
AUDIENCE: 
Trainers and Facilitators

ASSESSMENTS 
AVAILABLE: 
Online and Paper 
Behavioral EQ  
Self-Perception 
Questionnaire

USE: 
This Administration Kit is 
a how-to guide to using 
TRACOM’s Behavioral 
EQ Concepts Guide to 
facilitate a Behavioral 
EQ session.  It provides 
everything needed to learn 
to teach an introductory 
Behavioral EQ class. 

PRODUCT DESCRIPTION
TRACOM’s Behavioral EQ Self-Perception Administration Kit is a 
single resource built to enable trainers and facilitators to quickly teach 
a Behavioral EQ class.  It provides relevant Emotional Intelligence 
background, as well as information about the Behavioral EQ Concepts 
Guide, the Behavioral EQ Model and recommended content for two-
hour and four-hour training sessions.

TRACOM’s Behavioral EQ Self-Perception Questionnaire measures 
your Behavioral Emotional Intelligence and identifies ways to improve 
your performance.  This Administration Kit is a self-study resource to 
equip any trainer with the knowledge and tools to teach a Behavioral EQ 
session using the Behavioral EQ Self-Perception Questionnaire  
and concepts.

WHY DOES EMOTIONAL 
INTELLIGENCE MATTER?

Emotional Intelligence is a 
concept focused on how 
effectively people work with 
others. These Emotional 
Intelligence skills are unique from 
a person’s technical skills and 
cognitive abilities. Multiple studies 
have shown that Emotional 
Intelligence competencies 
account for the difference 
between star performers and 
average performers, particularly 
in positions of leadership.

1. An insurance company found 
the average policy sold by one 
group of agents is $54K, while 
another group sold policies 
with an average of $114K.

2. The U.S. Air Force increased its 
ability to successfully predict 
recruiter success by three-
fold and reduced recruiting 
expense by $3 million.

3. A study of more than 500 
executive search candidates 
identified emotional competence 
as a significantly better predictor 
of placement success than 
intelligence or prior experience. 
Findings were consistent in 
all countries and cultures.

Emotional Intelligence was 
the variable in each of these 
examples. In recent years, 
interest in Emotional Intelligence 
(EQ) has grown as research 
has shown its impact on a 
variety of business measures.
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Alternate Exercises

delivering difficult messages: giving constructive feedback Note: This activity is best presented by a facilitator who is  
comfortable with and/or experienced with the subject of providing constructive feedback. It is most appropriate for 
management and team leader audiences.
Purpose
•	 The	purpose	of	this	exercise	is	to	encourage	participants	to	explore	the	Behavioral	EQ	skills	associated	with	having	to	deliver	difficult	messages	to	other	people.	Participants	receive	instruction	on	how	to	deliver	difficult	messages	considering	the	emotions	of	all	concerned.	Finally,	they	practice	

delivering	a	difficult	message.	Recommended Time
•	 30	minutes
Materials Needed
•	 Two-page	handout	and	Worksheet:	Delivering	Difficult	Messages:	Giving	Constructive	Feedback	

(located	on	the	Resource	CD)•	 Flip	chart	or	white	board
•	 PowerPoint	Slide:	Delivering	Difficult	Messages:	Giving	Constructive	Feedback	
•	 Behavioral	EQ	Model

Available	on	Resource	CD
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Delivering Difficult Messages

Delivering Difficult Messages Person to whom I plan to deliver a difficult message:  _______________________________________  My intent/purpose in delivering this message is:  ___________________________________________  
 __________________________________________________________________________________  When and where I will deliver the feedback:  ______________________________________________  I will check the accuracy of my perceptions and information by asking this question: 

 __________________________________________________________________________________  Behavior that requires improvement:  ____________________________________________________  The impact of past behavior – why it is important to change:  _________________________________  
 __________________________________________________________________________________  What can be done to improve:  _________________________________________________________  

 __________________________________________________________________________________  When I will follow up:  _______________________________________________________________  Remember: 

• Have positive expectations. • Deliver the message in a positive manner. • Practice your Behavioral EQ skills and remain non-defensive. 
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Delivering Difficult Messages: Giving Constructive Feedback 
The following guidelines will help you deliver feedback in a way that is most likely to result in a positive reaction 

and improved performance. 
• Have positive intent. Everyone makes mistakes and/or can improve. The intent of feedback in the workplace 

should be to increase awareness, promote learning and, ultimately, improve performance. The results are good 

for all concerned: the receiver, the deliverer, and the organization. This positive intent should be clearly 

communicated to the person receiving the feedback. 
• Have positive expectations that the person can improve. Chances are much higher that the desired 

behaviors will occur if you believe in, and watch for, positive change. Delivering your message with an upbeat 

tone and in a pleasant manner will help convey these expectations. • Be timely. Deliver feedback as soon as possible after the behavior occurs. Don’t wait for the yearly 

performance review. Waiting causes the behavior to repeat over time and is likely to heighten negative 

emotions for all concerned.  
• Be respectful. Consider the receiver’s feelings and dignity. Deliver the feedback when you are calm and 

rational.  

