
 
 
 
 

 

© Holly Stiel The Me Sign™ 1 

 

 
THE ME SIGN™ FOLLOW-UP TOOL KIT 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

  
 



 
 
 
 
 

 

© Holly Stiel The Me Sign™  2 

The Me Sign™ Follow-up Tool Kit 
 

 

The Me Sign™ Follow-up Tool Kit Guide 

The Me Sign™ Follow-up Tool Kit includes a wide variety of activities you can use to 
reinforce this concept with your employees. Whether you manage a small group or a 
large team with multiple levels, you’ll find follow-up activities that will work in your 
environment.  
 

Follow-up Tool Kit Contents:  

Scripted Mini Training Meeting — The Me Sign™ ........................................................ 3 

Unscripted Mini Training Meeting — The Me Sign™ .................................................... 5 

Short Huddles and other Reinforcement Ideas ............................................................. 6 

Reinforcement Poster  ........................................................................... Attached pdf file 
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Mini Training Refresher: The ME Sign   

(Scripted Version) 

Note: Spend about 3 minutes presenting the content on this page. 
 

WHY HOW 

Introduce the 
purpose of 
today’s 
meeting 

SAY: 

Today, we are focusing on: The ME Sign and how we change the 
ME sign to a WE sign by meeting the four basic human needs 
everyone has. 

Define the ME 
Sign 

(1 minute) 

ASK:  

What does it mean to you that we all wear a ME Sign?  

Possible responses: 

 Everyone wants to have their needs met. 

 When we are a customer we don’t care about the businesses’ 

problems. 

 No matter what our business need, we all have at least four 

basic human needs 

Define the 4 
Basic Human 
Needs 

(1 minute) 

ASK:  

Who remembers the four basic human needs behind every request? 

Correct responses: 

 To be Heard.  

 To be Acknowledged.  

 To be Remembered.  

 To be Respected.  

Select example to 
discuss 

(1 minute) 

ASK: What are some examples of when it might be challenging for 
us to turn the ME sign to a WE sign? 

SELECT AN EXAMPLE  

  



 
 
 
 
 

 

© Holly Stiel The Me Sign™  4 

The Me Sign™ Follow-up Tool Kit 
 

(Scripted Version continued) 

Note: Spend about 7 minutes presenting the content on this page. 

WHY HOW 

Group Discussion 

(5 minutes) 

ASK the following questions and encourage your team 
members to provide answers. 

In this situation: 

 How can we make the (Customer, Client, Guest, Resident, etc.) 

feel heard? (Listen) 

 How would we show the (Customer, Client, Guest, Resident, 

etc.) we were listening and what would we say? 

 How would we make the ((Customer, Client, Guest, Resident, 

etc.) feel acknowledged? What would we say or do? 

 What if we were busy with someone else what could we do to 

make the (Customer, Client, Guest, Resident, etc.) feel 

acknowledged? (make eye contact and nod, make a gesture 

that you have seen them and will be with them soon) 

 How could we make the (Customer, Client, Guest, Resident, 

etc.) feel remembered?  

 How could we make the (Customer, Client, Guest, Resident, 

etc.) feel respected?  

SAY: Sometimes we need to address all four human needs, other 

times people might only need one such as being acknowledged 

when they walk into a room and you are engaged in something else. 

Summary 

(2 minutes) 

ASK:  

How might we apply what we discussed here to some of these other 
situations? 

What will you do this week to remind yourself to change the ME sign 
to a WE sign? 

SAY: It’s all the about the little things. Remember, we get bitten by mosquitos, not 
elephants. 
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Mini Training Refresher: The ME Sign  

(Key Ideas Version) 

1. Review the definition of the ME sign and the four basic human needs. 
 

2. Select one or two situations where it might be challenging to change the ME sign 
to a WE sign. 
 

3. Examples of questions you might ask: 
a) How do we make the (Customer, Client, Guest, Resident, etc.) or team 

member feel heard?  

b) How do we show the (Customer, Client, Guest, Resident, etc.) or team 

member we were listening and what do we say? 

c) How do we make the (Customer, Client, Guest, Resident, etc.) or team 

member feel acknowledged? What do we say or do? 

d) What if we were busy with someone else what do we do to make the 

(Customer, Client, Guest, Resident, etc.) or team member feel 

acknowledged?  

e) How do we make the (Customer, Client, Guest, Resident, etc.) or team 

member feel remembered?  

f) How do we make the (Customer, Client, Guest, Resident, etc.) or team 

member feel respected? 

g) In the spirit of continuous improvement, what else might we do? 

 

4. Summarize by saying: It’s all the about the little things. Remember, we get bitten 
by mosquitos, not elephants. 
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Short Huddles and Other Reinforcement Ideas 

 Duplicate the poster in this Follow-up Tool Kit and display it in a prominent place 

or places. 

 

 Ask team members to write down when they find it difficult to turn their Me Sign 

to a We Sign. Have team members share these situations at huddles. Use the 

questions on page 6 to help team members process how to respond in each 

situation. If you have a lot of situations, you can take one or two situations at 

each huddle. 

 

 Remind team members that when they take things personally, they are putting up 

their own Me Sign™. To reinforce this idea you can do any of the following: 

o Discuss why it’s important not to take things personally. 

o Ask for examples of when taking things personally got in the way of giving 

good service. 

o Solicit team member’s ideas on ways to remind themselves not to take 

things personally. 

 

 


