriate context – 
and you will be better able to understand.   
 

5.) Check your emotions.  Anytime you become highly emotional when listening to another 
person, check your emotions – especially if your reaction seems to be stronger than the situation 
warrants.  You don’t want to make an unsuspecting person the recipient of your venting.  Keeping 
a level head will not only make the speaker more at ease, but it will help you listen more 
effectively.  
 

6.) Suspend your judgment.  Have you ever begun listening to another person tell a story and 
started to respond to it before he or she was finished?  Just about everyone has.  But the truth is that 
you can’t jump to conclusions and be a good listener at the same time.   
As you talk to others, wait to hear the whole story before you respond. 
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Listening is a TWO-PERSON PROCESS  
The speaker and the listener (or receiver).  The speaker, who has an intention of what he or she 
wants to communicate, sends a message, and that message has an impact on the listener.  As the 
listener responds with another message, communication effectively ensues.   
 
Listening is an ACTIVE process. 
 

When it’s genuine, listening demands taking an interest in the speaker and what he or she has to 
say.  Taking an interest can easily be sentimentalized by equating it with sincerity or caring.  
Sincerity and caring are certainly fine characteristics, but listening isn‘t a matter of character, nor is 
it something that good people automatically do.  To take an interest in someone else, we must first 
suspend the interests of the self. 
 

Listening takes deliberate effort – first and foremost – to suspend our own needs and reactions.  To 
listen well, you must hold back what you have to say and control the urge to interrupt or argue.  
However, simply holding your tongue while the other person speaks isn’t the same thing as 
listening.  To truly listen you have to suspend your own agenda, forget about what you might say 
next, and concentrate on being a receptive vehicle for the other person. 

Listening doesn’t mean just being willing to let a certain amount of time elapse while that 
person has his/her say, only to leap in with your own agenda when he’s/she’s finished.  The 
sometimes-vast difference between words spoken and thoughts intended is nothing compared to 
the often-vaster gulf between what is said and what is heard. 
 

Avoid the “Right or Wrong” approach.  Although there may be a better way to do something or a 
shorter route on the map, an easier/alternate fingering, or a different approach to a drill move, 
there usually isn’t a wrong or right way.  Always consider different points of view and ideas – in 
many cases, new ideas will benefit you and your organization.  Choosing to discredit an idea or 
concept simply because it is not “yours” or what you are “used to” will only hinder the progress 
you are trying to make. 
 
SUGGESTIONS FOR IMPROVED COMMUNICATION: 
 

1.) Pay attention when others are speaking. 
 

2.) Listen without giving an opinion. 
 

3.) Listen without offering advice. 
 

4.) Try other people’s suggestions – consider ALL possibilities. 
 

5.) Think BEFORE you speak. 
 

6.) Speak only if you have something to say. 
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COMMUNICATING WITH PEERS: TEACHING AND MOTIVATING 
 

1.) Don’t try to “turn back the clock.”  Too many people want to return to the “good old 
days.”  While they are verbalizing how great things “used to be,” they unintentionally 
degrade the present efforts by any individual or organization – as if to say “we will never be 
that good again.”  Good leaders are always dealing with the present – certainly learning 
from the past and possibly even being inspired or motivated by it – and preparing for the 
future. 

 

2.) Set goals and communicate them.  Don’t force your section to “read your mind.”  Always 
make certain that everybody understands the daily, weekly, and even monthly or yearly 
expectations.  Goals help to provide focus for rehearsals as well as a source of evaluation 
and assessment.  Just as you wouldn’t try to get from here to Montana by jumping in the car 
and simply following whatever road signs are available to you, you would use a map!  
Provide those you are working with a map for each gathering – it will be an efficient and 
productive trip! 

 

3.) In every situation, deal with the “principle” not the “pressure.”  As a leader, you are 
responsible for guiding your peers during daily rehearsals and performances.  Although 
there may be several connections on a personal level, never allow pressure to affect how or 
why you do something.  We have all learned how to play the “manipulation” game very 
well – usually from watching our peers or even our mentors – be careful not to get conned 
into doing something which is in opposition to what would be most beneficial to the 
program.  You must be honest with your own integrity . . . you may not be instantly 
popular, but you will be an excellent role model and effective leader. 

 

4.) Do what you say.  As a leader and communicator, you should realize that actions speak 
louder than words.  Always make sure that if you give a command, you do it.  If you give 
an instruction, you do it.  If you want a result, you work WITH your section to achieve this. 

 

5.) Deal with confrontations immediately and privately.  Although discipline problems (no 
matter how big or small) and irritating happenings invite the intimidation “sledge hammer” 
or “instant resolution” technique, these are certainly immediate, yet not effective responses.  
Try to deal with issues promptly but privately.  Pull individuals aside and address the issue 
– be honest and in many cases, you will get a positive response.  

 

6.) Encourage communication at all levels.  When you find divisions in the organization – at 
any level – be proactive and address these missteps.  Involve everybody in your process.  
Make sure that your section feels as though they are contributing and that members of other 
sections are working WITH you to accomplish the task at hand.  In doing so, communicate 
with individuals – in your section and outside – talk with your colleagues and the staff.  
Don’t be afraid to address the directors either.  Good communication is a learned habit.  
Set the example! 
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GETTING TO KNOW YOU . . .  
 
When working with a group of individuals, especially when some have never met each other, you 
should have a plan for starting a conversation and getting to know them.  This initial 
communication will eventually lead to relationships, and success with your organization.  The 
following suggestions can be applied both to meeting new people as well as having discussions 
with friends, family, and colleagues:  
 
Meet people properly:  It all starts with the introduction.  Exchange contact information and make 
sure you can pronounce everybody’s names.  Start putting names with faces – consider sharing 
some interesting facts about each other that may help you (and others) better remember 
individuals.  Start learning names and backgrounds before band camp. 
 
Find things you have in common:  You can almost always find something in common with another 
person; from there, it is much easier to address issues where you may have differences.  Think of 
everything you may have in common with other individuals – and if you can’t come up with 
something . . . well then, there is your commonality!  It’s a starting point.  
 
Try for optimal meeting conductions:  Make sure no one is hungry, cold, or tired.  Meet over a 
meal if you can: food softens a meeting.  That’s why they “do lunch” in Hollywood.  Try to avoid 
meeting under stressful circumstances, or at the very beginning or end of the day/class/rehearsal.    
 
Let everyone talk:  Don’t finish someone’s sentences for them.  And talking louder or faster doesn’t 
make your idea any better.  
 
Check egos at the door:  When you enter into a conversation with an individual or group of 
individuals, remember to keep your ego in check.  You are not the only part of the conversation.  
By focusing on what others have to say and fighting the urge to you’re your opinion, you will find 
that not only will you be able to understand the bigger picture better, but also that compromises 
will be easier to make.  When discussing ideas, label them and write them down. The label should 
be descriptive of the idea, not the originator.  This will keep the focus off of the individual/ego, and 
on the idea. 
 
Praise each other:  Find something nice to say, even if it’s a stretch.  The worst ideas can have 
silver linings if you look hard enough.  In many cases, on a daily basis, you should always plan for 
times of praise and commending.  Make sure you positively address every member of your section 
during a rehearsal – or at the very least, the group as a whole.  Consider picking some individuals 
with whom to establish a more personal conversation. 
 
Phrase alternatives as questions:  Instead of, “I think we should do A, not B,” try, “What if we did 
A, instead of B.”  That allows people to offer comments rather than defend one choice.   
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UNDERSTANDING OTHERS 
The ability to get to know and understand people is a CHOICE.  It’s true that some people are born 
with great instincts that enable them to understand how others think and feel.  But even if you 
aren’t an instinctive people person, you can improve your ability to understand, motivate, and 
ultimately influence others.  If you truly want to make a difference in the lives of others, then make 
up your mind to understand . . . 
 

1.) The Other Persons’ Perspective.  Most people don’t look beyond their own experience 
when dealing with others.  They tend to see other people and events in the context of their 
own position, background, or circumstances.  Whenever you look at things from the other 
person’s perspective, you’ll receive a whole new way of looking at life.  And you’ll find 
new ways of helping others. 
 

2.) Personal Empathy.  Another quality that you need if you want to understand and help 
others is personal empathy.  Not everyone is naturally empathetic, but that is no reason to 
not make an effort to empathize.  Connecting with an individual does not necessarily mean 
you have to share similar thoughts or emotions, or even have similar experience . . . all you 
need is the desire to understand and connect.   You can therefore choose to understand and 
empathize with those around you.  

 

3.) A Positive Attitude About People.  “People generally see what they look for and hear what 
they listen for.”  If you have a positive attitude about people, believe the best of them, and 
act on your beliefs, then you can have an impact on their lives.  But it all begins with the 
way you think of others.   
 

You can’t be a positive influencer if you are thinking like this: 
   

When the other person takes a long time, he’s slow.  
   When I take a long time, I’m thorough.  
   

When the other person doesn’t do it, he’s lazy. 
   When I don’t do it, I’m busy.  

 

When the other person does something without being told, he/she’s overstepping 
his/her bounds. 

   When I do it, I’m taking initiative. 
   

When the other person overlooks a rule of etiquette, he’s rude. 
   When I skip a few rules, I’m original. 
   

When the other person pleases the boss, he’s an apple polisher. 
   When I please the boss, it’s cooperation. 
   

When the other person gets ahead, he/she’s getting a lucky break. 
   When I manage to get a head, it’s simply because of hard work.  
 

Your attitude toward people is one of the most important choices you will ever make. 
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CONFLICT RESOLUTION 
 
POSITIONS TAKEN DURING CONFLICT 
 

During a conflict situation, individuals can take one of four positions: fight, flight, freeze, or face.  
Identifying which position someone has taken during a conflict is important in resolving the 
conflict.  Once the position has been identified, we can better understand that person’s behavior 
and ensure that a solution is found.  
 
 
FIGHT 
The most common response to conflict is to fight back.  We often view conflict as an attack on our 
ego or our authority.  We view conflict as a personal affront to our ability to personally handle 
situations.  
 

Characteristics of the Fight response: 
• We end to impose our view on others 
• We see no alternatives to our positions (our way of doing things) 
• We are non-creative and do not allow others to offer ideas 
• We only view one option (our own) as being worthwhile 
• We do not listen to what others are saying (we are too busy defending our own positions) 

 
 
FLIGHT  
Flight is an effort to avoid unpleasant situations.  A common trick is to toss the problem to 
someone else.   We want others to resolve the conflict.  Our basic motivation is to make ourselves, 
and others happy – in turn, not taking responsibility. 
 

Characteristics of the Flight response: 
• We may listen to others, but rarely take a stand 
• We will encourage and accept a popular vote 
• We tend to pacify or overlook the problem 
• We will not help to make a decision or find resolution 

 
 
FREEZE 
Freezing is an attempt to totally avoid any involvement, instead tending to withdraw or ignore the 
program.  When we freeze, it is often because we are ill equipped to handle the conflict, or are 
afraid of losing.  
 

Characteristics of the Freeze response: 
• We avoid interpersonal relationships as long as possible 
• We become routine oriented and rely on standard operating procedures 
• We avoid change and do not encourage others to be creative 
• We tend not to listen 
• We bog down in delay or indecisiveness 
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FACE 
The most productive of all responses is facing the conflict and working toward practical solutions.  
This position allows for the resolution of the problem before other factors can complicate the 
situation.  Once resolved, that particular issue should not rise again.  
 

Characteristics of the Face response: 
• We involve all individuals who may be affected by the conflict 
• We encourage creative solutions 
• We listen to alternatives and share ideas 
• We consider judgments that are acceptable to all involved 

 
 

DEALING WITH DIFFICULT PEOPLE 
 
Difficult people, as a very general rule, like to do things in a familiar way.  We are all creatures of 
habit to some degree, of course, but people who make life trying or unbearable for others 
generally do so by clinging to a particular routine or preconception long after someone else would 
have tried a different approach.  
 

Explaining, rationalizing, or demonstrating will hardly ever convince someone that his/her working 
assumptions are flawed.  Difficult people, as a general rule, prefer the way they look at the world 
to any other way of looking at the world.  If you try to change their perspective, or alter their 
fundamental premises (based on what you think about their motivation) you will probably intensify 
the negative pattern.  
 

Over-analyzing difficult people may make things worse.  In most cases, your best approach is not 
to get all wrapped up in why the person feels strongly about a certain issue, but to accept those 
feelings as a given and work from there.  
 
YOU MUST NOT APPROACH ALL DIFFICULT WITH THE GOAL OF CHANGING THEIR MIND. 
 
 

STEPS TO RESOLVING CONFLICT 
 

You can employ a variety of different methods for resolving conflict.  The most useful, general-
purpose approach is confrontation and problem solving.  This method involves identifying the true 
underlying source of conflict and resolving it systematically.  The confrontation should be gentle 
and tactful, rather than abrasive and combative.  Being reasonable is important and helps maintain 
a harmonious relationship with the other party.  Confrontation and problem solving involves five 
steps: 
 

Step 1:  Recognize that the conflict warrants action. 
This step involves realizing that the conflict is counter-productive and needs resolution.  Pick your 
battles wisely – not all must be fought.   
 

Step 2:  Make the confrontation. 
Remember to keep the confrontation as gentle and tactful as possible.  A combative or abrasive 
confrontation may augment the initial problem and therefore make resolution more difficult.   
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Step 3:  Determine the cause of the conflict. 
In this step, the two parties discuss their opinions, attitudes, and feelings in relation to the problem 
and attempt to identify the real issue.  This is a challenging step as it demands the highest level of 
trust, patience, and objectivity from both parties.  
 

Step 4:  Develop approaches to reducing the conflict.   
In this step, the parties attempt to develop specific means of reducing or eliminating the cause of 
the conflict.   
 

Step 5:  Monitor progress.  
After a solution has been discovered and implemented, both parties should check periodically to 
ensure that their agreements are being met.   
 
The ideal aim of confrontation and problem solving, as well as other methods of conflict 
resolution, is for both sides to gain something of value.  You may, however, sometimes need the 
assistance of a third party to effectively use the confrontation and problem solving approach.  This 
occurs because the parties might be so emotional about the problem that they cannot see the 
issues clearly.  

 
TIPS FOR TAKING CRITICISM 
 

1.) Understand the difference between constructive and destructive criticism.  You need to 
learn how to interpret criticism.  Is it positive criticism to build you up or negative to tear 
you down?  Someone once said that constructive criticism is when I criticize you; 
destructive criticism is when you criticize me.  To determine the motive behind the 
confrontation, ask yourself some questions: 

 

• In what spirit is it given?  Look beyond the words and determine the motives.  Is the 
critic’s attitude a gentle attitude or a judgmental attitude?  If your critic’s attitude is 
kind, you can rest assured that the criticism is meant to be constructive.  

 

• When is the criticism given?  Times of confrontation must be shared privately, not 
within public view or hearing.  If a person criticizes someone publicly, you can be 
sure his or her intentions are not the best.  They are out to destroy, not build. 

 

• Why is the criticism given?  This question deals with the attitude of the critic.  Is it for 
personal benefit or growth, or is it given from personal hurt?  Sometimes the person 
who has experienced difficulties and problems will deal with others in a negative, 
critical way.  

 

2.) Don’t take yourself too seriously.  If you can develop the ability to laugh at yourself, you 
will be much more relaxed when given or giving criticism.  Let’s face it, we all do some 
stupid and silly things.  Blessed is he who can enjoy his blunders.  As long as we are 
approved by ourselves, we don’t have to win the approval of others or look good in their 
eyes.  We are not perfect people – too many of us take ourselves too seriously.   

 

3.) Look beyond the criticism and see the critic.  When someone comes to me with news 
about another person, I am more interested in the person who said it than what was said.  
In fact, that’s one of my first questions:  Who said it?  Who told you that?  When I find out 
who the perpetrator is, I know whether or not to listen.  I will either straighten up and take 
it seriously or I will think to myself, “There they go again.” 
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Keep in mind certain considerations regarding your critic: 
 

• Is it someone whose character you respect?  Adverse criticism from a wise man is 
more to be desired than the enthusiastic approval of a fool.   

