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INTRODUCTION

Welcome to the Leading Paranormal Investigator Certification Course!

anomalous research group Founders and Directors. However, it is also an excellent course for group

members who want to grow as leaders. In fact, you won’t find a better leadership course anywhere at
any price. This course has literally been two decades in the making as it is based on
my own experience as a business owner, corporate trainer, professional speaker,
and anomalous research group founder. Furthermore, this course is aimed at any
type of anomalous research group whether it is in the area of parapsychology,
ufology, or even cryptozoology. By the way, | use the terms “paranormal” and
“anomalous” interchangeably because some researchers do not think the word
“paranormal” is accurate; they reason that much of the phenomenon is natural; we
just don’t have the technology to understand it.

T his course is a complete and professional leadership program designed especially for paranormal and

In this course, you will learn everything from starting a paranormal research
team from scratch to website tips to proven management and leadership techniques
to dealing with difficult team members and much more. | have also included over three hours of audio/video
training taken from live leadership seminars I’ve taught around the United States and Puerto Rico over the
past few years as well as from my leadership podcast. The audio format serves to teach the material using an
auditory method which, in turn, complements the visual method of reading.

This course took many months to write due to the fact that many of the management and leadership
principles needed to be adapted from the business world with paid employees to fit a paranormal research
team consisting of volunteers. | also had to create different terms to use in some cases, for example, a
“position description” instead of a “job description.” Other areas also needed to be re-examined and
developed, such as progressive discipline for volunteers.

This course also features an essay as part of the final exam. This essay will be published in the ParaNexus
Journal for members and others to read. The thought of writing a publication-quality article may be
intimidating to some, but it is truly a personal growth opportunity. This course is aimed at research group
Founders and Directors; in other words, it is a higher-end course aimed at a higher-end group of people.
Therefore, more is expected. Many college courses require a quality essay to be submitted as part of the
class. Doctoral degrees require a thesis which often becomes a published book, and those who earn a
doctorate take the thesis quite seriously. It is, in fact, an opportunity to showcase one’s knowledge and
ability.

Your essay may be on any paranormally-related topic and must be at least 1,000 words (which is about two
pages), although longer essays are welcomed and encouraged. Begin now to ponder what topics interest you
the most. If you find it difficult to come up with something, consider what you feel most strongly about in the
paranormal field. Focus on a topic that will be of value to other researchers. This is the time to show your
mettle and insight as a leader in the field.

All in all, I have grown a great deal as a leader myself through the writing of this course. Adapting
leadership and management concepts from the business world to the paranormal research world helped me to
fine tune many of my own approaches to leading and managing team members and researchers. It has
crystallized my thinking on effective ways of handling team members who excel as well as those who are
difficult.

| am happy to have you onboard as we discuss the fascinating and life-enriching topic of effective
leadership!

Doug Kelley, CH, CSL, CLPI

Executive Director and Co-Founder of ParaNexus
Punta Gorda, FL USA December 18, 2008



How TO TAKE THIS COURSE

Some chapters contain multimedia content available on the Course Page at

www.ParaNexusAcademy.org. Make sure you understand a chapter completely before moving on to
the next. The idea is to not skim the information nor skip over certain parts. This course contains no filler or
fluff. All of the information in this course is valid to your certification as a paranormal group leader.
Repetition is used intentionally throughout chapters to emphasize key points.

T aking this course is fairly straightforward. Simply begin with Chapter 1, and study through to the end.

PARANEXUS ACADEMY COURSE PAGE

The ParaNexus Academy Course Page contains a video tutorial, a video, several audios, and various forms
that you will need to complete this course. To access the Course page, open your web browser and go to:

http://www.ParaNexusAcademy.org

If you purchased this course on ParaNexus Academy, then you will already have access to the Course Page.

If you purchased this course elsewhere (such as the ParaNexus Store), you must register for an account at
ParaNexus Academy in order to gain access to the Course Page. Once you have registered, notify the author
via email at dkelley@paranexus.org and you will be given access to the Course Page.

The specific Course Page URL may change over time, so use the URL you received when you enrolled in
this course. If you do not have this information, you may request it by sending an email to the author at
dkelley@paranexus.org.

