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CHAPTER 1

Got Change?

If you are not experiencing rapid change, 
you may be the only one! Most of us are 
coping with fast changes at work, be they 
cultural, regulatory, process, or simply 
the people we work with. We live in an in-
creasingly global, “always on” world that 
requires us to adapt and flex to deal with 
new or unforeseen circumstances. Get 
ready - it’s not stopping any time soon. 



THESE EXERCISES ARE DESIGNED TO

1. Move you out of survival mode into 
contributing your gifts to the world

2. Make you more effective in life and work as 
you reduce stress and increase clarity, support, 
purpose and positivity

3. Get you back to balance if you’re thrown off 
course

4. Provide a roadmap when things feel chaotic or 
out of control

5. Develop your personal resilience - your ability 
to bounce back from and thrive during change 
or challenge

Why This Book?
How many of us are experiencing “business as usual” right 
now? In this author’s world, it’s very few. As an organizational 
consultant I work with many global organizations that are ex-
periencing unprecedented levels of change. I’ve written multi-
ple books focused on helping organizational leaders to be 
more effective, enduring, and fulfilled, and now it’s time for 
some more simple tools that you can apply immediately to 
help ground yourself in the face of the kind of rapid, ceaseless 
change so many organizations are experiencing. 

So if you’re feeling like going to work is like stepping into the 
proverbial firehose, it’s time to take a step back, take a deep 
breath, and find an exercise that you can do right now to snap 
you back into being at your best. 

In order to stay focused and engaged, we need to address our 
basic human needs; and we don’t want to just survive at work, 
we want to thrive! Abraham Maslow created a wonderfully 
simple model of how we can look at our own needs, and at 
how we can meet them at work. 

Optimally, we have every component of the pyramid ad-
dressed for ourselves and for our organizations. We address 
our survival through a healthy bottom line, through being 
physically healthy and ready for work. We address safety and 
environment through understanding organizational safety 
guidelines, disaster preparedness, and through acknowledg-
ing that things don’t always go as planned. We meet emo-
tional needs at work through friendships and building posi-
tive, supportive work teams and communities. We derive self-
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esteem from positive workplaces where we can learn and grow 

and be proud of the work we do. And we become self-

actualized when we are able to use our greatest gifts and tal-
ents to contribute to something greater than ourselves. Fi-
nally, if we meet all those other needs, we have a chance at 
Transcendence - when we transcend our self-focus and focus 
on bettering everyone else. 

Isn’t that the kind of organizational life we really want?

And in order to get through change in a positive way, we need 
to remember that coping with change in a healthy way means 
focusing on moving our way up the pyramid, so that we’re not 
caught in survival mode.  Instead we’re contributing our best 
talents and gifts and enjoying along the way. 

Survival

Community

Self Esteem

Self Actuali-
zation

Transcendence

INTERACTIVE 1.1 Maslow’s Heirarchy and Levels of Engage-
ment at Work. 

1 2 3 4 5
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CHAPTER 2

Clear Your 
Mind

Remember it is possible to get rid of men-
tal overload. 



INSTRUCTIONS

1. Get a spiral notebook or small binder you can 
keep in your desk or workstation, or open a 
special “Brain Dump” file on your computer. 

2. When you’re feeling overwhelmed, take out the 
binder/ file and dump everything you’re 
thinking on the paper.  

3. OR use a voice recorder and talk it out, and 
have it transcribed. 

SECTION 1

Brain Dump 101
When in doubt, dump it out. 

With all the clutter we have to process on a daily basis it’s a 
miracle we can think at all!  

Be certain to write down EVERYTHING that’s on your mind, 
from the personal (my daughter’s room is so messy and I 
don’t want to clean it for her) to work related “to-dos” (I need 
to create a spreadsheet to track a project) or just things that 
you’re pondering (why is the process we use so important to 
people? Isn’t there a better way of doing this? I know it’s not 
my job but I just have to write this down!).

The idea here is that when we just let it all out, we can then fig-
ure out what is important, what we want to take action on, 
and what we want to let go of completely. If you feel emotional 
and want to write down all your feelings so you can let them 
go, this is a great place to do it. 
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INSTRUCTIONS

1. Start with the Brain Dump exercise as your 
step one. 

2. Take whatever you’ve been thinking about that 
you want to remember or address, and write 
each item on a post-it note. 