 

• Is this person frequently critical?  Is criticism a pattern of his/hers?  If so, don’t 
place too much value in what they say.  It’s often just a way to get attention.  
Criticism from a positive person, on the other hand, probably deserves your 
attention.  

 

• Is the criticism directed at what you are doing, or merely a reflection of the critic?  
In many cases, criticism is inserted because the critic is disappointed in 
him/herself, or in his/her failure to lead.   

 

• Does the critic sincerely want to help me?  Is he or she on your team, believing 
the best in you, desiring to help?  Remember that people who are busy rowing 
seldom have time to rock the boat.  

 

4.) Watch your own attitude toward the critic.  A negative attitude toward criticism 
(defensiveness) can be more destructive than the criticism itself.  The habit of disregarding 
criticism because of who is delivering it, rather than because of what is said, can be 
dangerous and counterproductive.   

 

5.) Realize that good people get criticized.  Criticism is not reserved for the poor, the bad, or 
the wronged.  Even if you live your life in an assumed perfect way, you should expect (and 
welcome) criticism.  In fact, there are times when we should see criticism from the world as 
verification that our lives have been changed.  

 

6.) Don’t just see the critic; see if there’s a crowd.  Expand your vision beyond an individual 
and the isolated criticism.  Go beyond the critic and see if he/she has a cheering section.  
Consider the possibility that you are hearing the same criticism from several people (maybe 
not at the same time).  If this is the case, and the critics are reliable, you need to realize that 
you have a challenge to work on.  If, on the other hand, you’re dealing with a pocket group 
of negative people, your challenge is to not be affected by them.   

 

7.) Wait for a chance to prove them wrong.  Time is your best ally; it allows you to prove 
yourself right or changed.  Often, as events unfold, the cause for criticism is eliminated and 
you will be vindicated. 

 

8.) Surround yourself with positive people.  When you have optional time, spend it with 
people who will build you up.  Enough quality time with positive people will minimize the 
effect of negative criticism.  It will also discourage you from being equally critical.  If your 
positive attitude has any effect on negative people, it will be because of your example, not 
your defensiveness.  So, rise above them.   

 

9.) Concentrate on your mission – change your mistakes.  Most people do exactly the 
opposite – they change their mission and concentrate on their mistakes.  If you run from 
your task each time you make a mistake, you will never accomplish anything.  You will 
always be in a state of frustration and defeat.  The only real mistakes in life are the mistakes 
from which we learn nothing.  So instead of dwelling on them, count on making them, 
learning from them, and moving on to finish the job. 
Don’t let your mistakes become roadblocks; make them building blocks.   
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TIPS FOR GIVING CRITICISM 
 
In order to build strong relationships and communicate effectively, you need to know how to take 
criticism gracefully, but there are also times when you will have to be the critic.  It is possible to 
confront without ruining a relationship, but use caution, because careless confrontation can be 
devastating.  Before you confront, check yourself in the following areas: 
 

1.) Check your motive.  The goal of confrontation should be to help, not to humiliate.  Three 
key questions will help expose your true motives: 

• Would I criticize if it were not a personal matter?  Sometimes we react differently 
when we are emotional or personally involved.   

• Will criticism make me look better?  Cutting someone down to boost yourself up is 
the lowest form of ego gratification.  It’s a sign of a very insecure person.  Remember 
that it isn’t necessary to blow out another person’s light to let your own shine.   

• Does this criticism bring pain or pleasure to me?  When it is painful for you to 
criticize others, you’re probably safe in doing it.  If you get the slightest pleasure out 
of doing it, you should hold your tongue.   

 

2.) Make sure the issue is worthy of criticism.  To whom does it really matter?  Sometimes our 
pride causes us to engage in skirmishes that need never happen.  Continual, petty criticism 
is the mark of a small mind; you have to be little to belittle.  The secret to not letting 
yourself be distracted and needled by insignificant issues is to keep your head up and your 
eyes on the goal.   

 

3.) Be specific.  When you confront, you must be tactfully explicit.  Say exactly what you 
mean and provide examples to back yourself up.  If you can’t be specific, don’t confront.  
People can usually tell when you’re skirting an issue and will not respect you for it.  And, if 
you can’t be specific, this usually means you either 1.) have not given it much thought 
(therefore, why criticize) or 2.) have no real case in the first place.   

 

4.) Don’t undermine the person’s self-confidence.  Try to find at least one area in which you 
can praise the person before you expose the problem.  Stay away from all-inclusive 
statements like, “You always . . .” or “You never . . .” Assure them that you have 
confidence in them and their ability to handle the situation correctly.   

 

5.) Don’t compare one person to another.  Deal with people on an individual basis.  
Comparisons always cause resentment and resentment causes hostility.  There’s no need to 
create a bigger problem than the one you already have.  If you stick to the facts, you’ll be 
less likely to put the person on the defensive.   

 

6.) Be creative or don’t confront.  Look beyond the problem and see if you can help find some 
solutions.  For most of us, it’s much easier to be critical than to be creative.  But unless 
you’re willing to help to some degree in turning the situation around, you’re not ready to 
comment on the problem.  

 

7.) Attack the problem, not the person.  Deal with the issue at hand.  When a confrontation 
becomes a personal attack, you destroy your own credibility and find yourself in a no-win 
situation.  The expected outcome of a confrontation should be that the offender leaves with 
a clear understanding of the problem and the hope that he can turn it around.  
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8.) Confront when the time is right.  The right time is just as soon as you know something is 
wrong/needs attention.  When you’ve completed your homework, then you’re prepared.  
You cannot escape the need to talk to the person.  When you wait too long, you lose the 
opportune moment and the issue becomes history.  When you confront the person in a 
timely fashion, you are better able to keep the facts straight and use the incident as an 
opportunity to help the person grow.   

 

9.) Look at yourself before looking at others.  Instead of putting others in their place, put 
yourself in their place.  Have you successfully done what you’re accusing the other of 
failing to do?  Look at things from his/her point of view.  You may see that you’re the one 
who needs to make some changes.   

 

10.)  End confrontation with encouragement.  Always give confrontation the  
“sandwich treatment.”  Sandwich the criticism between praise at the beginning      
 and encouragement at the end.  To leave a discouraged person without hope is    
 counterproductive.   
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CHOOSING COMPRIMISE OR CONFLICT 
 
ATTILLA THE HUN ON: “PICKING YOUR ENEMIES WISELY” from “The Leadership Secrets of 
Attila the Hun” by Wess Roberts. 
 
Now, you chieftains and Huns, I, Attila, have need to counsel you on how to choose your 
enemies.  
 Most conflicts in our lives lie within the Hunnish nation, between our tribes, our chieftains, 
or among our people.  Seldom is our real enemy a Roman or outside force.  Only infrequently will 
an enemy from outside have the stature and skill of an Aetius that will enable him to defeat us on 
the battlefield or in diplomacy, for we are Huns.  
 Being somewhat wise in the ways of Huns, yet naïve in the things that cause conflict, most 
of you are totally unaware when you make enemies.   
 If you would set aside your tendencies to be unwilling to yield to another when 
appropriate, to let your feelings of inadequacy and insecurity prevail in situations warranting 
reason, to let your vanity become expedient over appreciating others’ worthy displays of 
competence, and if you would hesitate before inappropriately influencing others, we would have 
more peace in our camps and have our energies in harmony when we face the Romans and the 
formidable Aetius, whom I have chosen as my enemy.  
 In dealing with our Huns and particularly with the Romans, we must be cunning insofar as 
we should make enemies only with purpose.  As I reflect on my observations and experience, it 
has served me well to be aware of a few dangers in making enemies without intent. 
 These pitfalls are perils to your effectiveness as chieftains and warriors.  Learn these, my 
secrets, well:  
 

• Do not expect everyone to agree with you – even if you are king.  
 

• Do not waste stamina trying to negotiate with implacable, uncooperative enemies – 
conquer them by more effective means. 

 

• Do not consider all opponents to be enemies.  You may have productive, friendly 
confrontations, with others inside and outside your tribe.  

 

• Do not try to conform everyone’s behavior unless doing so is critical to tribal discipline or 
purpose.  

 

• Do not delegate an assignment and then attempt to manage it yourself – you will make an 
enemy of the overruled subordinate.   

 

• Do not lose your temper without having advantageous reason. 
 

• Do not underestimate the power of an enemy, no matter how great or small, to rise against 
you on another day. 

 

• Do not let your chosen enemy have the advantage in any situation. 
 

• Do not insult unless you mean it.  
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RESTORATIVE DISCIPLINE 
 
Situations required discipline in our schools can, in fact, be opportunities for learning, growth, 
and community-building.  This idea is based on the assumption that “the aim of education is to 
reveal an attainable image of self that is better than that manifested in his or her present acts.”  
(Nel Noddings, author) 
 
For this to happen, we will need to move beyond viewing discipline as punishment, or even as 
problem-solving, to a more holistic perspective that sees all aspects of behavior as related.  A 
number of developments in education and related fields are already pointing in this direction.  As 
educators, managers, administrators, and leaders, we should draw upon two of these: 
 

1. We must acknowledge  that education is for and by the community.  This concept has been 
widely recognized and written about within education and has significant implications for 
restorative discipline.   
 

2. We must understand that the principles and values of restorative discipline have much to 
say about the way we live in a community with one another, including in our schools.   

Although in our Western culture, restorative discipline emerged initially within the criminal justice 
field, many have begun to look at the principles and practices of a restorative process to address 
issues in other arenas beyond the legal /criminal justice system. This approach is increasingly 
gaining recognition and application in the educational arena.   
 
For example, how do we deal with issues of harm and wrongdoing before they reach the legal 
system?  How do we teach students about accountability and responsibility?  What lessons do 
students learn about how to deal with conflict and with difficult situations in which they find 
themselves?  What about the interpersonal conflicts students bring to school that may originate 
outside school hours?  Restorative justice promotes values and principles that encourage us to 
listen and speak to one another in ways that validate the experiences and needs of everyone within 
our community.  A broader definition that would address not only the responsive nature of 
restorative discipline when harm or violation occurs, but also provides a guide to how we coexist 
within our community: 
 
Restorative justice promotes values and principles that use inclusive, collaborative approaches 
for being in community.  These approaches validate the experiences and needs of everyone 
within the community, particularly those who have been marginalized, oppressed, or harmed.  
These approaches allow us to act and respond in ways that are healing in nature, rather than 
alienating or coercive.   
 
This principle draws upon the above perspectives, and many others.  However, it must be 
accepted that there is no cookie-cutter approach to restorative discipline; to imply such would 
oversimplify complex and diverse community situations.  Rather, a restorative approach is a 
philosophy or framework that can guide us as we design programs and make decisions within our 
particular settings.  And each setting will call for its own set of values and principles and should be 
considered when adapting a system that will work.   
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THE TURKEY PRANK 
 

What do you get when you put five graduating seniors, five or six turkeys, and a need to be 
remembered, together in an empty high school late at night? (can you already see where this story 
is headed?)  Answer: An unplanned disaster. 

The original plan was to take the turkeys from a local turkey farm, put them in the high 
school to  run around at night, and make a mess.  However, once inside the school, the young 
men reported that everyone’s adrenaline kicked in and a mob mentality took over.  

Turkeys were stuffed into lockers so they would fly out at unsuspecting students the next 
morning.  One turkey was butchered and bled up and down the halls before dying.  Another 
turkey was so disoriented it ran into a floor-to-ceiling window and broke its neck.  The mayhem 
was indescribable when the janitor arrived for school the next morning.  The job before him 
seemed horrific.   

The case went through the legal system, but the judge realized the small community had 
gaping wounds that the legal system could not address.  So the case was referred to the local 
restorative justice program for a conference.  

When the case was received by the program, a decision needed to be made about whom to 
invite to the conference in addition to the five young men and their parents, who had already 
agreed to attend.  Individuals, including a member of the faith community, were chosen to 
represent the community at large.  The superintendent, principal, three school-board members, 
three teachers, and the janitor were all asked to participate.  A member of the media was asked to 
join the conference, with the understanding that he was there as a community member.  The total 
number of attendees was 35, which included one lead facilitator and five trained community 
volunteer facilitators.  

The process of pre-conferencing with participants began with a meeting of the five seniors 
and their parents.  A second meeting was held with representatives of the school community, and 
it included the visibly angry janitor.  The janitor wanted to participate but insisted he would not be 
part of a conference in which they would get him to “sing Kum Ba Yah.” 

The tension during the final conference was high as it began.  School representatives spoke 
first about their feelings of anger and betrayal, while at the same time acknowledging the students’ 
positive qualities.  The students were also given an opportunity to speak, and talked of how the 
prank escalated out of control.  They expressed shame and embarrassment because of their 
behavior and apologized to the present, including their parents.  The final young man to speak was 
flushed and shaking.  He commented about how difficult it was for him to walk down Main Street 
and make eye contact with anyone because he was so ashamed of what he had done. 
Near the end of the conference, the facilitator asked if there were final comments.  The janitor 
raised his hand and the room fell silent.  He addressed all of the young men, saying that he 
accepted their apologies – contrary to what many had expected.  He then turned to the last young 
man who had spoken and said to him, “The next time you see me on the street, you can look me 
in the eye because I will remember you for who you were tonight, and not for what you did.” 
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THE ROLE OF DISCIPLINE 
 

One of the greatest concerns of parents and educators is how to assist our children, through 
teaching and guidance, to become responsible and caring adults.  Providing adequate and 
appropriate discipline is an important part of this process.  
 The term discipline comes from an old English word and means “to teach or train.”  
Discipline is teaching children rules to live by and helping them become socialized into their 
culture.  That socialization is a lifelong process and includes helping children to control their 
impulses and to develop social skills that allow them to fully participate in lifelong interactions 
with others around them.  
 Discipline usually has several goals.  Short-term, discipline intends to stop a child’s 
inappropriate behavior while explaining what is appropriate.  Long-term, discipline aims to help 
them take responsibility for their own behavior.  When children’s lives and behavior are too 
regulated by others, they feel no need to control themselves since others do it for them.  So an 
important long-term goal is to teach self-discipline. 
 Restorative discipline adds to the current discipline models, which attempt to prevent or 
stop misbehavior, and teaches more life-giving responses.  In today’s schools, care for the person(s) 
harmed through misbehavior is rarely addressed in intentional ways.  Restorative discipline helps 
misbehaving students deal with the harm they have caused to individuals and to the school 
community.  The goals of restorative discipline apply not only to those involved in or affected by 
misbehavior, but to the larger educational community as well.  
 

KEY GOALS OF RESTORATIVE DISCIPLINE 
 

1. To understand the harm and develop empathy for both the harmed and the harmer. 
2. To listen and respond to the needs of the person harmed and the person who harmed.  
3. To encourage accountability and responsibility through personal reflection within a 

collaborative planning process.  
4. To reintegrate the harmer (and, if necessary, the harmed) into the community as valuable, 

contributing members.  
5. To create caring climates to support healthy communities.  
6. To change the system when it contributes to the harm.  

Discipline, then, becomes a long-term process that hopefully leads our students and ourselves to 
become more responsible for their/our own behavior.  Teaching self-discipline requires time, 
patience, and respect for each other.  We need to invest the required time it takes in order to 
prepare our students for life.   

How do we do that in the contest of school life?  We know that humans beings misbehave 
and that they do so for a variety of reasons.  They may still be learning the difference between right 
and wrong.  They may be upset, discouraged, or feeling rejected.  They may be feeling powerless 
in a particular situation.  They may be reacting to peer pressure or lack of common sense/clear 
vision in the presence of others.  Or they simply may be acting their age; misbehavior is often 
associated with particular developmental stages of life.  