Important:

e Please do not share your course login information with anyone else. It is only for you and other
students of this course.

e Do not distribute any tutorials, videos, audios, or forms from this course. These are all
copyrighted resources and are provided for your use in taking this course. You may download the
audios to your computer, iPod or similar device for easier listening.

e Do not post any tutorials, videos, audios, or forms from this course anywhere else, including
discussion forums and websites.

e Do not publish or distribute any content from this course to any publication.
Your cooperation is greatly appreciated!

GETTING HELP WITH THIS COURSE

Help is available in the Course Page Forums. You can also email the author from the Course Page or at
dkelley@paranexus.org.



TAKING THE FINAL EXAM

Once you have completed studying the chapters and feel that you have a solid understanding of this
course, the next step is the final online exam. Instructions for taking the final exam are available on the
Course Page.

The final online exam is open-book and consists of 100 multiple-choice questions and an essay. You will
need a score of at least 90% on the exam in order to pass. You may re-take the exam two additional times
without charge if necessary. Additional retakes are $10 each and must be requested at
dkelley@paranexus.org.

About the Essay

The CLPI exam includes a written essay on a paranormally related topic of your choice and worthy of
publication in the ParaNexus Journal (which it will be). Your essay should be at least 1,000 words in length. It
should be proofed, spell-checked, and well-written. Don’t forget to provide attribution to any sources you
cite. You may also use a previous article if you’ve written one.

Important: Your essay must be publication worthy! Essays that are submitted with more than 10 errors
will be returned unedited. You will then need to resubmit a corrected version before you can receive your
certification. Writing an essay is also a learning experience, especially if you have never written an article
before. Please refer to the tips in Chapter 7 for help in making your essay as good as possible. Also, having a
competent friend or family member go over your final version to help you proof and edit it can really help.
Remember, a good article is not written, it is rewritten.

Submitting a well-written and poighant essay will only add to your accomplishment, satisfaction, and pride
in completing this course.

Course Certification Credentials

Once you pass the course, you will receive your Certificate of Completion, ID Badge, and ID card via email
in high quality PDF format. A printed course book and credentials package is available on the course page if
you would like hard copies of the certificate and IDs.

ICONS USED IN THIS COURSE

This audio icon is used in various chapters to let you know that an audio supplement is included
1 ))> for a specific section. The audio supplement is part of this course.

This icon is used to let you know a video supplement is included in a specific section. The video

ﬁ supplement is part of this course.

VIDEO This icon is used to let you know a video tutorial is included in a specific section. The video
tutorial is part of this course.

TUTORIAL
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Getting Started



CHAPTER 1

Section 1: Getting Started

Founding Your Own Paranormal Group

Keep away from people who try to belittle your ambitions. Small people
always do that, but the really great make you feel that you too can become great.
— Mark Twain

Upon Completion of this Chapter, You Will Know: Course Page

There are no media files
for this chapter.

e How to develop your Team Mission, Vision, and Philosophy.
e How to name your group.

e How to create a group logo.

e The importance of training your team.

e How to fund or finance your team.

e  About team apparel.

e How to produce team ID Badges.

e How to obtain equipment for less.

e How to put together your own DVR system.

your own anomalous research group! While many people start out with the idea that it would be fun to
go “hunt” a few ghosts, you have grown past the amateur mindset; you desire to make a difference in
the paranormal community and the world.

Congratulations! You are among the few who have the attitude, determination, and tenacity to found

As you begin contemplating your new endeavor, there are myriad details that you will need to explore and
accomplish. This is why it is important to “dot your I’s, and cross your T’s” in the beginning, so to speak. This
way, things will be set up correctly so that they run as smoothly as possible. The very first place to begin is to
answer the “Why?” question: Why are you doing this and where are you going with it?

