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WORKBOOK FOR WEEKS 16-20

Use this workbook to guide your progress as you
PLAN, DO, STUDY and GROW.

This is your personal workbook. 
Each member of your team must keep an 

up-to-date personal workbook.

Create together, compare notes and stay on the same page.

GROW



REFINE & GROW
WHILE YOU FINISH STRONG

This is the Believe In You PDSG Leadership Cycle.

For more information visit:
www.BelieveInYou.com

Welcome to Week 16 of the Believe In You Leadership Journey!  The finish line is just 
ahead. Now it’s important that you finish strong! You’ve been focused on making progress 
and multitasking your way through your team’s action maps. Over the next 5 weeks you’ll 
continue to juggle multiple tasks while you start to look at ways to grow as a leader.

THIS WORKBOOK: 04 GROW         THIS WEEK: REFINE & GROW WHILE YOU FINISH STRONG

See the big picture. Your team has done a lot of work to get to this point and your goal is 
within reach. It’s time to start thinking about how this process has helped you grow. What 
have you learned from the challenges and successes that you’ve had along the way?

Look at the impact you’ve made. How is your school community changing as a result of 
the work that you’ve done? How are you changing? Leaders allow themselves to see the 
impact of hard work and they use what they see to build a new vision of what’s possible.

Apply what you’ve learned. Allow your experiences and growth to push you forward as you 
finish your project strong with energy and enthusiasm. Recognize growth in your teammates 
too and encourage them as they learn and develop as leaders.

Run through the finish line. Don’t slow your effort too soon. Run straight through the finish 
line and lead by example. Your willingness to show grit and enthusiasm will set an important 
example for others.

WEEK SIXTEEN

01 Plan
Activate a Team
Set Team Goals
Create Action Maps

03 Study
Organize Data
Analyze Results
Make Adjustments

04 Grow
Refine
Refocus
Repeat

02 Do
Follow the Map
Collect Outcome Data



TEAM DISCUSSION QUESTIONS

Use the 4 sets of questions below to start meaningful conversations with your team.
Take turns as the conversation leader, with one teammate asking all 3 questions from a set. 
Don’t write down answers or take notes. Instead, engage with your teammates, actively 
listen, and contribute respectfully and honestly. After talking through the questions in a set, 
pass the leader responsibility to a new teammate and begin with a new set.

Set 1 Seeing the big picture
Q1: What important lessons have we learning about leadership and teamwork during our 

work together?
Q2: What is one challenge or obstacle that we faced? What did overcoming that challenge 

teach us?
Q3: Can we name and detail one or two team experiences that we’re grateful for?

Set 2 Looking at our impact
Q4: In what ways has our school or class community improved as a result of the powerful 

work that we’ve done together?
Q5: How did you use your unique talent and greatness to help the team succeed?
Q6: Has this experience changed us as individuals? If so, in what ways?

Set 3 Applying what we’ve learned
Q7: With only a few weeks left before we finish this project, how can we apply the lessons 

we’ve learned, or the changes we’ve experienced to finish strong and maximize our 
team impact?

Q8: Looking ahead to a new leadership project or experience – what might you do 
differently based on everything we’ve learned?

Q9: What is one important way that our team has grown – either collectively as a team, or 
as individuals? Can you share this with teammates in an encouraging and enthusiastic 
way?

Set 4 Running through the finish line
Q10: What are the most important action items/tasks that still need to be done?
Q11: Are there any challenges ahead that we need to plan for or that will require us to 

adjust our efforts?
Q12: Can you remember and briefly explain the reason for our GREAT Goal? Can you remind 

the team what our why is?

“Do the best you can until you know better. 
Then when you know better, do better.”

– Maya Angelou



WEEK SIXTEEN

TEAM CHECKLIST
WEEKLY TRACKING TEMPLATE

Consistency matters! You still need to focus and use weekly checklists. Write 
Monday’s date, fill out the tasks based on your action map, then get to work!

TASK NAME DOING DONE! THOUGHTS & IDEAS

SAMPLE

Create a Checklist Started
This was a fun activity and it 

helped me feel more organized and 
prepared. Connor was a big help.