But even though humans may follow similar overall patterns of development from one stage 
to another, they do not all reach and leave each stage at the same time.  Each individual has his or 
her own internal developmental timetable, so each progresses uniquely.  This becomes a source of 
unpredictability for parents and teachers and gives rise to a feeling that we can never figure them 
out.  
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CONSIDER THE ROLE OF PUNISHMENT 
Nelsen, Lott, and Glenn, in their book, Positive Discipline in the Classroom, ask, “Where did we 
ever get the crazy idea that in order to make people do better we must first make them feel 
worse?”  In general, punishment serves to restrain an individual temporarily, but does little to teach 
self-discipline directly.  Punishment may make individuals obey the rules when the enforcer is 
present or nearby, and it may teach them to comply in the short run.  But does it teach the skills 
needed to understand the meaning behind the rules, or the consciousness to obey them? 
 The negative effects of punishment are well document.  These include feelings of anger by 
the one being punished which change the focus from the harm done to resenting the giver of the 
painful punishment.  The punished individual then tends to question the nature of the punishment 
and to blame the punisher rather than take responsibility for the harm done by the misbehavior.  
Punished students, for example, can exhibit a domino effect: they blame teachers, take out their 
frustration on peers, and passively resist assigned work.   
 So why does punishment continue to be the dominant feature in school discipline?  The 
most obvious answer is that it is quick, easy to administer, and seems to meet the criterion that “at 
least something was done.”  Teachers often feel frustrated when they send students to the office 
because of misbehavior, only to have the students sent back after a conversation with the 
administrator.  This often does not seem like an adequate response.  Many students are not willing 
to face the harm they have done, nor to take responsibility for their behavior.  When this happens, 
punishment may seem necessary to restrict opportunities for more harm.   
 There may be a place for some forms of punishment in these situations.  A punishment-as-
transition focus would allow punishment but continue to offer opportunities for choosing more 
positive/proactive options.  For some students, punishment is best viewed as beginning the 
discipline process of moving toward healthier decision-making and responsible behavior.  A 
specific plan and action for responsible change should follow and replace the punishment 
measure.  Support for such change will come from those affected by the misbehavior, including 
friends and relatives of the person who caused harm.   
 Restorative discipline, like punishment, concerns itself with appropriate consequences that 
encourage accountability – but accountability that emphasizes empathy and repair of harm.  
Restorative practices that use punishment, or the threat of punishment, as a last resort, with 
restorative options as the norm or default.  This approach requires flexibility and creativity.  It 
encourages thinking about the behaviors that rules are meant to regulate, more than the rules 
themselves – and being aware of the unintended consequences of said rules.  It means giving 
attention to how we learn to live and work together. 
 

VALUES AND PRINCIPLES OF RESTORATIVE DISCIPLINE 
 

Restorative Justice . . . 
 

1. Focuses on harms and consequent needs (the victim’s as well as the community’s and the 
offenders’) 

2. Addresses obligations resulting from those harms (the offenders’, but also the community’s 
and the society’s). 

3. Uses inclusive, collaborative processes. 
4. Involves those with a legitimate stake in the situation (victims, offender, community 

members, etc.). 
5. Seeks to put right the wrongs. 

All of these principles must be rooted in respect for others. 
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Restorative discipline . . . 
 

1. Acknowledges that relationships are central to building community: 
• Restorative discipline seeks to strengthen relationships and build community by 

encouraging a caring school climate.  
• Every student, teacher, administrator, and staff member is a valued member of the 

school community. 
• Students should be involved in a process of naming the values and principles to live 

by within their school community.  
• Extra-curricular activities are best structured when they build ties between students 

and ties to the community.  
 

2. Builds systems that address misbehavior and harm in a way that strengthens relationships: 
• Schools establish policies to provide a safe place for learning.  Real safety, however, 

comes from fostering and maintaining caring relationships. 
• Policies should reflect the values and principles agreed to by the school community. 
• Policies need to address the root causes of discipline problems rather than only the 

symptoms.  The causes of misbehavior may be multiple and each should be 
addressed.  

• It is best to structure a school as a series of small units, etc., in order to make it easier 
to build community through relationships.   
 

3. Focuses on the harm done rather than only on the rule(s) that was broken: 
• Misbehavior is an offense against people and relationships, not just rule-breaking. 
• The solution to the offense needs to involve all of those harmed by the misbehavior.  
• The person harmed is the center of the primary relationships that needs to be 

addressed.  Secondary relationships that may have been impacted might include 
other students, teachers, parents, the administration, and the surrounding 
community.  

• Much misbehavior arises out of attempts to address a perceived injustice.  Those 
who are victimized also feel they have been treated unjustly.  Discipline processes 
must leave room for addressing these perceptions.  
 

4. Gives voice to the person harmed: 
• The immediate safety concerns of the person harmed are primary. 
• Those harmed must be given an opportunity to have a voice in the resolution of the 

harm.  
 

5. Engages in collaborative problem-solving: 
• Misbehavior creates both danger and opportunities for those involved.  
• All of us act to satisfy our human needs (for belonging, freedom, power, and fun).  

Students choose behaviors to meet these underlying needs. 
• Family, students, and communities are encouraged to help identify problems and 

solutions that meet those needs. 
• Misbehavior can become a teachable moment if everyone is involved.  

 

6. Empowers change and growth: 
• In order for students to change and grow, we must help them identify their needs 

and assist them in finding alternative, life-giving ways of meeting those needs. 
• Interpersonal conflict is a part of living in relationships with others.  
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• Conflict presents an opportunity for change if the process includes careful listening, 
reflecting shared problem-solving, trust, and accountability structures that support 
commitments to work at relationships building.  
 

7. Enhances Responsibility: 
• Real responsibility requires one to understand the impact of his actions on others, 

along with an attempt to acknowledge and put things right when that impact is 
negative. 

• Consequences should be evaluated based on whether they are reasonable, related to 
the offense, restorative, and respectful.  

• Students should continually be invited to become responsible and cooperative.  
• Some students choose to resist change and need adults to make decisions 

concerning their accountability.  
• At times, persisting in “walking behind” (to let the students know someone is there if 

needed) rather than “walking alongside” (to monitor or cue the student regarding 
appropriate behavior) is necessary before a student is ready to acknowledge harm of 
a behavior. 

 

Creating the process . . . 
 

1. Focus primarily on relationships and secondarily on rules: 
• Does the proposed response go beyond focusing solely on policy violations?  Is 

equal concern also being given to harms experienced by individuals and the 
community? 

• What steps are being implemented to ensure the safety of the individuals involved 
while information is being gathered? 

• Have support people (i.e. an advocate, pastor, mentor, or other person deemed 
appropriate given the circumstances) been identified, approved by, and provided for 
each person involved? 

• Has the issue of whether or not to maintain confidentiality within the process and 
the findings been addressed? 

• Are there mandated reporting issues? 
• How will information be shared more broadly if necessary? 

 

2. Give voice to the person(s) harmed: 
• Does the response address the needs of the person(s) harmed, both the immediate 

victim as well as others who may be affected?   
• Does it allow an opportunity for those harmed to be part of the resolution? 
• Has the person harmed been asked what he/she needs?   
• Has the person harmed been asked what a just process would look like? 

 

3. Give voice to the person(s) who caused the harm: 
• Has the person who harmed been asked what he/she needs? 
• Does the response address the needs of the person who did the harm? 
• Does it allow an opportunity for those who harmed to be part of the resolution? 
• Has the person who harmed been asked what he/she can give/offer? 
• Has the person who harmed been asked what a just process would look like? 

 
 



 116 

 
4. Engage in collaborative problem-solving: 

• Are the solutions being arrived at collaboratively, meaning that all those affected (or 
representatives of those affected) by the harm/incident are fully involved? 

• Are all participants represented at the decision-making table? 
• Are all decisions reached collaboratively, with assurance that all voices are heard? 
• Given the imbalances that often exist between persons and institutions, have these 

been recognized, acknowledged, discussed, and addressed? 
 

5. Enhance Responsibility: 
• Does the response help the person take responsibility for the harm caused, or does it 

focus primarily on punishment? 
• Does the person who caused the harm understand how his/her actions have affected 

other people?  If not, is there a plan in place that includes steps to assist the person 
in a process of understanding (which may include education on a particular issue, 
counseling, or training)? 

• Is there an acknowledgement that some persons choose to resist change and need 
others to assist in making decisions regarding their accountability?  The 
consequences in that case may need to be made or suggested by others involved in 
decision-making. 
 

6. Empower Change and Growth: 
• Does the response allow the person who harmed to be involved in the process of 

repair with a concern toward the individual’s growth and competency? 
• Has the individual acknowledged responsibility for the harm of hi/her actions? If not, 

what steps should be taken to address ways of meeting and supporting that person’s 
need for growth and competency? 
 

7. Plan for Restoration: 
• Does the response allow for the person who harmed, as well as the person harmed, 

to be supported and re-integrated back into the community? 
• Has the issue of accountability been appropriately addressed to satisfaction of the 

person harmed? 
• Has a process been developed that ensures ongoing accountability if an agreement 

for next steps is reached? 
• Is there recognition that one possible solutions is a “parting of ways” (or setting 

procedures to avoid interaction), in an effort to give primary consideration to the 
needs of the person harmed? 
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POSITIVE ATTITUDE 
 

“A man is about as happy as he chooses to be.” 
- Abraham Lincoln  

(16th President of the United States) 
 
A major problem with productivity in the workplace and at home is negativity . . . and we have no 
one to blame but ourselves.  Wherever there is a void, it is human nature to fill it.  And, 
unfortunately, within every organization voids are created when communication is lacking 
between bosses and their employees, team leaders and team members, teachers and students, and 
parents and children.  It happens everywhere.  Within these voids, negativity starts to breed and 
grow and, eventually, like a cancer it swill spread if you don’t address it.  As an organization or 
team, it is up to everybody to do what they can in order to prevent these voids from occurring – 
and when they do occur, one must be able to fill them with positive communication and ideas. 
 
People don’t want to just be seen and heard.  They want to hear and see, and if they don’t feel like 
they are part of the organization, they will assume the worst and act accordingly.  
 

THE COST OF NEGATIVITY 
• Negativity costs the U.S. economy between $250 to $300 billion every year in lost 

productivity, according to the Gallup Organization.  And this number is conservative since 
it doesn’t take into account the ripple effect of complaining or negativity. 

• Ninety percent of doctor visits are stress-related, according to the Centers for Disease 
Control and Prevention, and the #1 cause of office stress is coworkers and their 
complaining, according to Truejobs.com. 

• A study found that negative employees can scare off every customer with whom they come 
into contact – for good. 

• Too many negative interactions compared to positive interactions at work can decrease the 
productivity of a team, according to Barbara Frederickson’s research at the University of 
Michigan. 

• Negativity affects the morale, performance, and productivity of our teams. 
• One negative person can create a miserable office environment for everyone else. 
• Negative emotions are associated with the following: 

o Decreased life span and longevity 
o Increased risk of heart attack 
o Increased risk of stroke 
o Greater stress 
o Less energy 
o More pain 
o Fewer friends 
o Less success 

 
In life we have a choice between two roads.  The positive road and the negative road.  The 
positive road will lead to enhanced health (both mental and physical), happiness, and success.  
The negative road will lead to misery, frustration, anger, and eventually failure.  Since we can’t 
possibly be on the two roads at once, we have to choose one.  When we complain, we are 
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choosing the negative one.  This choice is, unfortunately what seems to be the “easiest” and most 
immediately gratifying (selfishly) one to make.  It is also a choice that comes most naturally to our 
human nature.   
 

As babies, we cried our hearts out to get what we want.  When we were hungry, we cried and our 
parents fed us.  When we were tired, we cried and were rocked to sleep.  When we were not 
receiving attention or being held, we cried and were quickly attended to and coddled . . . it 
worked like a charm.  Unfortunately, far too many are still using an adult form of crying – called 
complaining – to get what they want, to express their feeling of helplessness, or simply to get 
attention.  But just as we learned not to suck our thumb or sleep without a night-light, feed 
ourselves, and use the bathroom by ourselves, we must also outgrow the habit of complaining.  
There are certainly better and more productive ways to deal with our negative feelings.  
 

A SOLUTION . . . 
 

THE NO COMPLAINING RULE   
Enforce (on yourself, your colleagues, your peers, or your family) a NO COMPLAINING RULE.  
One is not allowed to mindlessly complain to those around them.  If a problem or complaint 
emerges, bring that issue to a manager, colleague, or somebody in a position to help by 
addressing the complaint.  Then, consider one or two possible solutions to the complaint.  
 

THREE STEPS to effectively establishing this rule: 
 

1. Determine the parameters of this rule, specific to your needs/environment. 
 

2. Designate a day to dedicate to NO complaining . . . which, ironically, is actually going to 
focus on negativity and complaining.  This will establish the awareness necessary to begin 
addressing the problem so you will not be negative or complain. 

 

3. When you complain – and you will – use your complaining to your advantage.  Every 
complaint has an opposite.  If there is something you don’t like, then there will certainly be 
something you do like.  If there is something you are not happy about, then there is 
something that will, contrarily, make you happy.  By focusing on the solution. 
 

Complaining can actually be a gift if we are aware of it and use it correctly.  If we pay attention to 
our thoughts, our emotions, and our complaints, we will learn a lot about what we don’t want and 
don’t like.  We can then use what we don’t want and don’t like as a catalyst to help us determine 
what we do want and do like.  The fact is, we will never completely eliminate complaining from 
our lives.  The key is to turn complaining against itself and make it work for us rather than against.  
We can use complaints as a ‘signal’ that lets us know we are on the negative road and then in the 
next moment, we can take a detour to get on the positive road.   

 

Let your complaints about problems move you to solutions.   
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THREE TOOLS for no complaining . . . 
 

1. The “But” Technique.  This is a simple strategy that helps you turn your complaints into 
positive thoughts, solutions, and actions.  It works like this . . .  

 

When you realize you are complaining, you simply add the word “but” and then add a 
positive thought or action. 
 

Example: I don’t like that I have to drive to work for an hour . . . but I’m glad I have 
time to mentally prepare for the day. 

 

 I’m sick of having to attend so many extra meetings . . . but I’m glad our 
organization is committed to growth and improvement (as long as the 
meetings are productive, of course). 

 
 

2. Focus on “Get To” instead of “Have To.”  Too often we complain and focus on what we 
have to do (see examples from no.1 above).  We say things like, “I have to go to work.” “I 
have to drive here.” “I have to do this or that.”  Instead, shift your perspective and realize 
it’s not about having to do anything.  It’s about getting to do things.  You get to live this life.  
You get to go to work while so many are unemployed.  You get to go to school when so 
many cannot afford to.  You get to drive in traffic when so many don’t own a car or are 
unable to travel.  Focus on what you get to do.  Focus on feeling fortunate rather than 
stressed.  Focus on gratitude rather than resentment. 
 
 

3. Turn complaints into solutions.  The goal is not to eliminate all complaining.  The intent is 
to eliminate the kind of mindless complaining that doesn’t serve a greater purpose other 
than self-serving stress relief (which actually is not the case), venting, or attention getting.  It 
doesn’t serve a greater purpose or allow complaining that is justified and worthwhile.  The 
opposite of mindless complaining is justified complaining.  The former is negative and the 
latter is positive.  The difference is intent.  With mindless complaining, you are focusing on 
a problem without being aware or, at the very least, considering/caring why you are 
complaining.  With justified complaining you are aware of your issues and identify a 
problem – the complaint moves from you and toward a solution.  Every complaint 
represents an opportunity to turn a negative into a positive.  