• Deliver feedback in private. Criticizing people in front of others is seldom appropriate or necessary. 
• Check the accuracy of your perceptions and information before proceeding. Give the receiver an 

opportunity to explain his or her behavior. You may not know everything about the situation and what caused 

the person to behave as he/she did. 
• Be specific. The receiver needs to know:  Exactly what needs improvement The impact of the past behavior – why it is important to change 

 What can be done to improve – an action plan • Don’t be defensive. Practice your Behavioral EQ skills when the person reacts to your feedback by listening 

to the person’s point of view and remaining calm and empathetic. • Follow up. Check in with the receiver to determine his or her reaction over time (emotions may change when 

the receiver has time to think about the message), check on the level of understanding, and ensure the action 

plan is being followed. 
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Suggested Session Timing

timing for the four-hour session

SEGMENT  

TIME

ACTIVITY

ACCUMULATIVE 

TIME

Part I: Introduction

:02 Welcome

:02

:03 Housekeeping Tips, Agenda and Rules of Engagement

:05

:10 Introductions

:15

:15 The Behavioral EQ Self-Perception Questionnaire

:30

:05 Session Objectives

:35

Part II: The Behavioral EQ Model

:05 Introduction to Emotional Intelligence (EQ)

:40

:05 Emotions, Behavior, and the Brain

:45

:05 Behavior: The Key Component Definitions

:50

:10 How Emotions Affect Behavior

1:00

:05 Importance of Behavioral EQ

1:05

:30 The Behavioral EQ Model

1:35

:10 BREAK

1:45

:15 People with High and Low Emotional Intelligence: Small Groups
2:00

:10 Behavioral EQ Self Awareness

2:10

:20 Scoring and Interpreting Your Behavioral EQ Self-Perception Questionnaire
2:30

:05 How Accurate is Self-Perception?

2:35

:10 The Importance of Behavioral EQ: Small Groups

2:45

:10 How to Improve Your Behavioral EQ 

Behavioral EQ Development Process 

What to Work On: Awareness or Behaviors

2:55

:10 Your Action Plan

3:05

:05 How to Get Input on Your Behavioral EQ

3:10

:05 Common Behavioral EQ Challenges: Large Group

3:15

:15 Emotional Response Patterns

3:30

:15 Building Relationships

3:45

Part III: Closing Activities

:15 Summary 

Questions and Answers

4:00

Session Feedback

Evaluation Sheets

TM

Administration Kit

Facilitation with the 
Behavioral EQTM 

Concepts Guide



BENEFITS

• Learn key concepts of the 
Behavioral EQ Model

• Understand how to administer 
and score Behavioral 
EQ Assessments

• Receive detailed, timed 
outlines for two-hour and 
four-hour sessions

• Develop skill in teaching 
Behavioral EQ sessions

THE ADMIN KIT INCLUDES

Facilitator Guide • Behavioral EQ 
Concepts Guide and Applications 
Guide • Behavioral EQ 
Questionnaire • Wall Charts  
• Resource Tools including 
PowerPoint Presentation, Exercise 
Handouts, Participant Certificate,  
Evaluation Form, Supporting 
Research and Background 
Information

TRACOM IS THE SOCIAL 
INTELLIGENCE COMPANY

What is Social Intelligence?

Social Intelligence focuses 
on the three key personal 
success factors:  Emotional 
Intelligence, Mindset and 
Behavioral Style. Through 
years of research and proven 
methodology, the TRACOM 
Group has helped millions 
of people better understand 
themselves and identify strategies 
for more positive outcomes 
and professional success.

TRACOM also offers 
SOCIAL STYLE assessments 
and courses to improve 
interpersonal effectiveness.  
Our Adaptive Mindset courses 
and assessments develop the 
resiliency needed for the fast-
changing global workplace.

Visit www.tracomcorp.com 
for more information.
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INTRODUCTION

• Session Overview

• What is Emotional Intelligence?

THE BEHAVIORAL EQ MODEL™

SESSION MATERIALS

• Behavioral EQ Concepts Guide

• Behavioral EQ Self-Assessment Questionnaire

• Resource CD containing Powerpoint Presentations and Handouts

• Additional Materials Available for Exercises

• Behavioral EQ Development Card

SUGGESTED SESSION TIMING

• Suggested Timing for the Two-Hour Session

• Suggested Timing for the Four-Hour Session

BEHAVIORAL EQ SESSION

• Part I: Introduction

• Part II: The Behavioral EQ Model

• Part III: Closing Activities
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