TEAM MISSION, VISION, AND PHILOSOPHY

If you took the ParaNexus Paranormal Investigator Certification Course (CPl), you had the opportunity to
ponder your own personal values regarding paranormal research and why you are doing it. Now, as a




CHAPTER 2

Section 1: Getting Started

Promoting Your Team

Next to doing the right thing, the most important thing is
to let people know you are doing the right thing.
John D. Rockefeller

Upon Completion of this Chapter, You Will Know: Course Page
e How to establish a team website. Chapter 2 Media
e Tips on website design and hosting. (Please See Course Page at

e  Methods of inter-team communication. www.ParaNexusAcademy.org)

e How to create a Team Members Area and forum.
Video Tutorials Included

e How to effectively use business cards and email signatures to help spread the ) .
word. in this Chapter:

e How writing articles can help spread the word.
e How to Set Up and Use an

e How to do a newsletter. g
FTP Client.

e How to get referrals from other paranormal research groups.

e How to get media exposure including newspapers and radio.

e How to create and distribute a podcast.

e How to start an Internet Radio Station.

e How to be a good radio guest.

e How public presentations can help your group to become better known.
e How to do live video broadcasts of your investigations.

team members. This chapter will expound on a variety of different methods to do just that. You may

not use them all, but they are all available to you. Finding cases and members can be expressed in

just one word: Exposure. | often liken marketing to going fishing; the more fishing rods that you put
in the water each loaded with different bait, the more success you’ll have in catching fish. Marketing is the
same way.

Q s with most things in life, you need to get the word out in order to find clients, investigations, and

PUBLIC WEBSITE

The most important method and tool you’ll need is a main website. This is an affordable means of letting
the world know about you and your new group.



Section 2
Effective Leadership



CHAPTER 3

Section 2: Effective Leadership

The Art of Leadership

Leaders make things possible. Exceptional leaders make them inevitable.
Lance Morrow, Journalist

Upon Completion of this Chapter, You Will Know: Course Page

e The difference between leadership and management. Chapter 3 Media
e 21 leadership mistakes Founders/Directors make. (Please See Course Page at
e Characteristics of good leadership. www.ParaNexusAcademy.org)

e The difference between an empowered and dissmpowered team culture.
Audio Supplements Included

e How to empower your team. . .
in this Chapter:

e Leadership as a Managed, Mismanaged, and Unmanaged Process.

e The differences between three common leadership styles. .
e Leadership

dedication and work. Being a Founder/Director is not for everyone, and | will not sugarcoat the

amount of time and effort you will spend tending to the myriad of details that need to be addressed—

especially in the beginning. | dare say that most of your team members will never quite appreciate just
how much time you invest into making your group run smoothly. But if you want something done right, you
need to put in the time and effort.

I eading a paranormal research team can be very rewarding, but it also takes an enormous amount of

As you read this section on leadership and all that it entails, you may be tempted to skim through it
lightly. Don’t. This is a full blown leadership course that applies to many areas of your personal and secular
life. Granted, it may not be the most exciting part of being a Founder/Director, but it is the most important.
Make the commitment to read it until you comprehend it, and as you do, think of how the information relates
to your own team.

Nothing is more important to the success of your group than effective leadership. The character of any
group is only as good as its Founder/Director. Effective leadership is about the last thing on the minds of
many group leaders, but it should be the first thing because without good leadership, your group will
eventually fail. Without good leadership, you will not be able to truly fulfill your Mission and you will
undoubtedly experience more negative team member issues than you want.

As a leader, you need to set high goals, objectives, and standards for yourself and your team. Never be
satisfied with the status quo! Think for yourself! Just because “that’s the way everyone else does it” doesn’t
mean you have to follow suit. Only do so if it seems to make good, rational sense. The paranormal field needs
people who can think in fresh and abstract ways. We are all searching for answers—not only to the nature of
anomalous phenomena—but, even more importantly, we are seeking to understand the human condition.




CHAPTER 4

Section 2: Effective Leadership

Managing Like a Leader

The conventional definition of management is getting work done through people,
but real management is developing people through work.
Agha Hasan Abedi

Upon Completion of this Chapter, You Will Know: Course Page
e Delegation Chapter 4 Media
0 Why delegation is important. (Please See Course Page at
o Why Founders/Directors don’t delegate. www.ParaNexusAcademy.org)

o How to delegate effectively.

o How to tell if you are a micro-manager.
e Time Management

0o How to manage your time.

o The Time Management Matrix.