 
 

Even after we focus on a more positive attitude, will we still complain?  Absolutely . . . it’s in our 
D.N.A.  But, developing an awareness and active plan to curb the urge to complain will ultimately 
help you do it much less.  Will you still get down?  Of course.  Everybody will face challenges, 
difficult times, obstacles in the road to success, and negativity.  How one deals with said negativity 
and turn it around is the key.  This is why one of the most important things we can do in work and 
in life is stay positive with strategies to turn negative energy into positive solutions.  After all, every 
complaint presents an opportunity to turn something negative into a positive:  A company can use 
customer complaints to improve their service.  An employer can use employee complaints as a 
catalyst for innovation and new processes.  And individuals can use their own complaints to serve 
as signals to help us recognize what we don’t want or can’t do in order to focus on what we do 
want and can do. 
 

The “No Complaining Rule” is a positive way to deal with negativity in the workplace and in life.   
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FOUR THINGS to do instead of complain . . . 
 

1. Practice Gratitude.  Research shows that when we take time to realize what we can be 
grateful for each day, we receive a measurable boost in positive energy.  It’s also 
physiologically impossible to be stressed and thankful at the same time.  Two thoughts 
cannot occupy your mind at the same time.  If you are focusing on gratitude, you can’t be 
negative – at least not at that exact moment.  You can also engage your coworkers by 
letting them know you are grateful for them and their work.   
 

2. Praise Others.  Instead of complaining about what others are doing wrong, start focusing on 
what they are doing right.  Praise them and watch as they create more success as a result.  
Of course, point out their mistakes so they can learn and grow, but make sure you give 
three times as much praise as criticism.   

 
3. Focus on Success.  Start a success list.  Each day, record your successes – either successes 

to accomplish, or those you have accomplished.  Not only will your focus on success keep 
you motivated, but ultimately it will help you become more productive and positive.  

 
4. Let Go.  Focus on the things that you have the power to change, and let go of the things 

that are beyond your control.  You’ll be amazed that when you stop trying to control 
everything, it all somehow works out. 
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   ARE YOU A COMPLAINER ? ? ?  
 
 

 

1. I usually share my problems with others. 
 

r Strongly Agree  [7] 
r Agree  [6] 
r Slightly Agree  [5] 
r Neither Agree nor Disagree  [4] 
r Slightly Disagree  [3] 
r Disagree  [2] 
r Strongly Disagree  [1] 

 
 

2. I regularly express my negative feelings to others. 
 

r Strongly Agree  [7] 
r Agree  [6] 
r Slightly Agree  [5] 
r Neither Agree nor Disagree  [4] 
r Slightly Disagree  [3] 
r Disagree  [2] 
r Strongly Disagree  [1] 

 
 

3. I focus more on the causes of problems than on their solutions. 
 

r Strongly Agree  [7] 
r Agree  [6] 
r Slightly Agree  [5] 
r Neither Agree nor Disagree  [4] 
r Slightly Disagree  [3] 
r Disagree  [2] 
r Strongly Disagree  [1] 

 
 

4. If my life was made into a movie, I would characterize it as drama instead of a love story, comedy, 
or thriller. 
 

r Strongly Agree  [7] 
r Agree  [6] 
r Slightly Agree  [5] 
r Neither Agree nor Disagree  [4] 
r Slightly Disagree  [3] 
r Disagree  [2] 
r Strongly Disagree  [1] 

 
 

5. I complain a lot. 
 

r Strongly Agree  [7] 
r Agree  [6] 
r Slightly Agree  [5] 
r Neither Agree nor Disagree  [4] 
r Slightly Disagree  [3] 
r Disagree  [2] 
r Strongly Disagree  [1] 
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Total your score by adding the number that correspond to each answer you gave.  Total out of 
35 points.  See below for the results. 
 
35-30:  You are a major complainer.  Complaining has become a habit for you, whether it be for 
personal or professional gain. 
 
29-24:  You are a complainer.  You spend too much time complaining, and not enough praising. 
 
23-18:  You are in the middle of the road, with a balance of complaints and praise . . . now is a 
good time to change the balance for more praise. 
 
17-12:  Complaining isn’t much of an issue for you.  Continue to stay positive. 
 
11-6:  You almost never complain.  Continue cultivating and sharing your positive attitude with 
those around you.  
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BUILDING YOUR TEAM 
 
 
Team:  1. a group of people working together;  2. to join in cooperative activity.  
 

Teamwork:  1. joint action by a group of people. 
 

 “The ONE most important thing you must know about teamwork is that 
there is more than one thing you need to know about teamwork.” 

-  Lou Holtz  
(football coach: William & Mary, UNC State, Arkansas, Minnesota, Notre Dame, and South Carolina) 

 
 
Everyday, in some way, you are part of a team.  The question is not: Will you participate in 
something that involves others?  The question is:  Will your involvement with others be productive 
and successful.  Everybody knows that teamwork is a good thing; in fact, it is  essential.  But how 
does it really work?  What makes a winning team?  Why do some teams go straight to the top, 
seeing their vision become reality, while others seem to go nowhere?  

One of the challenges of learning about teamwork is that even people who’ve taken a team 
to the highest level or been on a team that has accomplished great things in their field, they 
sometimes have a hard time identifying what separates a great team from simply a collection of 
individuals who either just do their job, or can’t seem to get it together at all.  Some will say that 
the key to team success is a strong work ethic, but if the entire team does not exhibit this ethic, 
how much good will it do?  In essence, you end up with a group of individuals who work hard, 
some more than others, but never reach their potential.   

Others believe that great teams are the result of chemistry.  In fact, the relationships 
between individuals on a team does play an important role in its efficiency and productivity – one 
can never guarantee that all members will “hit it off” and get along 100% of the time.  It is like a 
double-edged sword – while it is important and almost certain that any team is made up of a 
diverse collection of individuals, each with different strengths and weaknesses, and that this 
diversity can be a unique and dynamic chemistry; this can also provide an impossible challenge as 
the personalities, priorities, and work ethics may clash.  

The first step to becoming a good teammate is accepting and understanding that in order to 
be an effective leader, you must work with others to be successful. 
 
 
 
John Wooden, the legendary UCLA basketball coach, never focused on winning.  He focused on 
developing his players.  He focused on improving their fundamentals, skills, character, and 
teamwork.  He focused on the people instead of the outcomes, and as a result he won . . . a lot.  
Of course the goal of all successful people and teams is to win.  But winning is just a goal and not 
the focus.  Winning is the by-product of great effort, leadership, coaching, teamwork, and 
positive energy.   
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FORMING – STORMING – NORMING – PERFORMING 
The 4 Stages of Team Building by Bruce Tuckman (1965) 
 
Dr Bruce Tuckman published his Forming Storming Norming Performing model in 1965.  He 
added a fifth stage, Adjourning, in the 1970s.  The Forming Storming Norming Performing theory is 
an elegant and helpful explanation of team development and behavior.  
 

Tuckman's model explains that as the team develops maturity and ability, relationships establish, 
and the leader changes leadership style.  Beginning with a directing style, moving through 
coaching, then participating, finishing delegating and almost detached.  At this point the team may 
produce a successor leader and the previous leader can move on to develop a new team.  It is 
seen that the authority and freedom extended by the leader to the team increases while the control 
of the leader reduces.  
 
Stage One: FORMING 
In the first stages of team building, the forming of the team takes place.  The individual's behavior 
is driven by a desire to be accepted by the others, and avoid controversy or conflict.  Serious issues 
and feelings are avoided, and people focus on being busy with routines, such as team 
organization, who does what, when to meet, etc.  But individuals are also gathering information 
and impressions - about each other, and about the scope of the task and how to approach it.  This 
is a comfortable stage to be in, but the avoidance of conflict and threat means that not much 
actually gets done. 
 

The team meets and learns about the opportunities and challenges, and then agrees on goals and 
begins to tackle the tasks.  Team members tend to behave quite independently.  They may be 
motivated but are usually relatively uninformed of the issues and objectives of the team.  Team 
members are usually on their best behavior but very focused on themselves.  Mature team 
members begin to model appropriate behavior even at this early phase.  
 

Supervisors of the team tend to need to be directive during this phase.  The forming stage of any 
team is important because, in this stage, the members of the team get to know one another, 
exchange some personal information, and make new friends.  This is also a good opportunity to 
see how each member of the team works as an individual and how they respond to pressure. 
 
STAGE SUMMARY: 

• High dependence on leader for guidance and direction.  
• Little agreement on team aims other than received from leader.  
• Individual roles and responsibilities are unclear.  
• Leader must be prepared to answer lots of questions about the team's purpose, objectives 

and external relationships.  
• Processes are often ignored. Members test tolerance of system and leader.  
• Leader directs. 
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Stage Two: STORMING 
Every group will next enter the storming stage in which different ideas compete for consideration – 
or rather, “the honeymoon is over.”  The team addresses issues such as what problems they are 
really supposed to solve, how they will function independently and together and what leadership 
model they will accept.  Team members open up to each other and confront each other's ideas 
and perspectives.  Opinions become more easily shared but not always more easily accepted.  In 
some cases storming can be resolved quickly.  In others, the team never leaves this stage.  The 
maturity of some team members usually determines whether the team will ever move out of this 
stage.  Some team members will focus on minutiae to evade real issues. 
 

The storming stage is necessary to the growth of the team.  It can be contentious, unpleasant and 
even painful to members of the team who are averse to conflict.  Tolerance of each team member 
and their differences should be emphasized.  Without tolerance and patience the team will fail to 
build community.  This phase can become destructive to the team and will lower motivation if 
allowed to get out of control.  Some teams are never able to successfully develop past this stage – 
in many cases, because they are not aware of it. 
 

Supervisors of the team during this phase may be more accessible, but tend to remain directive in 
their guidance of decision-making and professional behavior.  The team members will therefore 
resolve their differences and members will be able to participate with one another more 
comfortably.  The ideal is that they will not feel that they are being judged, and will therefore share 
their opinions and views. 
 
STAGE SUMMARY: 

• Decisions don't come easily within group.  
• Team members vie for position as they attempt to establish themselves in relation to other 

team members and the leader, who might receive challenges from team members.  
• Clarity of purpose increases but plenty of uncertainties persist.  
• Opinions are more easily shared – but not always easily accepted. 
• Cliques and factions form and there may be power struggles.  
• Personalities become more prevalent. 
• The team needs to be focused on its goals to avoid becoming distracted by relationships 

and emotional issues.  
• Compromises may be required to enable progress.  
• Leader coaches, but allows the group to manage their own affairs/conflicts. 

 
 
Stage Three: NORMING 
The team manages to have common goals and comes to a mutual plan for the team at this stage.  
Some may have to give up their own ideas and agree with others in order to make the team 
function.  In this stage, all team members take the responsibility and have the ambition to work for 
the success of the team's goals. 
 
STAGE SUMMARY: 

• Agreement and consensus is largely forms among team, who respond well to facilitation by 
the leader(s).  

• Roles and responsibilities are clear and accepted.  
• Big decisions are made by group agreement – group think.  
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• Smaller decisions may be delegated to individuals or small teams within group.  
• Commitment and unity is strong.  
• The team may engage in fun and social activities.  
• The team discusses and develops its processes and working style.  
• There is general respect for the leader and leadership is more shared by the team.  
• Leader facilitates and enables. 

 
Stage Four: PERFORMING 
It is possible for some teams to reach the performing stage.  These high-performing teams are able 
to function as a unit as they find ways to get the job done smoothly and effectively without 
inappropriate conflict or the need for external supervision.  Team members have become 
interdependent.  By this time, they are motivated and knowledgeable.  The team members are now 
competent, autonomous, and able to handle the decision-making process without supervision.  
Dissent is expected and allowed as long as it is channeled through means acceptable to the team. 
 

Supervisors of the team during this phase are almost always participative.  The team will make 
most of the necessary decisions.  Even the most high-performing teams will revert to earlier stages 
in certain circumstances.  Many long-standing teams go through these cycles many times as they 
react to changing circumstances.  For example, a change in leadership may cause the team to 
revert to storming as the new people challenge the existing norms and dynamics of the team. 
 
STAGE SUMMARY: 

• The team is more strategically aware; the team knows clearly why it is doing what it is 
doing.  

• The team has a shared vision and is able to stand on its own feet with no interference or 
participation from the leader.  

• There is a focus on over-achieving goals, and the team makes most of the decisions against 
criteria agreed with the leader.  

• The team has a high degree of autonomy.  
• Disagreements occur but now they are resolved within the team positively and necessary 

changes to processes and structure are made by the team.  
• The team is able to work towards achieving the goal, and also to attend to relationship, 

style and process issues along the way.  
• Team members look after each other.  
• The team requires delegated tasks and projects from the leader.  
• The team does not need to be instructed or assisted. Team members might ask for assistance 

from the leader with personal and interpersonal development. Leader delegates and 
oversees. 
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Stage Five: ADJOURNING 
 
Bruce Tuckman refined his theory around 1975 and added a fifth stage to the Forming – Storming 
– Norming – Performing model - he called it Adjourning, which is also referred to as “Deforming 
and Mourning.”  Adjourning is arguably more of an adjunct to the original four-stage model rather 
than an extension - it views the group from a perspective beyond the purpose of the first four 
stages.  The Adjourning phase is certainly very relevant to the people in the group and their well-
being, but not to the main task of managing and developing a team, which is clearly central to the 
original four stages.  
 

Tuckman's fifth stage, Adjourning, is the break-up of the group, hopefully when the task is 
completed successfully, its purpose fulfilled; everyone can move on to new things, feeling good 
about what's been achieved.  From an organizational perspective, recognition of and sensitivity to 
people's vulnerabilities in Tuckman's fifth stage is helpful, particularly if members of the group 
have been closely bonded and feel a sense of insecurity or threat from this change.  Feelings of 
insecurity would be natural for people with high 'steadiness' attributes and with strong routine and 
empathy style. 
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THE LAWS OF TEAMWORK 
 
 

#1  THE LAW OF SIGNIFICANCE 
One is too small a number to achieve greatness.  As much as we admire solo achievement, the 

truth is that no lone individual has done anything of value. 
The belief that one person can do something great is a myth. 

 
 

“INDIVIDUAL” EXERCISE 
 
 
List three individuals whom you consider to be a role model or hero to you, whom you admire, 
or whom you wish to be more like: 
 
[1]  __________________________________________________________________________ 
 
[2]  __________________________________________________________________________ 
 
[3]  __________________________________________________________________________ 
 
 
List the accomplishment for which each individual is known for or credited with: 
 
[1]  __________________________________________________________________________ 
 
______________________________________________________________________________ 
 
[2]  __________________________________________________________________________ 
 
______________________________________________________________________________ 
 
[3]  __________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 
Did they do this alone?  List the individuals/groups with whom they worked with in order to be 
successful: 
 
[1]  __________________________________________________________________________ 
 
[2]  __________________________________________________________________________ 
 
[3]  __________________________________________________________________________ 
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EXAMPLES OF LEADERSHIP TEAMS: 
 
The Lone Ranger – He did not ride alone as his name suggests. He traveled with his trusty 
sidekick, Tonto.  He was part of this team.  
 

Louis and Clark – Although this explorer duo is credited with forging a path west during the 
expansion of the United States, they traveled with a group the entire trip – at times,   
           

Sheriff Wyatt Earp – He had his two brothers and Doc Holiday looking out for him.   
 

Aviator Charles Lindbergh – He had the backing of nine businessmen from St. Louis and the 
services of the Ryan Aeronautical Company (which built the plane) who helped make his ventures 
successful. 
 

Albert Einstein – The scientist, who revolutionized the world with his theory of relativity, didn’t 
work in a vacuum.  He had a team of colleagues and scientists working with him and consulting 
him throughout his career.  
 
 

“There are no problems we cannot solve together, 
and very few that we can solve by ourselves.” 

-  Lyndon B. Johnson  
(36th President of the United States) 

 
 
 

THE VALUE OF TEAMWORK 
 
1.) Teams involve more people, thus affording more resources, ideas, and energy than would an 
individual.   
 
2.) Teams maximize a leader’s potential and minimize his/her weaknesses.  Strengths and 
weaknesses are more exposed in individuals.   
 