MONDAY,



REFLECTION LOG
WEEKLY REFLECTION TEMPLATE

Use this page to reflect on your work in real time. This week, at the end of each 
day (or at the start of the next), take 3 to 5 minutes to reflect your effort and 
progress. How are you growing as a leader who leads by example?

 THIS WEEK  REFLECTIONS

MONDAY

Briefly describe and reflect on your personal effort.

How well did you live up to your personal 
expectations of a leader?

TUESDAY

Briefly describe and reflect on your personal effort.

Describe one thing that you did really well.

WEDNESDAY

Briefly describe and reflect on your personal effort.

Describe one thing you did to help another person.

THURSDAY

Briefly describe and reflect on your personal effort.

What is one thing you did that you’re proud of?

FRIDAY – SUNDAY

Briefly describe and reflect on your personal effort.

What did you do to share your personal greatness?



Welcome to Week 17 of the Believe In You Leadership Journey. Refocusing on the task 
that’s in front of you is an important skill that we have to purposefully practice as we strive 
toward any goal. The modern world is built to distract you – and from time to time it will 
succeed. Design your personal world with reminders that will guide you back on track and 
refocus your attention and effort. Stay engaged and set a focused (and refocused) example 
for your teammates.

THIS WORKBOOK: 04 GROW THIS WEEK: REFOCUS & GROW WHILE YOU FINISH STRONG

Purposefully design your world for engagement. Distractions come in all shapes and sizes. 
A distraction might be a small devices with notifications and endless advertisements, or big 
drama that drains your physical and emotional energy. Not all distractions can be avoided. 
That’s why it’s important to give yourself cues to help refocus your attention on making 
progress.

First, post or place reminders of your goal in as many places as you can. Write your goal’s 
name on a post-it note and put it on your morning mirror. Create a vision board and hang it 
in your bedroom.

Second, use the power of notifications for good and not distraction. On Sunday, launch 
the week by taking 15 minutes to plug all of your tasks into your calendar and set reminder 
notifications.

Third, stay connected to your accountability partner. Set one of those calendar reminders 
for a time that you can give a brief progress report to your accountability partner. It can be a 
quick email, message, or a quick conversation – what’s important is the regular connection.

REFOCUS & GROW
WHILE YOU FINISH STRONG

WEEK SEVENTEEN

“The future belongs to 
those who believe in the 
beauty of their dreams.”

– Eleanor Roosevelt



Set 1   Staying Engaged
Q1: What does it look like and sound like when you’re engaged in the work 

of reaching a goal?
Q2: What is one thing that you can think of that helps you stay engaged in 

an important task?
Q3: How can you help others stay engaged in the work of reaching their 

goals or accomplishing an important task?
Q4: What does engagement have to do with leadership? Why is it 

important?

Set 2    Designing Your Environment
Q5: Can you explain what it means to design your environment to 

minimize distractions?
Q6: What is one thing that you can do today that will help you keep your 

environment productive and engaging?
Q7: What is one thing that you’re already doing that has helped you keep 

your environment productive and engaging?
Q8: Can you think of someone who has created a productive and 

engaging environment? Who is it and what can you learn from them?

Set 3    Setting An Example
Q9: Can you describe how staying engaged in your work sets an example 

for others around you?
Q10: What are some other ways that you can set an example as a leader?
Q11: Who in your life has set an example for you as a leader? This could be 

someone you know personally, or someone that is a public figure that 
you admire.

TEAM DISCUSSION QUESTIONS
Use the questions below to guide a group 
discussion and talk about analyzing data with 
humility.

“Always remember, your 
focus determines your 
reality.”    – George Lucas



TEAM CHECKLIST
WEEKLY TRACKING TEMPLATE

TASK NAME DOING DONE! THOUGHTS & IDEAS

SAMPLE

Create a Checklist Started
This was a fun activity and it 

helped me feel more organized and 
prepared. Connor was a big help.

MONDAY,

WEEK SEVENTEEN

Consistency matters! You still need to focus and use weekly checklists. Write 
Monday’s date, fill out the tasks based on your action map, then get to work!



REFLECTION LOG
WEEKLY REFLECTION TEMPLATE

Use this page to reflect on how well you stayed engaged in your work.
At the end of each day (or at the start of the next), reflect on how well you were 
able to refocus and stay engaged in the work of reaching your goals.