Audio Supplements Included
in this Chapter:

o Barriers to time management. e Delegation
0 Making and Keeping Appointments. e Change
e Change

o Why people resist change.

0 How to help others embrace change.

o Entropy and why change is crucial to growth.
o  Goal-Setting

o0 How to effectively set goals.

0 The SMART method of setting goals.

0 The “Writing Your History in Advance” method of setting goals.
e  Problem-Solving/Solution-Finding

o Effective solution-finding techniques.

eadership involves a number of management duties. In this chapter, we will highlight effective

delegation techniques, time management, goal-setting, embracing change, and finding solutions to

problems. Regardless of whether you are managing employees or managing team members, the same

principles and techniques apply. Read the information and listen to the audios with your team in mind.
If your team is very small or if you don’t have any members yet, imagine how you will use these techniques
once your team expands.



CHAPTER 5

Section 2: Effective Leadership

The Art of Working with Human Nature

Work with human natureid on 6t f i ght i t. I f you fight human
—Doug Kelley

Upon Completion of this Chapter, You Will Know: Course Page

e 14 Traits of human nature that every leader must know. Chapter 5 Media

e  Your behavioral style. (Please See Course Page at

e Human needs and Maslow’s Hierarchy. www.ParaNexusAcademy.org)

e The secret of being a master motivator.
Audio Supplements Included

in this Chapter:
e  Master Motivator

e The first law of human nature.
e  Why understanding and working with human nature is important.

e The tiny seeds of negativity.

comprehend and respect the human condition. Founding and running a paranormal research group is

principally no different than running a business. You probably do not have paid employees, but you do
have volunteer team members. Whether paid or not, there are proper ways of dealing with people, and the
first place to start is in understanding human nature and motivations.

E ffective leadership is all about understanding and working with human nature. Furthermore, leaders

While this entire course is essentially about dealing with human nature, this chapter will explore and
summarize the most common aspects of human nature, and how you can use this knowledge to become a
master motivator and an effective leader. Moreover, this knowledge can be applied to just about any
situation. If you want to be a great leader, study human nature, and then work with it to the extent possible,
not against it. Working with human nature is so important and so diverse that varied aspects of it overlap
many different areas of leadership. This is why there is repetition of these points throughout this course and
especially in this chapter.

14 TRAITS OF HUMAN NATURE THAT EVERY LEADER MUST KNOW

Great leaders understand human nature, strive to continually learn more about it, and seek ways to work
along with it rather than fight against it. Following are some relevant aspects of human nature and how each
one applies in your team environment. While the following is not an exhaustive discussion of these traits, it

nat u



CHAPTER 6

Section 2: Effective Leadership

Personal Leadership and the Art of Relationships

Before we can have a successful relationship with anyone,
we first need a perfect personal relationship.
Russ Von Hoelscher

Upon Completion of this Chapter, You Will Know: Course Page

e The Life Leadership Paragon and personal leadership. Chapter 6 Media
e Three Universal Laws of personal responsibility. (Please See Course Page at
e  Why personal leadership is important to team leadership. www.ParaNexusAcademy.org)

e The correlation between Leadership and relationships.
Audio Supplements Included

in this Chapter:
e  Self-Acceptance
e  Self-Responsibility

e How to maintain healthy team relationships using the Two Most Important
Relationship Questions.

e 10 Principles of Empowered Relationships.

e  Respect for Free Will
e Self-Completeness

e The Two Most Important
Relationship Questions

Certification Course (CPl). It explored the vital connection between one’s self-concept and paranormal

investigation. The Life Leadership Paragon is a fundamental philosophy and can be applied to all aspects of

life, including leading a paranormal research team. For this reason plus the fact that some may have not
taken the CPI Course, the Life Leadership Paragon is also discussed in this course with an emphasis on
leadership, in fact, personal leadership is the first place to start in becoming an effective team leader. Even
if this section is a repeat for you, read it carefully because it is not entirely the same as presented in the CPI
Course; the application is on leadership. Additionally, | have included several audios in this course that
underscore and enhance the printed material.