3. On the wall or the floor, cluster the items into 
groups. 

4. Prioritize the groupings and create a list of 
actions based on the categories. Remember, 
thinking about it is a completely appropriate 
action step!

SECTION 2

Organize Your Thoughts
Sometimes we need some structure to sort through all the 
noise.  So you’ve just dumped out everything sitting there in 
your busy brain. Now it’s time to decide what’s important for 
you to take action on.

This can be a great exercise to do before you write a to-do list!

When we are in the midst of change, our brains can rebel and 
get distracted, mired in details, or confused. Structures like 
this simple process can get our minds back into focus. 
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INSTRUCTIONS

1. Push yourself away from your desk, put down 
your book, your laptop, your pen and paper, or 
whatever you’re doing. 

2. Set a timer for two minutes.

3. Put your feet firmly on the floor and close your 
eyes. 

4. Remember a moment in time when you were 
happy or satisfied. 

5. Repeat as needed!

SECTION 3

Re-Focus
It’s just magical how a sensory memory can take us straight 
back to a joyful or fulfilling moment in our lives. 

The secret is to envision every sensory detail that was happen-
ing in your happy moment. What were the sounds? How did it 
smell? What was the temperature? Were you inside or out-
side? Who was there?  Fill in the canvas of your memory until 
it is bursting with detail, and you’ll find yourself transported.

When we physically, emotionally, and mentally remember 
and re-affirm the positive, we can re-set ourselves and recog-
nize how simple it is to shift our state of being to one of positiv-
ity and engagement. 
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INSTRUCTIONS

1. Breathe. Do nothing else. 

2. OR, if you need help learning to meditate or 
giving structure to your meditation time, go 
online and explore. There are many options. 

SECTION 4

Meditate 
Meditation used to be relegated to those who were on a deep 
spiritual path - one of prayer, contemplation, or inner explora-
tion. Now we know that meditation can benefit all of us, and 
that it can even enhance our work performance. 

Research over the past thirty years into transcendental medita-
tion in the workplace shows that meditation can:

• Improve leadership performance

• Improve working relationships and conflict resolution 

• Decrease stress 

• Decrease impulsivity

• Increase contribution

• Improve job performance
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CHAPTER 3

Get Real

Acceptance of our circumstances, what-
ever they may be, removes any resistance 
to creating a positive future. 



INSTRUCTIONS

1. Draw three concentric circles on a blank page. 

2. In the middle circle, put a label that says “What 
I Control”

3. In the second circle out, put a label that says 
“What I Influence Directly”

4. In the third circle, put a label that says “What I 
Influence Indirectly”

5. Assume that you indirectly influence most 
things on our small planet. 

SECTION 1

What Can you Really Con-
trol Anyway?

When it comes down to it, we really don’t have that much con-
trol. We have control over how we respond to what happens in 
our lives, but not the events themselves. Think of all of the are-
nas of your work life - yourself, your team, your organization, 
and the world as a whole. While you don’t control most of 
those spheres, you do have influence, and your actions make 
an impact. 

Many of us fear what we can’t control, and when we are cop-
ing with major change we can get off center.  When we have 
mental discipline, we can choose to respond to our surround-
ings with a positive attitude and with the intention to make a 
positive difference.
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INSTRUCTIONS

1. Answer the following questions:

1. When have I been most fulfilled or happy?

2. If I had one gift to give the world, what 
would it be?

3. What would I regret not doing if I left this 
world tomorrow?

4. What are closely held values I want to 
follow throughout my life? What are my 
guiding principles?

2.   Based on the answers above, write out your 
own personal mission statement. It can be a life 
mission, a work mission, or a temporary mission 
for your circumstances right now. 

SECTION 2

Guiding Principles
Writing your own mission can help you align your day to day 
actions with what you ultimately want to accomplish. 

Your Guiding Principles might be your values, a mission state-
ment, or just a set of beliefs that can help you navigate the 
rough seas of change. 

