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About Dr. Richardson 

Sydney Richardson, Ph.D. has spent her career in higher education and nonprofit 
work. She has served as a director, assistant professor, board member, and two-
time dean. Through her work, her expertise has dealt with nontraditional/adult 
student success, leadership and team building, and equity implementation. She 
has presented at conferences and published research articles for over fifteen 
years. 

It was her work, specifically with adult students in teaching and advising that led 
her to create R.o.K. Career Services. Through her business, she has been able to 
expand her vision of holistic advising and planning into the areas of leadership 
(specifically servant leadership, transformative leadership, and ethical leadership), 
team building, and career transition planning. Through R.o.K., no profession is off 
limits. Dr. Richardson has worked with stay-at-home mothers entering the 
workforce, teachers, pastors, corporate employees, higher education 
professionals, and more. 

When Dr. Richardson is not presenting, working with a client, or developing 
content, she can be found visualizing what her garden will look like when she 
finally gets a green thumb. 

 

Contact: 

Email: raeofknowledge@gmail.com 
Website: www.raeofknowledge.com 
Blog: www.rokleader.com  
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Welcome Page 

Welcome to the Ethical Leadership workbook!  I am so glad that you have 
downloaded this helpful guide. This workbook was designed from a webinar that I 
conducted on leading ethically during a crisis. I had a great time presenting, and 
the participants were thoughtful and engaging, but there was one thing missing. I 
wished that I had created this workbook to give to my participants afterwards!  It 
was then that I began creating this helpful guide for people to use. Often, in crisis 
management, the crisis the focal point. In the ethical leadership, the people are 
the focal point. This guide was designed to help people think critically about ways 
to focus on the people in the midst of a crisis (i.e. disruption).  

This workbook is meant to be completed over time, not in one sitting. While you 
could easily do it, it is always better to take your time and think critically about 
your answers. That way, you have the best possible plan to implement when 
chaos abounds.  Feel free to work on this with others, as this is meant to be 
transparent and a work in progress. 

As you encounter one crisis after another (they are bound to happen), be sure to 
update these templates with new information, new ideas, new strategies, and 
new internal and external partners. The main goal is to become better, ethical 
leaders and that is what this workbook will help you become. 

 

Keep leading, 

Sydney Richardson, Ph. D. 
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Characteristics 

As an ethical leader, it is important to have the necessary characteristics: 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

Think about ways in which you exhibit each characteristic.  Which one is difficult 
for you to implement (does not come naturally)?  Why is that and how can you 
change that? *Answer on the next page. 

 

 

Adapt 

 

Prepare 

 

Empathy 

Trustworthy 

Transparent Resilient 
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Implementing Ethical Leadership 

The next few pages will work you through the following steps of ethical 
leadership. While there are over 100 ways to be an ethical leader, the areas 
below are some of the most common and practical ways. As you work through 
the templates, think critically about people who can help you lead through crises. 

 

____ Seek Reputable Information          

____ Use Proper Communication Channels        

____ Be Visible and Available          

____ Get Creative            

____ Connect/Partner with Others         

____ Be Proactive            

____ Reinforce the Vision and Mission        

____ Do the Work           
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Seek Reputable Information 

When giving information to an audience, be sure that it is legitimate information, 
not hearsay. Consider: Does the information come from a credible source? Who is 
the source and what is the information? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

  

Does the information come 
from a credible source? 

What is the information? 

 

 

 

 

 

 

Did you recheck the 
information?  What other 

sources did you use? 

 

 

 

 

 

 

 

Does the information 
match what peers are 

saying? What is different? 

 

 

 

 

 

 

 

 

What information is being 
left out? 

 

 

 

 

 

 

 

http://www.raeofknowledge.com/


9  R.o.K. Career Services 
  www.raeofknowledge.com 
  2020 
 

Use Proper Communication Channels 

When it comes to reporting information to others, be sure that you consider 
different ways to communicate. 

 

Face-to-face:  Use when first delivering news. Allowing people to see you is 
crucial to building trust. 