T he Life Leadership Paragon was discussed at length in chapter 3 of the ParaNexus Paranormal Investigator

THE FIRST STEP TO LEADERSHIP—THE LIFE LEADERSHIP PARAGON™

As a human development Speaker, Trainer, Author, and Life Coach, | believe | bring a unique perspective
to the paranormal field. Over the years, | have trained tens of thousands of people in assertive leadership
techniques, people skills, and healthy personal and professional relationship skills. | have also coached
hundreds



CHAPTER 7

Section 2: Effective Leadership

Communicating Like a Leader

Communication leads to community, that is, to understanding, intimacy and mutual valuing.
Rollo May, American Existential Psychologist

Upon Completion of this Chapter, You Will Know: Course Page

e Basic and advanced communication. Chapter 7 Media

e The role that words, voice tone, and body language play in communication. (Please See Course Page at
o . . www.ParaNexusAcademy.org)
o Effective listening skills.

e Assertive communication skills. .
Audio Supplements Included

e How to use word softeners. . .
in this Chapter:

e The power of using questions.

e How to improve written communication. L
. i e Communication

e How to improve your people skills.

e How to enhance your email communication.

e Tips on public speaking.

Communication will either make or break your group. In fact, of all the existing leadership skills,

communication is number one. Poor communication will strain relationships, and lack of
communication will kill them. Lack of communication is the primary reason for most mistakes, frustrations,
and failures.

G ood communication skills are without a doubt the most important skills a leader can possess.

Communication is almost more of an art than a science and many good techniques will be explored in this
chapter. People skills are largely good communication skills combined with being personable and down-to-
earth. It is no secret that those who have excellent communication and people skills tend to be more
successful. Therefore, study this chapter thoroughly until you have mastered the concepts in your mind and in
your life because communication is that important!

BASIC COMMUNICATION SKILLS

Most people know that when a message is sent, there is a sender and a receiver. But what
many don’t realize is that when a sender sends a message, he or she encodes that message based 1 )))
on previous life experience. Likewise, when the receiver receives the message, he or she decodes
that message based on previous life experience.




CHAPTER 8

Section 2: Effective Leadership

Screening and Interviewing Prospective Members

Look for people who will aim for the remarkable, who will not settle for the routine.
David Ogilvy

Upon Completion of this Chapter, You Will Know: Course Page

e How many members to have on your team. There are no media files for
e How to determine membership requirements. this chapter.
e  Why position descriptions are important and how to write them.

e  Why certification, dues, and community service might be important
requirements.

e How the application and pre-screening process works.
e Legal and liability considerations.

e How to do background checks.

¢ How to conduct an effective interview.

e Three primary interview questions.

e Effective interview techniques and questions.

e Interview red flags.

e How to choose the right member.

e Probationary periods.

e How to decline an applicant.

members you choose says a lot about your group and you, and your clients will definitely notice.
Choosing members who present a professional image goes a long way in reassuring your clients that
they made the right choice.

J ust as with any business, having the right team members can make or break your group. The quality of

The quality of team member you choose will also determine the amount of inter-team issues and problems
you’ll experience. Poorly chosen team members will cause you unnecessary stress as well as cost you time
and money. In addition, they can decimate morale and the team spirit as well as upset clients. Disruptive
members can create divisions by gossiping and back-biting that often serves to polarize other members of
your team. Negative members will suck the life energy right out of your group. All of this takes time for you



CHAPTER 9

Section 2: Effective Leadership

Training and Coaching Your Team

The greatest good you can do for another is not just share your riches,
but reveal to them their own.
—Disraeli

Upon Completion of this Chapter, You Will Know: Course Page

e How to embrace your own personal growth. Chapter 9 Media
e How to raise the Personal Net Asset Value of yourself and your team. (Please See Course Page at
e Elements of an effective team. www.ParaNexusAcademy.org)

e The differences between teams and groups.
Audio Supplements Included

e How to train your team. . .
in this Chapter:

e How to coach your team.

e The importance of coaching and feedback sessions.
. . . . e 3 Keys to Personal
e The Ownership Attitude vs. the Entitlement Attitude. Development

e How to conduct team member performance reviews.

ne of the primary roles you play as a leader and Founder/Director is to train and coach
your team members. This chapter discusses general coaching and training techniques )
while the next chapter will discuss specific difficult behaviors and discipline issues.