Why do you work? Is it to make a positive difference? To 
make a good life for yourself or your family? To strive for excel-
lence? To connect with customers? To change the world for 
the better? When we know what we’re working for, we tend to 
work harder and have greater satisfaction. 
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INSTRUCTIONS

1. Remember you can’t do everything. 

2. Take three areas of your life that you care 
deeply about and want to prioritize for this 
year. For example: “Work, Family, Health” or 
“Prosperity, Learning, Relaxation” - any set of 
three. 

3. Under each header write down what you’d like 
to accomplish by the end of one year. Make it 
specific and measurable, so you’ll know if you 
did it or not. 

SECTION 3

Three Goals
Most of us who work have LOTS of goals. In fact, too many to 
remember or count. Because we set so many goals, we may 
not get anything completed!

What if you had some simple annual goals that you revisited 
at the end of each year? When you have three simple areas of 
focus that you can rally your energy around, then as other 
things show up, as they always do, you may actually have 
room for them. 

If you like this exercise, you may want to check in with your 
goals on a quarterly basis, and figure out if there is anything 
to re-prioritize. 
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INSTRUCTIONS

1. Complete the Guiding Principles exercise prior 
to this one. 

2. Now make a list of the people your actions 
might reflect on. It could be your workgroup, 
your family, your organization, your alma 
mater, your culture, or any affinity group you 
may belong to.

3. Get real - what do you want to be remembered 
for? Think of each group, and how you might 
wish to represent them. 

SECTION 4

Remember Who You Are and 
What You Represent

A former dean of my college was named Hattie Belle Ege, and 
she was credited with our school motto - “Remember Who 
You Are, and What You Represent.” 

Our actions represent more than just ourselves, they repre-
sent the people we come from, the country we live in, the com-
pany we work for. 

How would you behave differently if you were consistently 
your best possible self? If you were expected to rise to the occa-
sion of life from your most creative, most positive, most suc-
cessful, most balanced, most productive?  

How often do you let yourself just “phone it in”? Get real with 
yourself and figure out what it would take to truly be at your 
best at work. Work to be a credit to yourself, your community, 
your organization, and the human family. 
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CHAPTER 4

Kickstart 
your Inner 
Visionary

In order to build a positive future, we 
need to have a positive vision! 



INSTRUCTIONS

1. Identify something that needs to change.  

2. Think carefully - how do you address this issue 
now? What are the norms and behaviors 
you’ve created? 

3. How have these behaviors served you? What 
positives have you gotten out of them? Are you 
truly willing to give them up?

4. Write those norms and behaviors down, saying 
goodbye to each one as you write it. 
Acknowledge that this was your best effort but 
it’s not working, and you’re ready for a new 
way. 

5. Burn or destroy as desired!

SECTION 1

Let Go of the Old Way
Before you can create a new way of being or a new way of do-
ing something, you need to make sure you’re ready to let go of 
what is no longer serving you, your team, or the organization 
as a whole. 

What has kept your behaviors in place? Every behavior that 
stays stuck has some positive that keeps the situation the way 
it is.  Even if the payoff is “I get to be right”, or “I love the taste 
of chocolate”. That’s a payoff!
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INSTRUCTIONS

1. Think of a problem you want to tackle either 
individually or with a team. 

2. Write down the ideal scenario that would exist 
if the problem wasn’t an issue. 

3. Write down the reality of the situation - the 
problem. 

4. Write down the compelling reason to solve this 
problem. This is your business case. 

5. Bring your Problem Statement to the right 
group to find solutions.

SECTION 2

Problem Statements
A problem statement is the best way to concisely capture the 
challenge you’re up against. A good problem statement can 
help you clarify the challenge you want to address and the gap 
between where you are now and your vision of a positive fu-
ture. 

A persuasive problem statement consists of three parts: 1) the 
ideal, 2) the reality, and 3) the consequences of not solving the 
problem. Well constructed problem statements will convince 
your audience that the problem is real, that it has negative con-
sequences, and that it’s worth exploring or solving. 

Your job is to create a stark contrast by placing the the ideal 
scenario next to the existing one. This way, you can not only 
persuade your audience that a problem exists, but then go on 
to emphasize the consequences of ignoring or addressing the 
problem.
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INSTRUCTIONS

1. Catch yourself in the act.

2. Remember to celebrate small wins on the way 
to the big ones. 

3. When it seems like nothing is happening, find 
a set of actions you can immediately take. 

4. If you find yourself feeling trapped in a state of 
ongoing ambiguity, remember that when you 
don’t know everything, you can get creative!