3.) Teams provide multiple perspectives on how to meet a need or reach a goal, thus devising 
several alternatives for each situation.  Individual insight is seldom as broad and deep as a group’s 
when it takes on a problem.   
 
4.) Teams share the credit for victories and the blame for losses.  This fosters genuine humility and 
authentic community.  Individuals take credit and blame alone – this fosters pride and sometimes a 
sense of failure.   
 
5.) Teams keep leaders accountable for the goal.  Individuals connected to no one cannot impact 
the goal.   
 
6.) Teams can simply do more than an individual.   
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WHY DO WE STAND ALONE?  What makes us, as individuals, prefer to stand alone, 
take all of the credit and responsibility, be reluctant to work with others? 
 

1.) Ego:  We want all of the credit and/or responsibility.  The worst, yet all-too-common case, is 
when we want all of the credit but NOT the responsibility.   
 

2.) Insecurity:  When working with others, we don’t want to be thought of as the “weak link,” or 
be compared with our teammates/peers.  We either fear not being in control of everything or we 
fear being taken over by another individual – the “power” problem.   
 

3.) Naiveté:  Lack of experience and confidence often cause many to underestimate the great 
benefits of achieving with a team – therefore, they try to go it alone.  We should not only use all of 
the brains that we have, but all that we can borrow.       
 

4.) Temperament:  Individuals who fear working with others because either they don’t think they 
will get along or don’t want to deal with accommodating other personalities, will ultimately shy 
away from teamwork.  Temperament affects all relationships, but the ones that work will involve 
individuals who are willing to work around personal conflict and focus on personal interest.  A 
natural inclination to be part of a team is irrelevant.  If you do everything alone and never partner 
with other people, you create huge barriers to your own potential.         
      
 
 

HOW DO WE WORK TOGETHER?  As a leader of a team or part of a team, you must 
understand your role as communicator and cooperator.  During the process of teamwork, there are 
often battles to be fought – items in life that every player may disagree upon.  There are times 
when these battles must occur and every team player must fight.  However, if you fight all of the 
time, you can easily wear yourself and your teammates out.  Therefore, it is important to pick your 
battles. 
 

To gain a better perspective of when to fight back or when to sacrifice yourself (and in the process 
become a better leader, mentor, colleague, and friend) consider the following disciplines: 
 

1.) Spend time with people who are different from you.  Work on appreciating and understanding 
how others think and work.  This will hopefully provide you with the skill and knowledge to judge 
battles better . . . as we all know, most battles are not always fought over principles, they are 
fought over people. 
 

2.) In matters of personal preference, opinion, or taste . . . give in.  Keep the focus on the task at 
hand, not who has the right or wrong opinion.  Be the “bigger person” and think “big picture,” 
because if you don’t save your energies (and those of your team) for what truly matters, you will 
wear yourself out and wear out your welcome with others. 
 

3.) Don’t take things too personally.  Always remember that you are not in a leadership position to 
be popular, nor are you in an organization for your own benefit.  If you are, you are not truly 
committed or qualified to be an effective leader.  Decisions are made and need to be made with 
the best intentions of the organization in mind, and those of the teammates.  Decisions made or 
actions taken based on one individual will ultimately result in personal hurt. 
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4.) Practice the 101% Principle.  Whenever possible, find the 1-percent that you do agree on in a 
difficult situation, and give it 100-percent of your effort. 
 

5.) Don’t just count to 10 . . . that’s not nearly long enough!  If you find that you are entering a 
battle, start counting and don’t stop until you have forgotten what you are counting for.  If you just 
count to 10, you are simply counting DOWN to an explosion; counting to see when the battle will 
begin, rather than counting to avoid the battle completely.         
       
 

6.) Lead through service to an organization, not by controlling it.  If your mindset is to serve 
rather than to be served, you will likely encounter less conflict.       
       
 

#2  THE LAW OF THE BIG PICTURE 
The GOAL is more important than the ROLE. 

 

In order to have success as a team, all members must establish and understand their goals.  A 
process is necessary for establishing your goals and making a plan of action: 
 

1.) ESTABLISH the Big Picture:  Everything starts with a vision.  You need to have a goal – without 
one, you cannot have a real team.  Work with your team to establish a list of goals and prioritize 
these goals for reference. 
 

2.) SIZE UP the Situation:  Once you have established your goals, you must then realize how far 
you are from achieving these.  Develop a realistic view of 1.) Where you currently are, and 2.) 
Where you want to be.  Once this is done, create a plan of action for each goal.  How will you 
achieve this?  What will you need to do? 
 

3.) LINE UP Needed Resources:  It doesn’t matter what kind of team you are on, you cannot make 
progress without the support of the appropriate equipment, facilities, funds, and resources.  
Whether these resources are the input from others on the team, advice from mentors or colleagues, 
computer programs, office supplies, etc.  A team must identify these resources and make them 
available.   
 

4.) CALL UP the Right Players:  When it comes to building a successful team, the players are 
everything.  Even with a distinct vision, clearly defined goals, a precise plan, and sufficient 
resources, you will not progress without the right combination of individuals.  When creating this 
team, one of the most important considerations is the balance of strengths and weaknesses.  It is 
impossible and ill-advised to seek a group of individuals with identical strengths and weaknesses.  
The key is choosing those who compliment each other and the team as a whole.  
 

5.) GIVE UP Personal Agendas:  Successful teams have players who continually ask themselves 
“What is best for the rest?”  They are able to put aside their personal agendas for the good of the 
team.  Although personal goals and contributions are important to the vitality of a team, they 
mustn’t come before the team’s vision.   
 

6.) STEP UP to a Higher Level:  Always function as though you are going to accomplish much 
more than the goals identified.  Once you have established the goals and process, resources and 
teammates, do not fall into the trap of accomplishing only what is set forth, but rather functioning 
on a higher level of contribution, energy, and achievement.   
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#3  THE LAW OF THE NICHE 
All players have a place where they add the most value. 

 
 
Sometimes admitting that you can’t do everything or that you aren’t good at something isn’t an 
easy task – but it is a necessary step toward quality and effective teamwork. 
 

What role will you play? 
 
Having the right people in the right place – playing the appropriate role – is essential to making an 
effective team.  A team’s dynamic changes with the placement of its people:  
 

The Wrong Person in the Wrong Place  =  Regression 

The Wrong Person in the Right Place  =  Frustration 

The Right Person in the Wrong Place  =  Confusion 

The Right Person in the Right Place  =  Progression 

The Right People in the Right Places  =  Multiplication 

 
 

FINDING THE RIGHT PLACE FOR YOU . . . 
 
Be secure – Know who you are and what role you want to play.  But, be willing to change your 
initial desires and adapt to the team you are on.  
 

Know yourself – Understand your strengths and weaknesses, and individuals with whom you will 
compliment and work well. 
 

Trust your leader – When playing a part of a team, you must allow yourself to trust your leader 
and try to understand and contribute to the goals set forth by him/her and the organization.   
 

Trust your teammates – When participating on a team, you must get to know those you are 
working with and understand what role you will play with them, how you will learn from them, 
and how they will benefit from your contributions.   
 

See the Big Picture – Your place on the team makes sense only in context of the big picture.  
Understand what the vision of the team is, the purpose of the teamwork.  If you focus your 
motivation only on what is best for you, then you will not contribute effectively to the team.  
 

Rely on your experience – Know what you are bringing to the team.  Rely on past experiences for 
lessons and guidance for future possibilities.  
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#4  THE LAW OF THE CHAIN 
The strength of the team is impacted by its weakest link. 

 

ACCEPTING THE WEAKEST LINK 
Understand that all teams have individuals that may not be cut out for the challenges of teamwork 
and leadership.  Although most teams will work to improve that weak member, there are times 
when acceptance that not all members are in the right place will allow leaders to make necessary 
adjustments.  When managing a team, understand that: 
 

1.) Not everyone will take the journey:  Some people don’t want to go or be a part of the team.  
Whether they don’t understand the purpose or agree with the goals, or aren’t willing to work with 
other individuals, they realize that they are not ready to make the commitment.  For others, the 
issue is their attitude, they don’t want to change or grow, adapt to a team setting, or work with 
others.  All you can do with people in this group is kindly thank them for their past contributions 
and move on without them.    
 

2.) Not everyone SHOULD take the journey:  Other people shouldn’t join a team because it’s a 
matter of their agenda.  They have other plans, and where you are going isn’t the right place for 
them.  The best thing you can do for people in this category is wish them well, and as far as you 
are able, help them on the way so that they achieve success in their venture.  Be conscious, 
however, that allowing individuals with their own agenda to join a team will only weaken the 
group vision.   
 

3.) Not everyone CAN take the journey:  For this third group of people, the issue is ability.  They 
may not be capable of keeping pace with their teammates or helping the group get where it wants 
to go.  How do you recognize people who fall into this category?   
They’re not hard to identify: 

• They can’t keep pace with other team members. 
• They don’t grow in their area of responsibility. 
• They don’t see the big picture or agree with the team goals. 
• They won’t work on personal weaknesses or contribute their strengths. 
• They won’t work with the rest of the team.  
• They can’t fulfill expectations for their area.  
 

THE IMPACT OF THE WEAK LINK 
 

If you are a team leader, you cannot avoid dealing with weak links.  Team members who don’t 
carry their own weight slow down the team, and they have a negative effect on your leadership.  
Several things may happen when a weak link remains on the team: 
 

1.) The Stronger Members Notice the Weak Ones:  A weak link cannot hide (except in a 
group of weak people).  If you have strong members on your team, they always know who 
isn’t performing up to the level of everyone else. 

 

2.) The Stronger Members Have to Help the Weak Ones:  If your people must work together 
as to accomplish their goals, then they have only two choices when it comes to a weak 
teammate.  They can ignore the person and allow the team to suffer, or they can help 
him/her and make the team more successful.  If they are team players, they will help. 
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3.) The Stronger Members Come to Resent the Weak One:  Whether strong team members 
help or not, the result will always be the same: resentment.  No one likes to lose or fall 
behind consistently because of the same person.   

 

4.) The Stronger Members Become Less Effective:  Carrying someone else’s load in addition to 
your own compromises your performance.  Do that for a long time, and the whole team 
suffers.   

 

5.) The Stronger Members Question the Leader’s Ability:  Anytime the leader allows a weak 
link to remain a part of the team, without trying to intervene, the team members who are 
forced to compensate for the weak person begin to doubt the leader’s courage and 
discernment.  You lose the respect of the best when you don’t deal properly with the worst.   

 

Many team members may be able to avoid the hard decision and possible conflict of dealing with 
sub-par members, but leaders can’t.  In fact, one of the differences between leaders and followers 
is action.  Followers often know what to do, but they are unwilling or unable to follow through.  
But know this: If other people on the team make decisions for you because you are unwilling or 
unable to make them, they your leadership is being compromised, and you’re not serving the team 
well.   

 
 

#5  THE LAW OF THE CATALYST 
Successful Teams Have Members Who Make Things Happen 

 
Catalyst:  1. A substance that increases the rate of a chemical reaction without itself undergoing 
any change;  2. Somebody or something that makes a change happen or brings about an event. 
 
Most teams don’t automatically get better on their own.  Left alone, they don’t grow, improve, or 
reach their fullest potential.  Instead, they tend to wind down.  The road to the next level is always 
uphill, and if a team isn’t intentionally working to move up, then it inevitably slides down.  The 
team loses focus, gets out of rhythm, decreases in energy, breaks down in unity, and loses 
momentum.  At some point, it also loses key players.  And it’s only a matter of time before it 
plateaus and ultimately declines into mediocrity.  That’s why a team that reaches its potential 
always possesses a catalyst.   
 

CHARACTERISTICS OF A CATALYST 
 

1.) Intuitive: Catalysts sense things that others don’t, and bring a unique and important point of 
view to the team.  They may be able to make an intuitive leap that turns a disadvantage 
into an advantage.  They are able to use whatever it is they sense to help the team succeed.  

 

2.) Communicative:  Catalysts are not afraid to contribute their thoughts and ideas or respond 
to other thoughts and ideas shared.  They communicate with all members of the team.  
Whether they communicate to add to the discussion and share ideas, or to motivate those 
around them, a clear and concise style of communication is essential for a catalyst.   

 

3.) Passionate:  Catalysts are passionate for the team members and team goals.  They have an 
energy to what they do and share this with others.   
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4.) Talented:  Catalysts have talent.  They have a natural ability or gift that others may not.  
This talent, this strength is what a good leader will identify and utilize for the benefit of the 
team.   

 

5.) Creative:  Catalysts are able to think “outside of the box.”  They may not necessarily think 
the way other members of the team think, but this can be a benefit. They are constantly 
looking for fresh, innovative ways to do things.   

 

6.) Initiating:  Catalysts try to make things happen.  They will not only come up with ideas, but 
they try to make them happen.  In addition, they will take other people’s ideas and help 
make those happen as well.   

 

7.) Responsible:  Catalysts are responsible for their actions, and also take responsibility for 
others.  They understand that they, as a member of a team, are responsible for helping the 
team accomplish its goals.  Understanding that with opportunity comes responsibility is key 
to a successful team.  

 

8.) Generous:  Catalysts give things that others don’t give.  They are prepared to give their 
resources to better the team, whether that means giving time, spending money, or 
sacrificing personal gain.   

 

9.) Influential:  Catalysts are able to lead teammates in a way that others cannot.  Team 
members will follow a catalyst when they won’t respond to anyone else.  In the case of a 
highly talented team member who is not especially gifted in leadership, he/she may be an 
effective catalyst in an area of expertise.  But people with natural leadership ability will 
have influence far beyond their own team.  

 
 

#6  THE LAW OF THE COMPASS 
Vision Gives Team Members Direction and Confidence 

 
“You must have a long-range vision to keep you  
from being frustrated by short-range failures.” 

- Charles Noble  
(Canadian farmer, inventor of the Noble Blade plow) 

 
Have you ever been part of a team that didn’t seem to make any progress?  Maybe the group had 
plenty of talent, resources, and opportunities, and team members got along, but the group never 
“went” anywhere.  If you have, there’s a strong possibility that the situation was caused by lack of 
vision and goals.   
 
Great vision precedes great achievement.  Every team needs a compelling vision to give it 
direction.  A team without vision is, at worst, purposeless.  At best, it is subject to the personal (and 
sometimes selfish) agendas of its various teammates.  As the agendas work against each other, the 
team’s energy and drive drain away.  On the other hand, a team that embraces a vision becomes 
focused, energized, and confident.  It knows where it’s headed and why it’s going there.   
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HOW DO YOU CREATE YOUR VISION? 
CHECK YOUR COMPASS. . . 

 
 
A team’s vision must be aligned with: 
 

1.) A Moral Compass (Look Above) – what is right and wrong, best and worst for the team? 
 

2.) An Intuitive Compass (Look Within) – what is best for the individual and what does the 
individual want to accomplish – what can the individual contribute? 

 
3.) A Historical Compass (Look Behind) – what has the team tried to accomplish in the past?  

Should the team continue on that path, or make adjustments and re-focus in a new 
direction.  Learn from mistakes in order to move forward.  Also, look at other teams who 
have gone before – what path did they take?  What worked for them, what will work for 
you? 

 

4.) A Directional Compass (Look Ahead) – plan for the future.  Decide what direction your 
team wants to head, and plan goals in order to achieve this.  

 

5.) A Strategic Compass (Look Around) – develop a strategy to accomplish your goals.  The 
value of a strategy is that it brings process to the vision.  It identifies resources and 
mobilizes the members of the team.   

 

6.) A Visionary Compass (Look Beyond) – The vision of the team must look beyond the current 
circumstances and any obvious shortcomings of current teammates to see the potential of 
the team.  A truly great vision speaks to what a team can accomplish if they truly live out 
their values and work according to their highest standards.   