 THIS WEEK  REFLECTIONS

MONDAY

Were you able to start the week engaged in the work 
of achieving your goals? If so, what helped you? If 
not, what distracted you?

TUESDAY

What did you do today to refocus and continue your 
important work?

WEDNESDAY

This week, has anyone helped you maintain your 
focus and engagement? If so, what did they do to 
help?

THURSDAY

This week, have you helped anyone maintain focus 
and engagement? If so, what did you do to help?

FRIDAY – SUNDAY

What are 2 things that you can do next week to 
create a focused and engaged environment?



RECOGNIZE SUCCESS
LEARN FROM CHALLENGES

WEEK EIGHTEEN

Welcome to Week 18 of the Believe In You Leadership Journey.
During the past 17 weeks, you and your teammates have experienced a number of 
successes – big and small. Learning from early mistakes might now even seem like an overall 
success.

As a leader it’s important for you to recognize the success of others. People build 
confidence and a sense of contribution and belonging when others recognize their victories. 
It’s an important feeling that can give a person a healthy sense of status – esteem in the 
eyes of others.

THIS WORKBOOK: 04 GROW       THIS WEEK: RECOGNIZE SUCCESS, LEARN FROM CHALLENGES

As members of a team begin to feel a healthy and comfortable sense of belonging, it 
becomes easier for them to bounce back from set backs, quickly learn from their mistakes, 
and look for ways to help and support other teammates. Leaders cultivate this feeling in the 
people around them and they value the team’s status over their own personal status.

Teammates with a healthy feeling of belonging also have the confidence to work 
autonomously. Autonomy is a feeling of control over your choices and a sense that you can 
do what’s needed to be done without the full guidance of someone else. Autonomy is a 
very important part of effective and successful teams.

Great leaders build teams that trust each other and themselves. Every time you recognize 
the success of your teammates – both publicly and privately – their sense of autonomy grows 
and their potential for long-term success grows.



Set 1    Recognizing Success
Q1: Think back over the time that this team has been working toward 

our goal. Name and describe one example of success that can be 
attributed to each teammate.

Q2: Are there any specific examples of how the team learned from a 
mistake, made an adjustment, and then found success in a task? 
Describe the example.

Q3: What is one thing you’ve learned from the hard work and success of a 
teammate?

Set 2    Building Confidence
Q4: Is there a specific experience that you’ve had over the past 17 weeks 

that has helped build your confidence? Describe that event and try to 
explain how it helped you.

Q5: Have you noticed any examples of teammates building confidence 
and growing as a members of the team? What did you notice and 
how has that increased confidence helped the team?

Q6: What do you think you could do as a member of the team to help 
teammates build their confidence?

Set 3    Working Autonomously
Q7: In your own words, what is autonomy?
Q8: What does working autonomously look like for you?
Q9: How is trust related to autonomy?
Q10: When working as a part of at team, why is it important to be able to 

work autonomously? 

TEAM DISCUSSION QUESTIONS
Use the questions below to guide a group discussion 
and talk about using data to improve performance.

“If your actions inspire others to 
dream more, learn more, do more 
and become more, you are a leader.”    

– John Quincy Adams



WEEK EIGHTEEN

TEAM CHECKLIST
WEEKLY TRACKING TEMPLATE

TASK NAME DOING DONE! THOUGHTS & IDEAS

SAMPLE

Create a Checklist Started
This was a fun activity and it 

helped me feel more organized and 
prepared. Connor was a big help.

MONDAY,

Consistency matters! You still need to focus and use weekly checklists. Write 
Monday’s date, fill out the tasks based on your action map, then get to work!



REFLECTION LOG
WEEKLY REFLECTION TEMPLATE

Use this page to reflect on how well you were able to work autonomously.
At the end of each day (or at the start of the next), reflect on how well you were 
able to refocus and stay engaged in the work of reaching your goals.

 THIS WEEK  REFLECTIONS

MONDAY

What task did you complete today that required you 
to work independently?

TUESDAY

Did you feel confident while working independently? 
If so, what help you feel confident? If not, what 
support do you need to feel more confident?