 

Email: Email is great when giving a large amount of information to a group. With 
email comes the need for strong writing skills, so make sure that you are as clear 
as possible in your message. Also, omit vague language. Vague language leads to 
follow up questioning, which can be a hassle when trying to manage a chaotic 
situation. 

 

Text: If possible, use texts to get short, but necessary information to others. It is 
best to use text messaging as part of automatic, system-wide communication. 
That way, everyone gets the same message, and no one feels ‘out of the loop.’ 

 

Phone: Use phone calls for one-on-one messaging. If you need to clarify 
something to one person, deal with a situation involving no more than two people 
or communicate something to a person in your close circle, a phone call a is great 
option. 

 

Virtual: A virtual meeting can be used in place of face-to-face, especially if you 
cannot get to your audience in a short timeframe. It can also be used in place of a 
phone call- which is great if you want a quick brainstorming session. 

 

  

http://www.raeofknowledge.com/


10  R.o.K. Career Services 
  www.raeofknowledge.com 
  2020 
 

Be Visible and Available 

Being visible and available is all about creating a culture of transparency and trust.  

 

 

Make a list of ways to be visible and available to others. 
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Get Creative 

I often tell clients that a time of crisis is the best time to do all of things they’ve 
wanted to do. This is due to pressure: when a crisis takes place, everyone is 
willing to do whatever needs to be done to make the situation better. No one 
wants to be the person saying, “No, I won’t help at all” during a chaotic time. So, 
that is the perfect opportunity to get creative in ways you never have (or been 
allowed to) before! Let’s think about innovate solutions. 

Name the crisis: ___________________________________ 

Brainstorm ways to resolve it, creatively. Think BIG! 

 

 

 

 

 

Who can help you?  Look back at the connect/partner sheet. 

 

 

 

How soon can you implement your idea/plan? 

 

 

 

What’s your backup/option #2 if idea A does not work? 

 

 [ _____________ ] 
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Connect/Partner with Others 

Connecting or partnering with others is imperative during a crisis because we all 
need one another to accomplish goals. Think about and answer the following: 

What do you need?    What do you have to offer? 

_________________________   ____________________________  

_________________________   ____________________________  

_________________________   ____________________________  

_________________________   ____________________________  

 

Who can be your internal partner?  Who can be your external partner? 

___________________________  _____________________________  

____________________________   _____________________________  

____________________________  _____________________________ 

____________________________   _____________________________  

  

What departments, organizations, companies, etc. can you create new 
partnership with?  What do they have that you need? 

________________________________________________________________ 

________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________ 

_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  
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Be Proactive 

Thinking 5 steps ahead, what are some obstacles you need to be aware of? 

For each obstacle, list a way to get ahead of it. 

Here is an example:  
Crisis: News got out that a division of the organization may be closing. 
 
Obstacle: People will start rumors of when and why a division closed when 
nothing has happened yet. 
 
Get ahead plan:  Call an emergency meeting with my staff to discuss what has 
taken place, what has not happened, and which rumors are false vs. true. 

 

Crisis: __________________________________________________________  

Obstacles 
1. ______________________________________________________________ 

2. ______________________________________________________________ 

3. ______________________________________________________________ 

4. ______________________________________________________________ 

Get ahead plan 

1. ______________________________________________________________ 

2. ______________________________________________________________ 

3. ______________________________________________________________ 

4.  ______________________________________________________________ 

 

 

 

 

http://www.raeofknowledge.com/


14  R.o.K. Career Services 
  www.raeofknowledge.com 
  2020 
 

Reinforce the Vision and Mission 

During times of chaos and crisis, it is important to reinforce your vision and 
mission. This keeps everyone on track because it gives people something that 
they feel they can control. However, it is not just important to speak the vision 
and mission, but implement it as well. 

What are some ways that you can a) reinforce your vision and mission, and b) 
carry out the vision and mission in manageable and realistic ways? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reinforce #1 

 

 

 

 

 

 

 

 

Implement #2 

 

 

 

 

 

 

 

Implement #1 

 

 

 

 

 

 

 

 

Reinforce #2 
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Do the Work! 