 
 
QUALITIES OF A SUCCESSFUL TEAM 

 
Character + Competence + Commitment + Consistency + Cohesion = Success 

 
In order to ensure that a team is successful, each team member must possess the following 
attributes:   

 
1.) Character – Each team member must possess character, a sense of his/her purpose and 

what is right and wrong.  Character can also be developed through leadership and the 
functioning of the team.  

 

2.) Competence – Each team member must have a competence, a capability for the task(s) at 
hand.  In addition, what he/she contributes to the team also demonstrates competence and 
how this benefits the team.   

 

3.) Commitment – Each team member must be committed to the members of the team and the 
goals set forth.  They must put aside personal agendas and desires in order to achieve what 
is best for the team.  
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4.) Consistency – Team members must be consistent with their attitude, commitment, and 
contributions.   In addition, a team must have consistency when functioning on a daily 
basis.  A set schedule and plan of action is necessary for the success of a team and 
accomplishment of goals.    

 

5.) Cohesion – Teammates must develop cohesion – the ability to hold together, no matter 
how difficult the circumstances become.  Through relationships built and mutual respect 
and trust fostered, a team will become more than just a group of individuals. 

 
 

#7  THE LAW OF THE PRICE TAG 
The Team Fails to Reach Its Potential When It Fails to Pay the Price 

 

PAYING THE PRICE OF TEAMWORK 
 

• Sacrifice:  There can be no success without sacrifice.  When you become a part of a 
team, you may be aware of some of the things you will have to give up.  But, you can 
be sure that no matter how much you expect to give for the team, at some point, you 
will be required to give more.  

 

• Time Commitment:  Teamwork does not come cheaply.  It costs you time – that means 
you pay for it with your life.  It takes time to get to know people, to build relationships 
with them, to learn how you and they work together.  Teamwork can’t be developed 
instantaneously or without effort.   

 

• Personal Development:  Your team will reach its potential if you reach your potential.  
That means today’s ability is not enough.  If you do not plan to change and improve as 
you are part of a team, your contributions will be dramatically limited.  

• Selflessness:  People naturally look out for themselves.  The question, “What’s in it for 
me?” is never far from their thoughts.  In fact, one important benefit of working with a 
team is what you will gain as an individual.  However, if a team is going to reach its 
potential, its players must put the team’s agenda before their own.  

 
 

#8  THE LAW OF COMMUNICATION 
Interaction Fuels Action 

 
The success of your team and the ability of your team members to work together are dependant 
upon good communication.  Every team has to learn how to develop good communication in four 
areas: 
 

1.) From Leader to Teammates:  In order to successfully lead your team, you must be able to 
effectively communicate with your teammates: 

 

• Be consistent.  Nothing frustrates team members more than leaders who can’t make 
up their minds.  Leaders must be consistent with their policies and processes to gain 
the trust of their teammates.   
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• Be clear.  Your team cannot execute if the members don’t know what you want.  
Don’t try to dazzle anyone with your intelligence; impress people with your 
straightforwardness.  Know what you want to say, and how you want to say it.  And, 
when giving instruction, if you say something, have them do it.   

 

• Be courteous.  Everyone deserves to be shown respect, no matter what the position 
or what kind of history you might have with him/her.  By being courteous to your 
people, you set the tone for the entire organization.   

 
 

2.) From Teammates to Leader:  Good team leaders never want yes-men.  They want direct 
and honest communication from other people.  They want dialogue and discussion.  
Besides directness, the other quality team members need to display when communicating 
with their leaders is respect.  Leading a team isn’t easy.  It takes hard work.  It demands 
personal sacrifice.  It requires making tough and sometimes unpopular decisions.  We 
should respect the person who has agreed to take on that role and show him loyalty.   

 
 
3.) Among Teammates:  There must be an open line of communication between teammates in 

order to develop a sharing of ideas and development of shared vision.  In a team that 
desires to experience success, all team members must communicate for the common good.  
That means exhibiting the following qualities: 

 

• Being supportive.  Communication that is focused on giving rather than getting takes 
the team to a whole new level.  

 

• Staying current.  Teammates who rehash old problems and continually open old 
wounds don’t work together.  And, if they don’t work together, they’re sunk.  Staying 
focused on the task at hand, and learning from past mistakes rather than dwelling on 
them, will keep a forward momentum present and success at hand. 

 

• Being vulnerable.  Teams are like little communities, and they develop only when 
the people in them don’t posture with one another.  There is a certain level of “give 
and take” that must occur on a daily basis.  If team members aren’t able to listen to 
one another and consider different points of view, there can be no progress.   

 
4.) Between the Team and the Public:  For most teams, communication within the team isn’t 

the only kind that’s important.  Most teams interact with outsiders in some way, whether 
the people are clients, customers, or the concerned public.  When approached by people 
from outside the group, team members must remember the THREE R’s – they must be: 

 

• Be Receptive – Take their comments and constructive criticism back to the 
drawing board.  Share them with team members and consider including them in 
your plan or future plans.  

 

• Be Responsive – Don’t just listen to the public, engage in a dialogue with them. 
Talk with them about the team, what is going on and how things are going.  
Promote your vision and involve the community.  

 

• Be Realistic – In conjunction with being responsive, one must be realistic about 
the feedback they receive or the demands placed upon them.  Keep a level head 
and be able to determine what requests are possible and which are unrealistic.  
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INTEGRITY (& Character) 
 
Integrity: 1. completeness  2. unimpaired condition; soundness  3. honesty, sincerity 
 
Character:  1. behavior typical of an individual or a group;  2. moral strength;   
3. reputation; status or position. 
 
 

“Character is made in the small moments of our lives.” 
 

- Phillips Brooks  
(Clergyman and Author) 

 
“As you go through life . . . whether it’s in the military, politics, service, business,  

or whatever walk of life you choose – most certainly in your family – 
someone is going to depend on your character more than upon your IQ.” 

 
- Chuck Colson  

(Former Nixon aide/Watergate) 
 
 
Integrity is our foundation.  Everything we do reflects our integrity, whether we are making 
personal decisions or decisions involving our organization. 
 
Integrity is not something that can be practiced at one’s will or only part of the time . . . 
or only with certain people. 
 
 

LIVING WITH INTEGRITY THROUGH CHARACTER 
 

People today are desperate for leaders, but they want to be influenced only by individuals they can 
trust, persons of good character.  If you want to become someone who can positively influence 
other people, you need to develop the following qualities of integrity and live them out every day: 
 

• Model consistency of character.  Solid trust can develop only when people can trust you all 
the time.  If they never know from moment to moment what you’re going to do or how 
you’re going to act, the relationship will never deepen to a confident level of trust.   

• Employ honest communication.  To be trustworthy, you have to be like a good musical 
composition; your words and music must match.   

• Value transparency.  People eventually find out about your flaws, even if you try to hide 
them.  But if you’re honest with people and admit your weaknesses, they will appreciate 
your honesty and integrity.  And they will be able to relate to you better.  In addition, by 
admitting your shortcomings, you will better be able to address them and move toward 
improvement.   

• Exemplify humility.  People won’t trust you if they see that you are driven by ego, jealousy, 
or the belief that you are better than they are.   
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• Demonstrate your support of others.  Nothing develops or displays your character better 
than your desire to put others first.  If you help other people succeed, you will succeed also.   

• Fulfill your promises.  Never promise anything you can’t deliver.  And when you say you’ll 
do something, follow through on it.  A sure way to break trust with others is to fail to fulfill 
your commitments.   

• Embrace an attitude of service.  We have been put on this earth not to be served, but to 
serve.  Giving of yourself and your time to others shows that you care about them.  When 
establishing this sense of servant leadership, a sense of teamwork and cohesiveness will 
naturally build.  Serving an organization will make it stronger. 

• Encourage two-way participation with the people you influence.  When you live a life of 
integrity, people listen to you and follow you.  Always remember that the goal of influence 
is not manipulation; it’s participation.  Only as you include others in your life and success 
do you permanently succeed.   

 
 
CHARACTERISTICS of People With Integrity . . . 
 

1.) They CHOOSE to be integral! 
 

2.) They establish integrity as a top priority – sincerity, honesty, character, and commitment. 
 

3.) They have clear, uncompromised values and communicate them without hesitation. 
 

4.) They choose to do what is right and ethical regardless of the circumstances – no hidden 
agendas, no political games, no regrets. 

 

5.) They NEVER compromise their integrity by rationalizing a situation as “an isolated 
incident.”   

 

6.) They do not allow achieving results (the product) to become more important than the 
means to their achievement (the process).  This is often transferable to personal/financial 
gain. 

 

7.) They do what they say they will do – commitment. 
 
The CHOICE of integrity is one of the most important choices you can make because integrity not 
only guides our every action but also chooses the paths necessary for long-term success. 
 
“Everything can be taken from a man but one thing: the last of the human freedoms – to choose 

one’s attitude in any given set of circumstances, to choose one’s own way.” 
 

- Viktor Frankl  
(Austrian Neurologist, Psychiatrist, and Holocaust survivor) 
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Why success relies on integrity . . . 
 

In any successful group effort, we find ourselves relying on the integrity of our co-
workers/colleagues/teammates.  To be successful, we have to commit to certain efforts and then 
carry through on that commitment.  We have to share a level of integrity that forbids cutting 
corners, letting things slip through the cracks or performing less than 100% of what we say we will 
do. 
 
 
Why relationships rely on integrity . . . 
 
There is NEVER a good reason for which to sacrifice your integrity – although this is unfortunately 
one of the easiest of our character to abandon.  People will forgive and forget judgment errors . . . 
they never forget integrity mistakes. 
 
Integrity is the common denominator that sustains every other principle in our everyday lives.  If 
perceived as dishonest, for example, a person filed with courage is feared and avoided.  If viewed 
as unethical, a person performing an act of charity is assumed to be as selfish manipulator.  So 
without the foundation of integrity, all other principles are greatly diminished.   
 
People with integrity are those whose words match their deeds and whose behaviors mirror their 
values.  Their honesty and ethics can be trusted unconditionally.  They honor commitments.  They 
are dependable.  They are known for doing the right things, for the right reasons, at the right times.  
While numerous tales of integrity take place in public settings where others can see them, often 
the most powerful examples occur in the quite stillness of a private moment – when no one else is 
looking.  This is integrity.   
 

- Stephen R. Covey  
  (Author and Professor) 
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INTEGRITY EXERCISE 
 
 

[1]  Make a list of 3 individuals whom you consider to have integrity: 
• Make a list of each of their qualities. 
• Compare what qualities the three have in common. 

 

_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_______________________________ 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
______________________________________ 
 
[2] Make a list of 3 individuals whom you do not consider to have integrity: 

• Make a list of each of their qualities. 
• Compare what qualities the three have in common. 
• Compare the qualities of three below with the three listed above. 

 

_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
______________________________________ 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_______________________________ 
 
[3]  From the 6 individuals listed above – which characteristics would you most like to emulate, 
and why?  ___________________________________________________ 
_________________________________________________________________________
___________________________________________________________ 
__________________________________________________________________ 
__________________________________________________________________ 
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Say Please, Say Thank You 
The Respect We Owe One Another 
 

Say PLEASE . . . 
 
Simply put, the neglect of courtesy leads to the collapse of community.  Does this sound 
melodramatic?  Think about it.  The heart of courtesy is respect for persons; it has less to do with 
manners than with a manner of relating, a manner that acknowledges the worth of human beings.  
At the heart of discourtesy is disrespect for people.  It has less to do with breaking rules of etiquette 
than with breaking the tie that binds us together.   
 
The one who neglects to say “please” cradles within his or her soul an infant dictator who thinks 
it’s alright to bark orders and who just may grow up to become a cruel despot – the one who flips 
the bird when cut off in traffic indulges an inner violence that, unchecked, can lead to assault or 
even murder; The one who tells jokes at the expense of others panders to a prejudice not unrelated 
to the diabolical impulse that sets fire to African-American churches.   
 
Not every kid who forgets to say “please” when asking for candy grows up to be Saddam Hussein, 
of course.  We can be thankful that most of the time we keep the demon of discourtesy under 
control.  We may put our feet up on our neighbor’s coffee table, but our disrespect for property 
doesn’t extend to throwing a rock through their picture window just because we’re mad that their 
kid practices the drums until two in the morning.  We might sorely long to chuck a big one into 
their living room with a note tied to it threatening far worse, but we check that impulse before it 
gets out of hand.  Not always, though, and that’s one reason the world sometimes seems headed 
downhill faster than the stomach-turning plunge of a first-class roller coaster.  If much of modern 
life seems simply rude but torn apart by conflict, it’s because too often we’ve allowed our baser 
inclinations and selfish desires to run over the dignity of other persons.   
 
Here’s my basic assumption:  people deserve to be treated with respect, not because they have 
earned it, not because they are always kind or easy to get along with, but because they are part of 
something bigger than themselves.  They partake of humanity – and that means they occupy a 
pretty important place in the scheme of things.   
 
 
To say please is to acknowledge one’s freedom. It can turn an order into a request –  
a potential subservient into a teammate.  Ultimately, by saying please, we create an effective 
team effort in our lives, and this effort (and consequently our life) into an interesting journey 
rather than a mandatory sentence.   

-  Anonymous  
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Say THANK YOU . . . 
 

In this day and age, we often find our selves, or rather, make our selves too busy to stop and be 
thankful.  We seem to be in a constant state of forward motion – moving on to the next task before 
pausing to look back in gratitude to the good things that have been done – we allow our almighty 
self-importance to blind us to the truth of things:  I am completely dependant on others, and every 
achievement of “mine” has been won through a team effort.   
 
 

Can you think of anything you have accomplished completely on your own?  Did you have the 
highest gross sales this month?  Congratulations, but don’t forget your secretary’s tireless efforts to 
make you look a whole lot better than you really are.  Did you win a Nobel Prize in literature?  
That’s fantastic, but don’t forget the junior high school teacher who endured your adolescent 
nonsense long enough to instill within you a love of good books.  Did you successfully complete a 
marathon?  Congratulations, but don’t forget your parents’ fine genes, not to mention the people 
who design increasingly efficient and expensive running shoes.  No one does it alone!  
Unfortunately, we tend to act that way.   
 
 

And there is another reason why we should say thanks: it helps us.  When we express gratitude, 
we experience, however fleeting and brief, a moment of contentment.  When we say thank you, 
we heave a sigh of satisfaction in a world of grasping.  Instead of reaching out toward more, we 
pause to enjoy what we have.   
 
 

This is why gratitude has a hard time surviving.  We live in a culture of consumption that 
constantly tells us we need more.  The New York Times estimated that the average American is 
exposed to thirty-five hundred commercial messages each day, from billboards, television, 
newspapers, magazines, and the sides of buses, all saying “You don’t’ have enough!  Keep striving 
to achieve more and acquire more!”  A thankful spirit gets run over in the ensuing stampede, often 
left a flattened wreck along the road of our ambitions.  We pause occasionally to try to resuscitate 
the corpse, such as on Thanksgiving Day, but we’re not about to slow down for fear of losing the 
race.   
 
 

But even if you win the rat race, you’re still a rat.  Maybe even a discourteous rat, which is of 
course the worst kind.  On the other hand, when you look back long enough to say thank you, 
acknowledging your dependence on others, an inner transformation happens – a kind of turning 
upside down of your perspective – that enables you to rejoin the human race.   
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RESPONSIBILITY 
 
 
“The willingness to accept responsibility for one’s own life is the source from which self-respect 
springs.” 

- Joan Didion (writer) 
 
 “The more we accept responsibility for who we are and who we can become, the greater will be 
our progress and contribution.”  

- Stephen Covey  
(Author and Professor) 

 
 

ATTILLA THE HUN ON: “RESPONSIBILITIES OF A CHIEFTAIN” from “The 
Leadership Secrets of Attila the Hun” by Wess Roberts. 
 