WEDNESDAY

This week, did you offer any encouragement or 
support in order to help a teammate feel more 
confident?

THURSDAY

List at least 2 successes that you’ve experienced this 
week.

FRIDAY – SUNDAY

Describe the progress you and your team have made 
in the past week.



COMMUNICATE
THE RESULTS AND REWARDS

WEEK NINETEEN

Welcome to Week 19 of the Believe In You Leadership Journey. Thank you for sharing your 
unique greatness with the world!

You’ve used your talent, time, effort and enthusiasm to work toward a goal that will make 
your community a better place to live and grow. We’re all growing as humans, and sharing 
our experiences, wisdom, and dreams with the people that we care about is a big part of 
living in a community.

THIS WORKBOOK: 04 GROW    THIS WEEK: COMMUNICATE THE RESULTS AND REWARDS 

Now it’s time for you to use your voice to share the results of your team’s hard work. This 
week, use the steps below to create a communication plan with your team.

Step 1: In 3 sentences (or less) write a description of what your success looks like. What 
exactly did you accomplish? How can you communicate your success in the simplest 
possible way?

Step 2: In 2 sentences (or less) write the reason that your team decided to work toward 
achieving your goal. Remember the “R” in your GREAT Goal. 

Step 3: In 2 sentences (or less) write an explanation of how this success will positively impact 
your school community.

Step 4: List at least 3 ways that you can communicate this information to as many people 
within your school community as possible. Students, faculty, staff, parents and families.

Step 5: What are the tasks that you need to complete in order to make your communication 
happen?

USE YOUR
VOICE
SHARE YOUR

GREATNESS
WITH THE WORLD



RESULTS & REWARDS DISCUSSION QUESTIONS
Use the questions below to guide a group discussion about project results.
Take important notes as you talk about a communication plan.

Set 1    Results
Q1: After 18 weeks of hard work, what does success look like? What is the 

team’s main accomplishment?
Q2: What is one major obstacle that the team overcame as a part of this 

journey? Describe what the team did to find success.
Q3: Can you name 1 accomplishment of each team member?
Q4: How are you feeling about the work that the team has done?

Set 2    Rewards
Q5: Looking back at the reason for your GREAT Goal, do you feel good 

about the rewards of all of the team’s hard work?
Q6: How will the team’s success improve life for the students, teachers, 

staff, administration and families that make up the school community?
Q7: Can you think of new improvements that can now be unlocked based 

on the work that the team has done?
Q8: What is your favorite memory from the time you’ve spent working on 

achieving the team’s GREAT Goal?

Set 3    Communication
Q9: What are 3 ways that we can communicate the results and rewards of 

the team’s hard work? 
Q10: What are the groups of people that we want to communicate the 

results and rewards to?
Q11: Who are the key people who can help with communication plans?
Q12: What are the top 3 things that need to happen in order to create 

and execute a positive communication plan?

“It took me quite a long time to 
develop a voice. Now that I have 
it, I am not going to be silent.”

– Madeleine Albright



WEEK NINETEEN

COMMUNICATION PLAN
STEP-BY-STEP PLANNING TOOL

Use this page to help you follow the 5-step communication plan. Use the notes 
from your team discussion to complete this chart and formalize a plan.

STEPS PLANNING NOTES

Step 1: (3 sentences)
What did the team 
accomplish?
Communicate the 
team’s success in the 
simplest possible way.

Step 2: (2 sentences)
Why did the team 
decided to work toward 
achieving this goal? 
Remember the “R” in the 
team’s GREAT Goal. 

Step 3: (2 sentences) 
How will the team’s 
success positively impact 
the overall school 
community?

Step 4: (3 Bullet Points)
List 3 ways that you 
can communicate this 
information to the school 
community – students, 
adults, and families.

Step 5: What tasks need 
to be completed?

Use this week’s team checklist to complete this step.



TEAM CHECKLIST
WEEKLY TRACKING TEMPLATE

Focus this week’s checklist on completing a communication plan. Use your 
communication plan to create this week’s detailed task list.

TASK NAME DOING DONE! THOUGHTS & IDEAS

SAMPLE

Create a Checklist Started
This was a fun activity and it 

helped me feel more organized and 
prepared. Connor was a big help.