Finally, the best way to be an ethical leader is to get into the weeds with everyone 
else. No one likes to feel as though their leader is shouting demands from above, 
especially during challenging times. People want to know that their leader 
understands the hurdles that are in place. Therefore, sometimes you’ve got to not 
only be visible, but do the work with those around you. 

What does your staff need from you? 

 

 

 

 

 

 

What are some ways that you can help your staff through the hard times? 

1. _____________________________________________________________  

2. ______________________________________________________________  

3. ______________________________________________________________  

4. ______________________________________________________________ 
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Develop a Team 

There are times when the crisis is simply too large to handle on your own. Part of 
being an ethical leader is knowing when you need help. Whether it’s recognizing a 
weakness in yourself (we all have them), needing diverse opinions, or knowing 
that a certain crisis needs multiple people to handle multiple components, it’s 
always helpful to establish a crisis team.  

The great part of establishing this team is that it can be full of internal people, 
external people, or a mix of both. I personally recommend a mix because those on 
the outside of what you are dealing with will likely have new ideas that can help 
you work through the chaos. 

 

Make a list of at least five people who could be a part of your crisis 
management team for each area: 

Internal       External 

________________________     ______________________  

________________________     ______________________  

________________________     _______________________  

________________________     _______________________  

________________________     _______________________ 

 

If you want a mix of people, choose those from the lists above. 

__________________________________________ 

__________________________________________ 

__________________________________________ 

__________________________________________ 

__________________________________________ 
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Celebrate! 

Yes, even during a time of crisis (especially a long one) celebration is necessary! A 
celebration can take place because 1) you and your group made it through an 
especially hard week, 2) there hasn’t been a downtime in months and this is 
needed, 3) everyone worked together to solve a difficult problem, or any other 
reason. Celebrations do not have to revolve around what society normally thinks 
of, such as birthdays, retirement, or a major sale. During a time of crisis, finding 
reasons to celebrate boosts morale and reminds everyone that you are all 
together and supportive of one another.  

 

Take a moment, and think of reasons to celebrate with your team: 

1.  _____________________________________________________________  

2. ______________________________________________________________  

3. ______________________________________________________________  

4. ______________________________________________________________  

5. ______________________________________________________________  

Once you think of those reasons, plan for a celebration (large or small). Write 
your celebration date below. 

__________________________________________________________________    
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Time for Yourself 

While leading ethically is important, no one can do it effectively without taking 
care of themselves first. As a leader, regardless of the leadership style, serving 
others can be a thankless, tiring job, even more so during a crisis. Therefore, it is 
equally important to plan for some downtime on your part. So, let’s do this. Write 
down at least four things you can do to get some time to relax. 

 

1. ________________________________________________________________  

2. ________________________________________________________________  

3. _________________________________________________________________  

4. _________________________________________________________________ 

 

Which one of those things can you do today?  If the answer is “none,” then one of 
your answers needs to change.  Once you decide which one can be immediately, 
mark it on your calendar to practice this week. Continue to plan for relaxation for 
yourself.  Remember, you cannot take care of anyone else if you haven’t taken 
care of yourself. 
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Final note: 

 

Hooray!  You have completed your workbook. I hope that this workbook helped 
you work through crisis, while continuing to lead ethically. Being an ethical leader 
is not easy, even on the best days, so to handle crisis, it’s important to be as 
prepared as possible. Revisit this workbook whenever a crisis arises. You will find 
that some of your answers and ideas change over time, and that’s good. Each 
situation is different and that calls for different solutions. Ethical leadership is a 
rewarding style of leadership, but one cannot do it effectively without support 
and resources.  

 

 

Keep leading! 
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Thank you! 
 

 

R.o.K Career Services offers workshops and webinars on the following topics: 

- Ethical Leadership 

- Transformative Leadership 

- Servant-Based Leadership 

- Creating Your Own Leadership Style 

- Creating a Culture of Teamwork 

- Conflict Resolution and Success 

- Women in Leadership 

*Workshops tailored to organizational needs around leadership, teamwork, and mentoring! 
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