It has been my observation over the years that nations, tribes, and lesser bands rise and fall on the 
strength of their leaders and on the ability with which their leaders carry out their responsibilities 
of office – seeking first the good of the people.  
 The following are what I, Attila, consider to be the responsibilities of leadership: 
 

• Chieftains and leaders in every subordinate office are responsible for establishing the 
atmosphere in which they lead.  This atmosphere may have periods of change even as the 
season change.  Nonetheless, unlike our lack of influence over the weather, our leaders can 
and must influence and control the spirit of our tribes.  

 

• Leaders are bound by the traditions of office to establish and follow the order under which 
their Huns are judged, rewarded, punished, and constrained.  Without such order, known 
to all Huns, the people will live in chaos.  

 

• By their own actions, not their words, do leaders establish the morale, integrity, and sense 
of justice of their subordinate commanders.  They cannot say one thing and do another.  

 

• Leaders must establish a high spirit of mutual trust among subordinates and with their peers 
and superiors.  

 

• Leaders must attach value to high standards of performance and have no tolerance for the 
uncommitted.   

 

• Leaders must expect continual improvement in their subordinates based on new knowledge 
and experiences.  

 

• Leaders must provide direction to their Huns, never letting them wander aimlessly.  
 

• Chieftains realize greater recognition and booty than their Huns.  I, Attila, expect, therefore, 
more from them than their people.  

 

• Chieftains and subordinate leaders must learn the responsibilities of their office.  Without 
such knowledge, how can they fulfill their duties? 
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• Chieftains must teach their Huns well that which is expected of them.  Otherwise, Huns 
will probably do something not expected of them.  

 

• Chieftains must inspect their Huns frequently in order to see that what is accomplished 
meets with what is expected.  

 

• Chieftains should never misuse power.  Such action causes great friction and leads to 
rebellion in the tribe nation. 

 

• Chieftains make great personal sacrifice for the good of their Huns.  
 

• Chieftains must not favor themselves over their Huns when supplies are short.  
 

• Chieftains must encourage healthy competition among their people, but must contain it 
when such becomes a detriment to tribal or national goals.  

 

• Chieftains must understand that the spirit of the law is greater than its letter. 
 

• Chieftains must never shed the cloak of honor, morality, and dignity. 
 

• Chieftains must never form selfish relationships and, therefore, take advantage of their 
subordinates, peers, or superiors.  

 

• Chieftains must hold a profound conviction of duty above all other ambitions.  
 
Now, I could continue with my counsel regarding the responsibilities of leadership.  It would be, 
however, difficult to remember more than this at one time.  

The things I have told you this night are the secrets to leadership success at any level office.  
They may seem to you to be common knowledge.  Alas, they may be, but they are not so common 
in practice.   

You must leave this campfire counsel with one thought and one thought only.  That is, success 
is the result of hard work that overcomes all forms of disappointment and moments of 
discouragement.  Success is not achieved through complex strategies.  It is achieved only through 
conscientiously carrying out the duties of your office and exercising the responsibilities of 
leadership. 

Now, go to your Huns and arise tomorrow with a new determination to follow your leaders, to 
support your peers, and to lead your subordinates – otherwise we are destined to be slaves of the 
empire.   

 
 
 

“Few things help an individual more than to place responsibility upon him, and let him know that 
you trust him.”  

- Booker T. Washington  
(African American educator, author, and political leader) 
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FOOD FOR THOUGHT 
 
It is a good thing for an uneducated man to read books of quotations. 

- Winston Churchill (British Prime Minister, WWII) 

 
ON LEADERSHIP . . . 
 
Knowledge will forever govern ignorance; and people who mean to be their own governors must 
arm themselves with the power which knowledge provides. 

- James Madison (4th President of the United States . . . duh!) 
 
Treat a man as he is and he will remain as he is.  Treat a man as he can and should be and he will 
become as he can and should be. 

- Johann Goethe (German writer) 
 
The leader is no longer merely the-one-who-leads, but one who is himself lead in dialogue with 
other students, who in turn while being lead also leads.  

- Paulo Feire (Brazilian Educator)  
 
Leadership: The art of getting someone else to do something you want done because he wants to 
do it. 

- Dwight D. Eisenhower (34th President of the United States)  
 
Of course, teachers are not alone in recognizing the value of attention.  I have been fortunate to 
work with many individuals whom I consider to be great leaders.  One thing that always sets these 
people apart – that lifts them above the others – is that, regardless of the size or nature of their 
organizations, they never forget the worth of the individual.   

- Stephen R. Covey (Author and Professor) 
 
The only limit to our realization of tomorrow will be our doubts of today.  Let us move forward 
with strong and active faith. 

- F.D.R. (32nd President of the United States) 
 

There are no secrets to success.  It is the result of dedication, hard word, and learning from failure.   
- Colin Powell (U.S. Statesman, 4-star U.S. Army General) 

 
Duty is a very personal thing.  It is what comes from knowing the need to take action and not just 
a need to urge others to do something.  

- Agnes Gonxha Bojaxhiu (a.k.a. Mother Teresa – nun, missionary, and almost saint!) 
 
Try not to become a man of success, but rather a man of value.  

- Albert Einstein (Physicist, Professor, Scholar – Developed the Theory of Relativity) 
 
When life does not go our way or we inadvertently make a mistake, it is so easy to make excuses, 
place blame on others, or argue that circumstances were against us.  But we only progress in life to 
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the extent that we take responsibility for our actions and attitudes, and put forth the initiative 
necessary to create our own circumstances.   

- Stephen R. Covey (Author and Professor) 
 
Leadership is one of the things you cannot delegate.  You either exercise it, or you abdicate it. 

- Roberto Goizueta (C.E.O. of Coca-Cola Co.) 
 
The man who wants to lead the orchestra must turn his back to the crowd once in a while. 

- James Crook  
 
Nothing is more liberating than to fight for a cause larger than yourself, something that 
encompasses you buy is not defined by your existence alone.   

- John McCain (US Senator (AZ), failed Presidential nominee (2008), P.O.W. (Vietnam)) 
 
Originality exists when one thinks for oneself, and not when one thinks unlike other people.  

- James Fitzjames Stephen (English Lawyer, Judge) 
 
A leader leads by example . . . whether he intends to or not. 
  -  Unknown 
 
No matter how much self-assurance you’ve demonstrated in a risky situation, particularly a new 
job, you may look up one day to see the wolves circling.  I think that when you’re in a new 
position it’s best to do as much one-on-one work as possible.  People tend to be less receptive in a 
pack situation, because they’re watching everybody else.  They can also get mean.   

- Kate White (Editor-in-Chief, Cosmopolitan) 
 
Do not think yourself so big that other people look small. 

- Confucius (Chinese Philosopher) 
 
The only thing blame does is to keep the focus off you when you are looking for external reasons 
to explain your unhappiness or frustration.  You may succeed in making another feel guilty of 
something by blaming them, but you won’t succeed in changing whatever it is about you that is 
making you unhappy.  

- Wayne Dyer (Self-help author) 
 

The key to successful leadership today is influence, not authority. 
- Kenneth Blanchard (Author, management expert) 

 
Good leaders don’t wait for official blessing to try things out.  They’re prudent, not reckless.  But 
they realize a fact of life in most organizations: If you ask enough people for permission, you will 
inevitably come up against someone who believes his/her job is to say “no.”  So the moral is, don’t 
ask!  Less effective middle managers endorse the sentiment, “If I haven’t explicitly been told ‘yes,’ I 
can’t do it,” whereas the good ones believe, “If I haven’t explicitly been told “no,’ I can.”  There is 
a world of difference between the two points of view.   

- Colin Powell (U.S. Statesman, 4-star U.S. Army General) 
 
Nothing is so potent as the silent influence of a good example.  

- Plato (Classical Greek Philosopher) 
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Action may not always bring happiness; but there is no happiness without action. 

- Benjamin Disraeli (former British Prime Minister) 
 
Be the change you wish to see in the world. 

- James Kent (Early American Legal Scholar) 
 
Confidence...thrives on honesty, on honor, on the sacredness of obligations, on faithful protection 
and on unselfish performance. Without them it cannot live. 

- Franklin D. Roosevelt (a.k.a. “FDR”, 32nd President of the United States) 
 
You must be the change you want to see in the world. 

- Mahatma Gandhi (Indian political and spiritual leader) 
 

The Master said, 'Do not be concerned that you lack an official position, but rather concern 
yourself with the means by which you might become established. Do not be concerned that no 
one has heard of you, but rather strive to become a person worthy of being known'. 

- Confucius, “The Analects” (ancient Chinese Philosopher) 
 
During an interview with an American journalist, the President of Argentina was asked why South 
America, for all its natural wonders and resources, still lagged far behind North America in terms 
of prosperity and progress.  The president paused for a brief moment, and then said, “I have come 
to this conclusion: South America was discovered by the Spaniards in search of gold, but North 
America was settled by the Pilgrims in search of God.”  This brings about the question of what we 
are searching for and what motivates us.  In business and in life, we are too quick to focus so 
much on the material goods, belongings, and “gold” that we ignore the spirit and culture of the 
organization.  And this spirit and culture is ultimately what is going to motivate us and contribute 
positively to our success.   

- Excerpt from “Take the Lead” by Betsy Myers 

 
 

ON TEACHING, LEARNING, & EDUCATION . . . 
 
The secret in education is respecting the pupil. 

- Ralph Waldo Emerson (19th Century American Author and Poet)  
 
The aim of education should be to reveal an attainable image of self that is better than that 
manifested in his or her present acts. 

- Nel Noddings (American Feminist, Educator, and Philosopher)  
 
I would teach children math, physics, and philosophy; but most importantly music, for in the 
patterns of music and all the arts are the keys of learning. 

- Plato (Classical Greek Philosopher) 
 
Try to focus on teaching a person, not just teaching a subject. 

- Anonymous  
Education is more than filling a child with facts.  It begins with posing questions.  

- D. T. Max (Author, Journalist – The New Yorker) 
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Making a wrong decision is understandable.  
 Refusing to search continually for learning is not.  

- Philip Crosby (consultant/author) 
 
To acquire knowledge, one must study; but to acquire wisdom, one must observe.   

- Marilyn vos Savant (American columnist, world’s highest IQ (Guinness) . . . until 1990) 
 
Leadership and learning are indispensible to each other. 

- John F. Kennedy (35th President of the United States) 
 
The important thing is this: To be able at any moment to sacrifice who we are for what we can 
become. 

- Lao-Tzu (Chinese Philosopher) 
 

People are most energized when they are using their strengths toward a bigger purpose. 
- Jon Gordon (Author and Lecturer) 

If you’re not learning while you’re earning, you’re cheating yourself out of the better portion of 
your compensation.  

- Napoleon Hill (American Author) 
 
The best thing for being sad," replied Merlin, beginning to puff and blow, "is to learn something. 
That's the only thing that never fails. You may grow old and trembling in your anatomies, you may 
lie awake at night listening to the disorder of your veins, you may miss your only love, you may 
see the world about you devastated by evil lunatics, or know your honor trampled in the sewers of 
baser minds. There is only one thing for it then — to learn. Learn why the world wags and what 
wags it. That is the only thing that the mind can never exhaust, never alienate, never be tortured 
by, never fear or distrust, and never dream of regretting. Learning is the only thing for you. Look 
what a lot of things there are to learn. 

- Mark Twain (American author and humorist) 

 
Consistency is contrary to nature, contrary to life.  The only completely consistent people are 
dead.  

- Aldous Huxley (British Author and Editor) 

 
Tell me, I will forget; Show me, I will remember; Involve me, I will understand. 

- Carl Orff (Contemporary American Composer and influential Music Educator) 
 
If one is too lazy to think, too vain to do a thing badly, too cowardly to admit it, one will never 
attain wisdom.  

- Cyril Connolly (Writer/Journalist) 
 
Real education means to inspire people to live more abundantly, to learn to begin with life as they 
find it and make it better.   

- Carter G. Woodson (Historian/Educator) 
 
If your actions inspire others to dream more, learn more, do more, and become more, you are a 
leader. 

- John Quincy Adams (6th President of the United States, son of John #2 and Abigail) 



 151 

Only the weak blame parents, their race, their times, lack of good fortune, or the quirks of fate.  
Everyone has it within his power to say, “This I am today; That I will be tomorrow.” 

- Louis L’Amour (American Author) 
 
The more we accept responsibility for who we are and who we can become,  
the greater will be our progress and contribution. 

- Stephen R. Covey (Author and Professor) 
 
There is a fine line between being consistent and being repetitive.   

- John C. Maxwell (Author and Speaker on Leadership, Christian pastor) 
 
Teach by doing whenever you can, and only fall back upon words  
when doing is absolutely out of the question. 

- Jean-Jacques Rousseau (French Philosopher, 18th Century Romanticism) 

 
Trust men and they will be true to you; treat them greatly, and they will show themselves great. 

- Ralph Waldo Emerson (19th Century American Author and Poet)  
 
The challenge of leadership is to be strong, but not rude; be kind, but not weak; be bold, but not 
bully; be thoughtful, but not lazy; be humble, but not timid; be proud, but not arrogant; have 
humor, but without folly. 

- Jim Rohn (American Entrepreneur, Author, and Motivational Speaker))  
 
The harder you work at something, the luckier you seem to get.  

- Seal (musician and recording artist)  
 
It is an accepted cliché in education that the number one goal of teachers should be to help 
students learn how to learn.  I always saw the value in that.  But in my mind, a better number one 
goal was this: I wanted to help students learn how to judge themselves.  Did they recognize their 
true abilities?  Did they have a sense of their own flaws?  Were they realistic about how others 
viewed them? 
 

In the end, educators best serve students by helping them be more self-reflective.  The only way 
any of us can improve is if we develop a real ability to assess ourselves.  If we can’t accurately do 
that, how can we tell if we’re getting better or wore?  Some old-school types complain these days 
that higher education too often feels like it is all about customer service. Students and their parents 
believe they are paying top dollar for a product, and so they want to be valuable in a measurable 
way.  It’s as if they’ve walked into a department store, and instead of buying five pairs of designer 
jeans, they’ve purchased a five-subject course-load. 
 

I don’t fully reject the customer service model, but I think it’s important to use the right industry 
metaphor.  It’s not retail.  Instead, I’d compare college tuition to paying for a personal trainer at an 
athletic club.  We professors play the roles of trainers, giving people access to the equipment 
(books, labs, our expertise) and after that, it is our job to be demanding.  We need to make sure 
that our students are exerting themselves.  We need to praise them when they deserve it and tell 
them honestly when they have it in them to work harder.   
 

Most importantly, we need to let them know how to judge how they’re coming along for 
themselves.  The great thing about working out at a gym is that if you put in effort, you get very 
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obvious results.  The same should be true of college.  A professor’s job is to teach students how to 
see their minds growing in the same way they can see their muscles when they look in a mirror.   
 

To that end, I’ve tried to come up with mechanical ways to get people to listen to feedback.  I was 
constantly helping my students develop their own feedback loops.  It was not easy.  Getting people 
to welcome feedback was the hardest thing I ever had to do as an educator.  (It hasn’t been easy in 
my personal life, either.)  It saddens me that so many parents and educators have given up on this.  
When they talk about building self-esteem, they often resort to empty flattery and generic 
compliment rather than character-building honesty.  I’ve heard so many people talk about the 
downward spiral in our educational system, and I think one key factor is that there is too much 
stroking and too little real feedback.   

- Randy Pausch, from “The Last Lecture” (Professor, Carnegie Melon) 
 
Consistency is contrary to nature, contrary to life.  The only completely consistent people are 
dead.  

- Aldous Huxley (British Author and Editor) 
 
The aim of education is to enable individuals to continue their education . . .  

- John Dewey  (Philosopher, Education Reformer) 
 
Whomever you are, there is some younger person who thinks you are perfect.  There is some work 
that will never be done if you don’t do it. There is someone who would miss you if you were gone.  
There is a place that you alone can fill.  

- Jacob M. Braude (Author) 
 
Music is the movement of sound to reach the soul for the education of its virtue. 

- Plato (Classical Greek Philosopher) 
 
Chance favors the prepared mind.   