MONDAY,



GROW AND BUILD 
ON A LEGACY OF LEADERSHIP

WEEK TWENTY

Welcome to Week 20 of the Believe In You Leadership Journey – you made it!
You’ve worked through the Plan, Do, Study, Grow cycle – but your personal leadership cycle 
will never be finished. Great leaders learn from every project, every success, and every 
failure. Then, they apply what they’ve learned to the next great challenge – and use their 
earned wisdom with humility and kindness to empower the people around them. 

THIS WORKBOOK: 04 GROW    THIS WEEK: GROW AND BUILD ON A LEGACY OF LEADERSHIP

The work of leadership is not meant for the collection of awards, accolades, or riches. Great 
leaders are focused on leaving a legacy of lasting improvement for their community. They 
are building a new foundation for others to continue building on. That is how progress is 
made. That is how leaders empower others.

This week is a final reflection on the legacy of the work that your team has done. It’s an 
opportunity for you to embody the wisdom, kindness and humility that are the treasures of 
leadership work. Allow yourself to feel the pride of accomplishment without expecting others 
to constantly pat you on the back. Look for ways to acknowledge the hard work of your 
teammates without the need for anyone to acknowledge your dedication. Let your work be 
enough. Enjoy seeing the results of your effort, time, and talent. Look at the legacy you’ve 
worked hard to create, and then look for a new way to share your unique and growing 
greatness with the world. GO BE GREAT.

SHARE YOUR
GREATNESS
WITH THE WORLD



LEGACY DISCUSSION QUESTIONS
Use the questions below to guide a group discussion session.
Take important notes as you discuss the legacy of your team leadership project.

Set 1    Wisdom
Q1: It’s been said that the root of wisdom is knowing what you don’t know. 

Based on the work you’ve done over the past 20 weeks, what do you 
want to learn or become better at?

Q2: What is one lesson learned that you believe might help other young 
leaders?

Q3: Think about this 20-week experience – what are you most grateful for?

Set 2    Kindness
Q4: As the team worked to complete this project, what adult or advisor 

showed you kindness and how did that kindness help you succeed? 
Q5: In what ways did your teammates show kindness to you? How did that 

help you succeed?
Q6: In what ways did you show kindness to yourself? Why is that important?

Set 3    Humility
Q7: In you own words, what is humility?
Q8: With respect to wisdom, why is humility important?
Q9: With respect to long-term leadership success, why is humility 

important?

Set 1    Legacy
Q10: Looking ahead 5 years, what impact do you hope this leadership 

project will have on students in this school?
Q11: Looking ahead 10 years, what wisdom gained in this experience do 

you think will help you share your greatness as a future leader?
Q12: How would you like this project to be remembered by the 

school community? What would you like them to say about this 
accomplishment?

“Humility is not thinking
less of yourself,

it’s thinking of yourself less.”
– C.S. Lewis



WEEK TWENTY

FINAL CHECKLIST
WEEKLY TRACKING TEMPLATE

This is the final checklist for this project! What are the final tasks that your team 
must accomplish as your work together comes to an end?

TASK NAME DOING DONE! THOUGHTS & IDEAS

SAMPLE

Create a Checklist Started
This was a fun activity and it 

helped me feel more organized and 
prepared. Connor was a big help.

MONDAY,



TIME CAPSULE REFLECTIONS
FINAL REFLECTION PAGE

Complete and then save this page. What sort of leader do you want to 
become? How do you hope to share your unique greatness with the world? 
Answer the reflection questions on this page. Use words that will encourage and 
empower your future self. Then, take it out every 5 years and read it.

QUESTIONS REFLECTIONS

WISDOM
What is the most 

important thing that 
you’ve learned about 
yourself as a leader?

KINDNESS
How does kindness 
shape who you are 

becoming as a leader?

HUMILITY
In what important 

ways have you 
demonstrated humility 

as a leader?

LEGACY
Who do you hope will 
benefit the most from 
your leadership? How 

will it make their life 
better?

PERSONAL 
REFLECTION

Write a paragraph that 
describes how you feel 

about the work that 
your team has done.