5. Find ways to enjoy what’s happening in the 
moment. 

SECTION 3

Ban “All or Nothing” Think-
ing

Often we think that change has to happen in a specific way. 
We get trapped in “all or nothing” thinking. What about all 
the shades of grey that might not get you 100% of where you 
want to go, but can get you part of the way there?

All or Nothing thinking often takes the form of "good vs. bad," 
"right vs. wrong," "success vs. failure," "all vs. nothing”, or 
“we’re accomplishing vs. we’re not achieving”.

Remember that change is a journey, not just a destination. 
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INSTRUCTIONS

1. Sit quietly with no distractions. 

2. Take a moment to visualize your ancestors. 
Where/ when are they from? What were their 
lives like?

3. Imagine that you are sitting across from them 
in their home. Ask them what advice they have 
for you.  How do they support you in your 
vision of the future? What is exciting to them? 
What is surprising or new? 

SECTION 4

Ask Your Ancestors
Something magical happens when we think about where we 
come from. Our ancestors hold great insights for us if we are 
willing to give them our time and energy. 

What would your long departed great-grandparents have to 
say about you and your world? What would your long ago an-
cestors have to say about the way you live now, and what you 
can do to handle the kind of rapid change we’re facing?
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CHAPTER 5

Cultivate 
Community

Who has your back? When we cultivate 
community, we have support when we 
need it, and we know where to go to get 
the fuel we need to deal with rapid 
change. 



INSTRUCTIONS

1. Find something positive that’s worth 
celebrating. Maybe it’s as simple as a birthday, 
maybe a team win, maybe it’s “we’re still here” 
day!

2. Get approval or budget as needed.

3. Opt for something outside the office when 
possible. Meet at the coffee shop or out in the 
fresh air.

4. Include everyone on your team or in your 
workgroup. 

SECTION 1

Have a Celebration
Some things are really simple, like the simple enjoyment from 
celebrating a win or completion. 

Going out to lunch or dinner takes the pressure off. We don’t 
think we have to be productive or get things accomplished, so 
we’re free to do the simple things like get to know each other, 
talk about our lives outside of work, commiserate about what 
we’re challenged by and cheer on our colleagues. 

When we share more of who we are, it creates bonds of trust. 
It may even build our sense of compassion if we understand 
the life challenges that our colleagues are grappling with. It 
may make us more receptive to working smoothly together, 
and it can help us through rough patches. 

If your team has trouble sharing, start the conversation with 
some prompting questions like “what is something we don’t 
know about each person here?”and see what happens. 
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INSTRUCTIONS

1. If you’ve lost something or someone, reach out 
to others and find a time to be together.

2. Share your hopes and concerns with each 
other. Losses have an impact, and deserve your 
attention. 

3. Talk together about how you will give thanks 
for what you had, and how you will move 
forward positively.  

SECTION 2

Mourn a Loss Together
Loss can include a death, a retirement, an organizational re-
structure, a client who leaves, or any kind of change that shifts 
from one way of doing things to another. 

Loss can be emotional and difficult, and may lead us to feel iso-
lated and disengaged. 

The important component to coping with loss in organizations 
is acknowledgement of that loss. 
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INSTRUCTIONS

1. Target a work meeting, lunch, or special 
gathering to do this exercise. 

2. Have everyone think of a story about the team, 
organization, or that involves at least one other 
person in the group. 

3. Share those stories as a team-building exercise. 

4. When you can’t think of anything, tell the story 
of how the group came to be. 

SECTION 3

Tell Stories
The more we tell shared stories, the closer we become as a 
community. When we share a story or a history with someone, 
it makes us part of something special. 

There is great power when we codify the story of our organiza-
tion. It may be a story of triumph, of slow growth, of survival, 
or of loss. Those stories are all important as we focus on build-
ing something new together or keeping together during 
change. 
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INSTRUCTIONS

1. Set aside a specific time once every two weeks 
to dialog about what’s changing for at least one 
hour. 

2. Elect a facilitator - you can bring one in from 
the outside, have someone from your internal 
team do it, or find a support person with the 
natural skills that help elicit input from even 
reticent participants. 