Continuing education should be a part of your team culture. If you don’t train your team, it
will be very difficult for them to work together cohesively. On the other hand, effective training will make
you and your group stand apart and will enable you to be far more proficient in your research and on your
investigations. Remember, leaders replicate themselves and they do this by training and coaching.

However, in order to be an effective trainer and coach, you need to make sure that you train and develop
yourself first. What are you doing to develop you? | love the advice | picked up somewhere along the line to
“spend 15 minutes each day learning something new.” Fifteen minutes is not a long time; it makes learning
and development simple, and if it is simple, we are more likely to do it.

As a Founder/Director, can you spend 15 minutes a day learning something new in the field of anomalous
research? Or 15 minutes a day learning about how to be a better leader (as you are right now)? Or 15 minutes
a day learning about something else that will help you to be a better, more knowledgeable researcher and
investigator?




CHAPTER 10

Section 2: Effective Leadership

Managing Poor Performance and Difficult Behavior

Difficult people have been trained and taught to act the way they do since they were children. In fact,
they have been rewarded for their negative behavior throughout their entire lives. Difficult behavior
worked for them as children, and more importantly, it continues to work for them as adults.

Connie Podesta

Upon Completion of this Chapter, You Will Know: Course Page

e  Four reasons for poor performance. Chapter 10 Media

e The importance of embracing the differences in people. (Please See Course Page at
e  Steps for progressive discipline. www.ParaNexusAcademy.org)
e  About sexual harassment on a paranormal research team.

e The relationship between boundaries and difficult behavior.

e 16 Powerful Assertive Confrontation and Discipline Techniques for Leaders.

Audio Supplements Included
in this Chapter:
e Boundaries Part 1 (Podcast

e  When to dismiss members. 7)
e  How to dismiss members. e  Boundaries Part 2 (Podcast
8)

Video Supplements Included
in this Chapter:
e Don’t Catch the Ball

effectiveness of your group. Healthy relationships require healthy people. As the Founder/Director of

your team, you set the bar as to how the rest of your team will interact with each other. They will follow
your example—good or bad. By embracing the leadership techniques and people skills contained in this
course, you will set a healthy standard for your members to follow.

I nter-team relationships are extremely important and will affect the quality, professionalism, and

However, problems with team members will arise from time to time even with the best of leaders. These
problems may be between team members, related to performance, or both. When problems do arise, you as
the Founder/Director are the one who will need to deal with them. This chapter discusses many advanced
coaching and discipline techniques that will help you to deal assertively with team members who present a
problem. As you study these techniques, try to visualize how you might use them with your own team
members. You may not be placed in a position to use them all, but you should familiarize yourself with them
because
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Section 2: Effective Leadership

Managing Colleague Relationships,
Skepticism, and Criticism

The possibility that we may fail in the struggle ought not to deter
us from the support of a cause we believe to be just.
—Abraham Lincoln

Upon Completion of this Chapter, You Will Know: Course Page

e The importance of avoiding a competitive approach and infighting.
e  The nature of skepticism. There are no media files
e The relationship between belief and disbelief. for this chapter.

e How to view hard-core skeptics and naysayers.

e are certainly not alone in our search for answers to life’s mysteries. Since the turn of the 21%

century, many more people have joined the search in one fashion or another, undoubtedly due to

increased exposure from television programs and Hollywood. Unfortunately, these new groups have

had little in the area of quality training until recently and have essentially learned from watching
dramatic TV shows designed for entertainment value and not serious research. The result has been individuals
attracted to the field for exactly the same thing they watched on TV—thrills and entertainment. Rather than
going beyond television, many have patterned themselves and their approach after reality-based television
research groups complete with inner-team bickering and fault-finding.