- Louis Pasteur (French Chemist) 
 
Start by teaching the fundamentals.  A player’s got to know the basics of the game and how to play 
his or her position.  Next, keep him/her in line.  That’s discipline.  The players have to work as a 
team, not as a bunch of individuals . . . Then you’ve to care for one another.  You’ve got to respect 
one another . . . most people call this team spirit.   

- Vince Lombardi (Legendary Football Coach – Green Bay Packers) 
 
We are shut up in schools and college recitation rooms for ten or fifteen years, and come out at 
last with a bellyful of words and do not know a thing. The things taught in schools and colleges are 
not an education, but the means of education. 

- Ralph Waldo Emerson (19th Century American Author and Poet) 
 
He who is afraid to ask is ashamed to learn.   

- Danish Proverb 
Too often the meaning of charity is reduced to the act of giving alms or donating sums of money to 
those who are economically disadvantaged.  But charity in its purest forms involves so much more.  
It includes giving of our hearts, our minds, and our talents in ways that enrich the lives of all 
people – regardless of whether they are poor or rich.  Charity is selflessness.   

- Stephen R. Covey (Author and Professor) 
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Some say opportunity knocks only once.  That is not true.  Opportunity knocks all of the time, but 
you have to be ready for it.  If the chance comes, you must have the equipment to take advantage 
of it.   

- Louis L’Amour (American Author) 
 
Education is the ability to listen to almost anything without losing your temper. 

- Robert Frost (American Poet, Pulitzer Prize) 
 
Achievement is largely the product of steadily raising one’s levels of aspiration and expectation. 

- Jack Nicklaus (a.k.a. “The Golden Bear”, Professional Golfer) 

 
To teach is to learn twice. 

- Joseph Joubert (French Essayist) 
 
Education is more than filling a child with facts.  It begins with posing questions.  

- D.T. Max (Author, Journalist – The New Yorker) 
 

 
For teachers, courage is not the absence of fear, but the awareness that something else is more 
important.  

- Stephen R. Covey (Author and Professor) 
 
Every person in this life has something to teach me — and as soon as I accept that, I open myself 
to truly listening. 

- John Lahr (American Theater Critic – The New Yorker) 
 
A human being should be able to change a diaper, plan an invasion, butcher a hog, conn a ship, 
design a building, write a sonnet, balance accounts, build a wall, set a bone, comfort the dying, 
take orders, give orders, cooperate, act alone, pitch manure, solve equations, analyze a new 
problem, program a computer, cook a tasty meal, fight efficiently, die gallantly.  Specialization is 
for insects.  

- Robert Heinlein (American Science Fiction Writer) 
The leaders who work most effectively, it seems to me, never say 'I'. And that's not because they 
have trained themselves not to say 'I'. They don't think 'I'. They think 'we'; they think 'team'. They 
understand their job to be to make the team function. They accept responsibility and don't sidestep 
it, but 'we' gets the credit.... This is what creates trust, what enables you to get the task done. 

- Peter Drucker (Writer, Management Consultant) 
 
Be sure your feet are in the right place, and then stand firm.  

- Abraham Lincoln (16th President of the United States) 
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ON TEAMWORK . . . 
 
This typxwritxr is xxcxllxnt xxcxpt for onx kxy.  Thx 25 othxr lxttxrs work finx; but just onx goof-off 
lousxs up thx wholx job. 

- William D. Xllis 
 
Nothing is more liberating than to fight for a cause larger than yourself, something that 
encompasses you but is not defined by your existence alone.  

- John McCain (US Senator (AZ), failed Presidential nominee (2008), P.O.W. (Vietnam)) 
 
I love my work, and because I enjoy it, it doesn’t really feel like work.  Thus I spend most of my 
time working.  I like working collaboratively with people.  I have a terrific people who work with 
me, and I think of the work that we do as “our” work.  

- Jim Henson (American Puppeteer, The Muppets) 
 
The person who gets the most satisfactory results is not always the one with the most brilliant 
single mind, but rather the one who can best co-ordinate the brains and talents of his associates. 

- W. Alton Jones (former President of CITGO) 
 
Little is done when many command. 

- Dutch Proverb 
 
Teamwork is the ability to work together toward a common vision; the ability to direct individual 
accomplishments toward organizational objectives.  It is the fuel that allows common people to 
attain uncommon results. 

- Andrew Carnegie (Businessman, Entrepreneur – American Steel Industry . . . rich!) 
 
When motivating people, you’ve got to engage their minds and their hearts.  I motivate people, I 
hope, by example – and perhaps by excitement, by having productive ideas that will make others 
feel involved. 

- Rupert Murdoch (Media Baron, C.E.O. News Corp. . . . oops . . .) 
 
There are only two kinds of plans:  Plans that might work, and plans that won’t work.  There is no 
such thing as the perfect plan.  You have to take a plan that might work and make it work.   

- General Wesley Clark (Retired U.S. Army General) 

 
Luck is a matter of preparation meeting opportunity.  

- Anonymous  
 
There is a certain grandeur in the uniformity of the masses. When art, drama, dance, and music 
sweeps like wildfire from one end of the continent to the other, and millions roar with applause, 
sway their bodies in unison, or sing along with a song, there is the overpowering feeling that we 
have come nearer the brotherhood of man than ever before. 

- Eric Hoffer (20th Century American Philosopher) 
 
Being good doesn't make the band have pride; Having pride makes the band good. 

- George N. Parks (late Director of the UMass Marching Band) 
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We are here to add what we can from life, not to get what we can from it.  
- William Osoler (physician) 

 
Don’t forget about those who are doing the work with you – the credit belongs to the man who is 
actually in the arena; whose face is marred by dust and sweat and blood; who strives valiantly; 
who errs and comes up short again and again; who knows the great enthusiasms, the great 
devotions, and spends himself in a worthy cause; who at the best knows in the end triumph of 
higher achievement; and who at the worst, if he fails, at least he fails while daring greatly.   

- Theodore Roosevelt (26th U.S. President, a.k.a. “Teddy”) 
 
One day a small boy tried to lift a heavy stone, but couldn’t budge it.  His father, watching, finally 
said, “Are you sure you’re using all of your strength?” 
 “Yes I am!” the boy cried. 
 “No, you’re not,” said the father, “You haven’t asked me to help you.” 

- Anonymous  
 
All winning teams are goal-oriented. Teams like these win consistently because everyone 
connected with them concentrates on specific objectives. They go about their business with 
blinders on; nothing will distract them from achieving their aims. 

- Lou Holtz (legendary Football Coach – Notre Dame and of course, William & Mary . . . among 
many others) 

 
I think the harder you work, the more luck you have! 

- Dave Thomas  (Founder, Wendy’s) 
 
Teamwork represents a set of values that encourage behaviors such as listening and constructively 
responding to points of view expressed by others, giving others the benefit of the doubt, providing 
support to those who need it, and recognizing the interests and achievements of others. 

- Katzenbach & Smith (Authors) 
 
Never underestimate a problem or your ability to cope with it.  Realize that the problem you are 
facing has been faced by millions of human beings.  You have untapped potential for dealing with 
a problem if you will take the problem and your own undeveloped, unchanneled powers 
seriously.  Your reaction to a problem as much as the problem itself will determine the outcome.  I 
have seen people face the most catastrophic problems with a positive mental attitude, turning their 
problems into creative experience.  They turned their problems into creative experience.  They 
turned their scars into stars 

- Robert Schuller (American Televangelist – founder, The Crystal Cathedral) 
 
Coming together is a beginning; keeping together is progress; working together is success. 

- Henry Ford (Founder, Ford Motor Company) 
 
The longer I live, the more I realize the impact of attitude on life. Attitude, to me, is more 
important than facts. It is more important than the past, the education, the money, than 
circumstances, then failure, than successes, than what other people think or say or do. It is more 
important than appearance, giftedness, or skill. It will make or break a company…a church…a 
home. The remarkable think is we have a choice everyday regarding the attitude we will embrace 
for that day. We cannot change the inevitable. The only think we can do is play on the one string 
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we have, and that is our attitude. I am convinced that life is 10% what happens to me and 90% of 
how I react to it. And so it is with you… we are in charge or our attitudes. 

-  Charles R. Swindoll (Evangelical Pastor) 
 
Man must cease attributing his problems to his environment, and learn again to exercise his will – 
his personal responsibility.   

- Albert Schweitzer (German Theologian (Lutheran), and organist (Bach)) 
 
 

ON LISTENING AND COMMUNICATION . . . 
 
A class in music appreciation was asked the difference between listening and hearing.   At first 
there was no response. Finally, a hand went up and a youngster offered this sage solution: 
Listening is wanting to hear.  

- M. C. Hess 
 
The most important thing in communication is to hear what isn’t being said.  

- Peter Drucker (Writer, Management Consultant) 
 
Civility costs nothing, and buys everything.  

- Mary Montagu (17th Century English Aristocrat) 
 
To effectively communicate, we must realize that we are all different in the way we perceive the 
world and use this understanding as a guide to our communication with others. 

- Tony Robbins (Life Coach and Author) 
 
Communication is a continual balancing act, juggling the conflicting needs for intimacy and 
independence. To survive in the world, we have to act in concert with others, but to survive as 
ourselves, rather than simply as cogs in a wheel, we have to act alone. 

- Deborah Tannen (Professor, Lecturer, Princeton University) 
 
New opinions are always suspected, and usually opposed, without any other reason but because 
they are not already common.   

- Andrew Carnegie (Businessman, Entrepreneur – American Steel Industry . . . rich!) 
 
There are people who, instead of listening to what is being said to them, are already listening to 
what they are going to say themselves. 

- John Locke (17th Century British Philosopher, father of Liberalism) 
 
Listening is a rare happening among human beings.  You cannot listen to the words another is 
speaking if you are preoccupied with your appearance or with impressing the other, or are trying 
to decide what you are going to say when the other stops talking, or are debating about whether 
what is being said is true or relevant or agreeable. Such matters have their place, but only after 
listening to the words as the words are being uttered.   

- William Stringfellow (American Theologian)  
 

Some people march to a different drummer – and some people polka.  
- L.A. Times Syndicate 
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Many attempts to communicate are nullified by saying too much. 
- Robert Greenleaf (Founder, Servant Leadership Movement) 

 
If there is any one secret of success, it lies in the ability to get the other person’s point of view and 
see things from his angle as well as your own.  

- Henry Ford (Founder, Ford Motor Company) 
 
If I didn’t have my sense of humor, I wouldn’t have any sense at all. 

- Susan Allen (Former MRD Trumpet S.L., Burley M.S. Band Director, Charlottesville, VA) 
 
Be a good listener . . . your ears will never get you into trouble. 

- Frank Tyger (Editorial cartoonist, humorist, and columnist) 
 
 

ON JUDGING OTHERS . . . 
 
A man’s reputation is the opinion people have of him; his character is what he really is. 

- Jack Miner (conservationalist) 
 
Sometimes when you give someone a piece of your mind, you lose you won peace of mind.  

- Anonymous 
 

A friend of mine, returning to South Africa from a long stay in Europe, found herself with some 
time to spare at London’s Heathrow Airport.  Buying a cup of coffee and a small package of 
cookies, she staggered, laden with luggage, to an unoccupied table.  She was reading the morning 
paper when she became aware of someone rustling at her table.  From behind the paper, she was 
flabbergasted to see a neatly dressed young man helping himself to her cookies.  She did not want 
to make a scene, so she learned across and took a cookie herself.  A minute or so passed.  More 
rustling.  He was helping himself to another cookie – she couldn’t believe it!  She then reached 
across and took another cookie for herself. By the time they were down to the last cookie in the 
package, she was very angry but could still not bring herself to say anything.  Then the young man 
broke the remaining cookie in two, pushed half across to her, ate the other half, and left.   

Sometime later, when the public address system called for her to present her ticket, she was 
still fuming.  But, imagine her embarrassment when she opened her handbag and was confronted 
by her unopened package of cookies.  She had been eating his the whole time.  

- Dan P. Greyling (Author, columnist) 
 
Most of us can read the writing on the wall; we just assume it’s addressed to someone else.  

- Ivern Ball (Author, poet) 
 
Isn’t it funny, when the other fellow takes a long time to do something, he’s slow.  When I take a 
long time to do something, I’m thorough.  When the other fellow doesn’t do it, he’s lazy.  When I 
don’t do it, I’m busy.  When the other fellow does it without being told, he’s overstepping his 
bounds.  When I go ahead and do it without being told, that’s initiative.  When the other fellow 
states his opinion strongly, he’s bullheaded. When I state my opinion strongly, I’m firm.  When the 
other fellow overlooks a few rules of etiquette, he’s rude – and me, I’m perfect.  Funny, how the 
other fellow could be me in the other fellow’s eyes.   

- Tom Knight (19th Century British Politician) 
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Don’t find fault, find a remedy. 
- Henry Ford (Founder, Ford Motor Company) 

 
A hypocrite is a person . . . but who isn’t? 

- Don Marquis (American Author and Humorist) 
 
You may disagree with what I have to say, and I may disagree with your opinions, but at the very 
least, let’s agree to disagree without being disagreeable.   

- Anonymous  
 
 

ON JUDGING YOURSELF . . . 
 
If eyes are windows to the soul, and faces a reflection of character, looking in the mirror lets us 
step back from the flux of our lives and hold ourselves accountable.   

- Paul Rogat Loeb (American Social and Political Activist)  
 
The best day of your life is the one on which you decide your life is your own.  No apologies or 
excuses. No one to lean on, rely on, or blame.  The gift is yours – it is an amazing journey - and 
you alone are responsible for the quality of it.  This is the day your life really begins. 

- Bob Moawad (Author) 
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RESOURCES 
The following list is recommended literature that has contributed greatly to the field of professional 
development as well as this document.  Check them out!    
 

“’Tis the good reader that makes the book.” 
 

- Ralph Waldo Emerson  
(American Poet and the “father” of the Transcendentalist Movement) 

 

The 17 Indisputable Laws of Teamwork, John C. Maxwell 
 

The 360-degree Leader, John C. Maxwell 
 

Attitude is Everything: 10 Life-Changing Steps to Turn Attitude Into Action, Keith Harrell 
 

Be a People Person, John C. Maxwell 
 

Becoming a Person of Influence, John C. Maxwell 
 

Common Sense Leadership: A Handbook for Success as a Leader, Roger Fulton 
 

Developing the Leaders Around You, John C. Maxwell 
 

Drive, Daniel H. Pink 
 

Educating for Character: How our Schools Can Teach Respect & Responsibility,  Thomas Lickona  
 

Everyday Greatness, Stephen R. Covey 
 

First Things First, Stephen R. Covey 
 

The Four Elements of Success, Laurie B. Jones 
 

Integrity, Stephen L. Carter 
 

It’s Not Easy Being Green: and other things to consider, Jim Henson 
 

The Last Lecture, Randy Pausch 
 

Leadership Courage, David Cottrell 
 

The Leadership Challenge, James Kouzes & Barry Posner 
 

The Leadership Game: Winning Principles from Eight National Champions, Tom Mullins & J. Maxwell 
 

Leadership Presence:  Techniques to Reach Out, Motivate, and Inspire, Belle Halpern & Kathy Lubar 
 

Leadership Secrets of Attila the Hun, Wess Roberts  
 

Make Peace With Anyone, David J. Lieberman 
 

The Master Motivator: Secrets of Inspiring Leadership, Mark V. Hansen and Joe Batten  
 

The No Complaining Rule, Jon Gordon 
 

The People Principle, Ron Willingham 
 

People Skills: How to Assert Yourself, Listen to Others, and Resolve Conflicts, Robert Bolton 
 

Take the Lead, Betsy Myers 
 

Teaching Techniques and Insights for Instrumental Music Educators, Joseph Casey 
 

Winning Every Day, Lou Holtz 
 

You Don’t Need A Title To Be A Leader, Mark Sanborn 
 