3.  Make sure there is a written list that comes 
out of your conversation - this is where you can 
capture any issues, ideas, actions, and 
challenges that need to be addressed before 
your next meeting. 

SECTION 4

Make Time for Conversa-
tions

During change, we all have different styles. Some of us go 
quiet and need time to ourselves to think. Others really need 
to talk!  In order to have a positive experience as a commu-
nity, people need to talk to each other, not take their thoughts 
or feelings home and chat with their families or friends about 
it - but to talk to their co-workers and colleagues.

Setting structured time to have a dialog about change 
shouldn’t be a one-time event. It should be a standard prac-
tice.  During times of big changes (a right-sizing, a large move, 
an IT overhaul...whatever the change may be) unexpected is-
sues will arise. When there is a specific time and place to bring 
up those issues, they are more likely to be addressed effec-
tively. 
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CHAPTER 6

Broaden and 
Build the 
Positive

What we focus on grows. If we focus on 
the positive, that’s what we nurture and 
encourage and expand. 



INSTRUCTIONS

1. At the end of your work day write down at least 
ten things that worked well. 

2. Repeat daily.

SECTION 1

Notice What’s Working
Re-training our brain to look for the positive is not as difficult 
as we may imagine. 

Sometimes it’s just simple exercises that can shift our think-
ing in profound ways. If we train ourselves to look for what’s 
working, we begin to see positives everywhere. 

During times of rapid change it can be easy to focus on what’s 
not working, what’s wrong, and what you haven’t done yet. It’s 
important for us to remember that problem-solving is a great 
strength to have, and we don’t want to lose that since it can 
help get us out of a jam, correct mistakes, or tweak the way 
we’re working to be more effective. 

We just need to add another way of viewing what’s happening 
through a positive lens. What we focus on grows, and if we fo-
cus on what’s working that will help us to grow in the right di-
rection. 
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INSTRUCTIONS

1. Remember what you say has power, and if you 
speak, you may want to make sure you’re 
speaking about what’s good, what’s possible, 
what’s true, and what you want to happen. 

2. Listen to what you say during a given day. How 
much of it is positive? How much of it is 
negative? 

3. Look to correct your speech when you start 
talking about what’s wrong. 

SECTION 2

Watch Your Words
If what we focus on grows, we need to focus our speech on 
what’s working and what’s positive. We can address problems, 
but instead of complaining, come to problems from the per-
spective that there is a solution out there. 

If you find yourself in a negative pattern, catch yourself and 
go back a step to noticing what’s working. For every com-
plaint, think of ways to take action. Is there a solution you 
might advocate for? Do you need to convene a group to dis-
cuss or think about the issue?
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INSTRUCTIONS

1. Identify people that you blame for things that 
go wrong. And yes, this can be a relative or 
spouse!

2. Think of the pressure they are under, and what 
might have contributed to their approach to 
the situation, whatever it may be. Imagine that 
they are doing the best they possibly can to 
survive. 

3. Test out the perspective that the situation may 
have created a negative outcome, and that no 
single individual is at fault.  

SECTION 3

Blame the Situation, Not 
the Person

Sometimes an individual is indeed to blame for a mistake or 
problem. 

It doesn’t help when we blame them. 

As Jim Collins and Jerry Porras said in “Good to Great”, one 
best practice for high performing organizations is what they 
call “autopsies without blame.” This refers to the idea that we 
review our work and learn from mistakes or challenges, rather 
than constructing useless stories about who was wrong. 

Think of how you’d want to be treated if you made a mistake. 
You’d probably want support, respect, and to learn from it 
rather than suffer the condemnation of others. 

27



INSTRUCTIONS

1. Identify someone at work who has helped you.

2. Write them a short note of appreciation. Be 
specific about why.

3. Repeat every time you have a moment of 
gratitude for your colleagues. 

SECTION 4

Tell Someone You Appreci-
ate Them

Is the first thing you think of at work how valued and appreci-
ated you are? Well it should be!  Most of us don’t get enough 
reward for a job well done, or enough basic appreciation to 
feel like we’re important. 

This is something so easily remedied by noticing and acknowl-
edging the positive in others around you. Once you start appre-
ciating others, they may start doing the same thing, and 
quickly the culture starts to change to one where people feel 
better about their workplace and their role in it. 
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