In like manner, far too many of these new groups began to compete with one another for territory and
cases in true “high school” fashion and still do to this day. Across the hauntings segment of the paranormal
field, the result has been a mass of untrained and unprepared adults who haven’t figured out how to leave
childish high school antics in the past. In my opinion, they have done far more harm to the credibility of
serious researchers in the public eye than any other segment of the paranormal field. Rather than performing
competent, professional, and scientific research, they “hunt ghosts,” and as a result, they have also done
harm to the clients they profess to help by suggesting mythical and religiously-based causes to paranormal
events (such as demons). In some instances, they have literally scared the hell out of some clients.’

1Ad mittedly, | do not have anghdi gnhe notpailniitoyn, obfutt hle afil gshoo sktn ohwu ntthier e i s |
and educate those groups who are willing to learn. This having been said, | do accept and respect the different approaches an d methods

that other serious groups may use so long as those methods do no harm. Even thoughsomeone el seds approach may di ff
respect good research.
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Section 3: Clients and Records

Managing Client Relationships

The customer is [NOT] always right.
Based on a quote by Marshall Field

Upon Completion of this Chapter, You Will Know: Course Page
¢ How to determine acceptable cases. There are no media files
e The importance of client communication. for this chapter.

e About client confidentiality and liability release.
e Tips on interviewing clients.
e Tips on coaching clients.

nature and many of the communication techniques we have discussed so far also apply to client
interaction. While a discussion of advanced interviewing and coaching techniques is beyond the scope
of this course, there are several areas of client interaction worth considering.

I adership also involves interacting and handling clients effectively. The same principles of human

The first area to consider is that of acceptable cases. You must determine what type of cases you are
willing to accept. The ParaNexus Paranormal Investigator Certification Course gave a synopsis on acceptable
cases:

e In the instance of a private residence/office, our services must be needed and we must believe that
we can help in some way.

e Our investigations must be win-win (mutually beneficial). Investigations for clients who are just
curious will be at the discretion of the Founder/Director.

¢ We politely decline cases where the client's mental and/or emotional stability is in question.

e Onsite, we will not continue an investigation if we question the client’s mental and/or emotional
stability. We will politely refer them to other trained professionals as appropriate.

e We decline cases in which we believe the client is simply seeking publicity, monetary gain, or a setup
for skeptics to debunk.

Use the initial phone interview to weed out any suspicious cases and decline the ones that are not win-win
and/or involve someone of questionable mental stability.
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Section 3: Clients and Records

Record Keeping and Storing Evidence

Upon Completion of this Chapter, You Will Know: Course Page

e How to create personnel files. There are no media files
e How to create, store, and file evidence and case data. for this chapter.

being what it is, record keeping often gets put on the back burner for that one special day in the

future when we can get to it. Unfortunately, that special day never comes and we end up with
investigation data scattered everywhere from our desk to our computer which makes it all but impossible to
find when we need it. Case data that is disorganized is of no value to anyone.

K eeping good records is obviously important to remaining well organized. However, human nature

Since it is human nature to take the path of least resistance as well as to put things off, | recommend
making your record keeping system simple and less time-consuming. A little simplicity combined with a little
self-discipline will help you to properly store your case data.

Before | discuss specifics, | recommend that you keep both hard copy and computer records of personnel
and case files. This way, you have a backup should you lose on or the other. | use an external hard drive to
save all data related to members and cases.

PERSONNEL FILES

Maintaining records for your members is rather easy. If you use a membership application form in MS Word
format, all you have to do is print it out and create a physical member file folder to drop it in. | would
recommend adding the member’s picture to the membership application before you print it. When you do
performance reviews, simply drop those into the member’s file as well. Any significant email correspondence
should also be printed and filed. Store your personnel files in a file cabinet or file box. Easy.

CASE FILES AND DATA

As with personnel files, create a file folder for your cases both physically as well as on your computer.
Keep copies in both places. To store case reports and data in a physical file folder, simply burn all files to a
CD or DVD as the case may warrant. DVDs will hold much more data than CDs. Therefore, if you have a lot of
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Section 4: Completing the Foundation of Your Team

Developing Your Standards & Protocols

Upon Completion of this Chapter, You Will Know: Course Page

e How to develop and create your SOP. There are no media files

for this chapter.

have covered a wealth of excellent leadership material for you to take into consideration which is

Q s we near the finish of this course, it is now time to develop your Standards and Protocols (SOP'). We

why we are considering this topic last. Developing your own SOP is crucial to getting your group off
to a healthy start. Please do not skip this part, because your SOP serves as the foundation of your team. If
you already have an SOP, please review it in the light of this course.

To begin, take some time to carefully study the sample SOP in Appendix F. You are welcome to use it as a
starting point and change or structure it as you see fit. As you consider each section, go back and review the
respective area of this course to determine what you might modify. For example:

o Go back to Chapter 1 and refresh your memory concerning your:

(0]

0
0
0

0

(0]

Mission and Vision statements.
Approach.
Philosophy.

Share Values. If you currently have members, | would recommend that you involve them in
creating your Shared Values. If so, give them a template of your own values to use as a starting
point. Remember, if you involve your members, they will tend to buy-in.

Types of phenomena you will investigate.

Contributions you will strive to make to the field.

e Create necessary positions and position descriptions for your team (Chapter 8).

e Create your Organizational Chart. Use the example in the SOP as a basis.

o Finalize your membership application (Chapter 8).

! Standard Operating Procedure.
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Section 4: Completing the Foundation of Your Team

Greatness to Deliver

"Whoever renders service to many puts himself in line for greatnessii great wealth,
great return, great satisfaction, great reputation, and great joy."
—Jim Rohn

1999, said that he “had greatness to deliver.” That comment started me thinking. How many of us would have

Greatness to Deliver if we could only lose the behaviors that limit us? This is why | have spent a lot of time
discussing the importance of personal development both in this course as well as in the CPI Course. Some who have
taken the CPI course couldn’t quite fathom the importance of the personal development aspect (and subsequently let
me know). Unfortunately, these folks could not wrap their heads around the fact that being an effect researcher starts
first with how we view ourselves, not with how to operate equipment. If we don’t possess a healthy self-concept and
self-completeness, we subject ourselves—no, we enslave ourselves—to the opinions of others including common
preconceived notions that many carry into paranormal research. Even more than that, we lose ourselves into the
identities of those who enslave us. This is why it is so important to think for yourself and to avoid comparing yourself
with anyone else. Each one of us is valuable and unique, and each one of us has the right to be who we are without
judgment from others. Indeed, true leaders embody Greatness in self-actualization and self-completeness.

B ritish columnist David Thompson, speaking about the late film director Stanley Kubrick just after his passing in

Grolier's definition of "greatness” is: "Remarkable or outstanding in magnitude, degree, or extent; Superior in quality
or character; noble.” Every now and then, someone steps up to the plate and delivers true Greatness to the world.
Scores of notable men and women, past and present, have Delivered Greatness every day of their lives. Some have
discovered medicines that cure diseases and prolong life (Alexander Fleming, discovered penicillin in 1928 quite by
accident and Delivered Greatness to the world); some have organized the feeding of the hungry; others have helped
the less fortunate. Many have given back in more ways than is possible to enumerate and have consequently Delivered
Greatness.

In my book, The Game Rules for Life,® | discussed 12 common characteristics found among those who have
Greatness to Deliver which we can emulate in our own life. Consider those characteristics of Greatness as adapted to
leading a paranormal research team, and as you do, ponder how you can Deliver Greatness to humanity through
seeking answers to the mysteries of life and the Universe.

1. Greatness Comes From Within, Not From Without. Many people have attained great achievements, but does
that make them great people? Not necessarily. Greatness comes from who we are inside. To do great things for
the outside world, we must first do great things in our inside world. This inner Greatness then impels us on to
do great things outside of ourselves.

2. Great People Have Mastered Themselves. They have total self-control. They do not allow others to provoke
them to behaving in ways contrary to their convictions. They know who they are, and why they are who they
are. First century Roman slave, Epictetus, said it well: "No man is free who is not master of himself.” Another
person of Greatness wrote: "He who knows much about others may be learned, but he who understands himself
is more intelligent. He who controls others may be powerful, but he who has mastered himself is mightier still"
(Unknown).

3 Published in 2000, www.LifeLeadershiplnstitute.org.
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