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SESSION 
OBJECTIVE 

To enable participants to attain a level of self-awareness that empowers 
them to handle difficult situations. 

LIFE SKILLS 

 

Self–Awareness - Making choices – Dealing with difficult situations 

SESSION SET UP 

 

 

 

 

 

 

This session consists of four activities: 

Activity Title Method Time 

Activity 1 What is self -
awareness? 

Individual 
exercise 

50 minutes 

Activity 2 The Johari Window to 
Self 

Group exercise 40 minutes 

Activity 3 How to develop and 
increase self- 
awareness? 

Group exercise 30 minutes 

Activity 4 How is self-efficacy 
developed? 

Group exercise 30 minutes 

Evaluation  Individual 
exercise 

15 minutes 

SESSION 
DURATION 

  165 minutes 

 

 

 

 

 

 

LEARNING GOALS 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION  

 

 

At the end of this session, the participants are able to: 

 

SELF- AWARENESS 
1.0 SESSION 1 - SELF- AWARENESS      
   

“Knowing yourself is the beginning of all wisdom” 

Aristotle 
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KNOWLEDGE Explain the impact of self -awareness on a person;  

Describe the Johari Window to Self- Awareness;   

Explain the components of self-awareness. 

SKILL How to develop and increase self -awareness; identify 
barriers to self-awareness; 

ATTITUDE Voluntarily assess their own self - awareness. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a story that 
discusses self- awareness. 

 

 

MATERIAL  

• Flip chart paper and markers. 

• Blank paper 

• Self-analysis assessment questions. 

• Diagram of the Johari Window to Self- Awareness. 

 

 

 

 

 
Information for the life coach: 
 

• Check if the participants need help in identifying where they are on the Johari 

Window to self- Awareness.  

• Give advice and support where necessary. 
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1.1 INFORMATION ON THE SESSION 
 

 

ACTIVITY 1: DEFINITION OF SELF- AWARENESS 

     

 

  

 

 

 

DEFINITION OF SELF AWARENESS 

 

Self-Awareness is having a clear perception of your personality, including strengths, 

weaknesses, thoughts, beliefs, motivation, and emotions. 

 

SELF AWARENESS IS ABOUT KNOWING AND UNDERSTANDING: 

• Your beliefs and principles  

• What you value and what is important to you  

• What motivates you  

• Your own emotions  

• Your thinking patterns  

• Your tendencies to react to certain situations  

• What you want out of life  

• How others view you  
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Activity 2:  THE JOHARI WINDOW MODEL 
 

 
 

 

The Johari Window Model is one of the few tools out there that has an emphasis on “soft 
skills” such as behaviour, empathy, co-operation, inter group development and interpersonal 
development. 

It’s a great model to use because of its simplicity and also because it can be applied in a 
variety of situations and environments. 

 

Let participants test themselves on the Johari Window Model. 

 

COMPONENTS OF SELF AWARENESS 
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• Self -Concept;  

 The view a person holds about oneself, i.e. what kind of person are you 
physically, spirituality, socially, and morally.  

• Self Esteem;  

 A belief of one’s own worth based on an overall evaluation.  

• Self- Efficacy;  

 An individual’s belief about the likelihood of successfully completing a specific 
task.  

 

SELF ANALYSIS/ASSESSMENT 

• Look at Your Self Honestly/Objectively  

 What skills or abilities do I have?  

 What are my merits/What are the things I am good at (strengths)?  

 What are my weaknesses?  

 What are my hobbies?  

 How do I get along with my friends/families/classmates/co-workers? 

 What is my personality?   

 What goals to set (short-term and long term)   

 

 

Activity 3:  HOW TO DEVELOP AND INCREASE SELF- AWARENESS 

 

• Conduct your self-assessment by looking at yourself objectively.  

• Based on the results of your self-assessment write down your goals, plans, and 
priorities.  

• Keep a journal. 

• Perform daily self-reflection. 
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• Ask trusted family members and friends to provide you with feedback. 

• Engage in new activities or take on new challenges. 

 

BARRIERS TO SELF AWARENESS 

 

EGOISM 

 

• The habit of valuing everything only in reference to one's personal interest; 

selfishness.  

• Fear of Change/Trying Something New  

• Lack of Interaction  

 

SELF- EFFICACY 

• Self-efficacy, or your belief in your own abilities to deal with various situations, can 

play a role in not only how you feel about yourself, but whether or not you 

successfully achieve your goals in life. 

• In other words, self-efficacy is a person’s belief in his or her ability to succeed in a 

particular situation.  

• Well known social psychologist Albert Bandura described these beliefs as 

determinants of how people think, behave, and feel. 

 

PEOPLE WITH A STRONG SENSE OF SELF EFFICACY 

 

• View challenging task as something to be mastered  

• Develop deeper interest in the activities in which they participate  

• Form a stronger sense of commitment to their interest and activities  

• Recover quickly form setbacks and disappointments  
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PEOPLE WITH A WEAK/LOW SENSE OF SELF EFFICACY 

• Avoid Challenging Task  

• Believes that difficult task and situations are beyond their capabilities  

• Focus on personal feelings and negative outcomes  

• Quickly lose confidence in personal Abilities 

 

Activity 4:  HOW IS SELF EFFICACY DEVELOPED? 

Discussion - “How is self-efficacy developed?”  

Which one of these elements in the diagram/matrix do I consider most used by me in my 

quest to develop myself/self-efficacy and state at least one reason why I think so? 
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1.2 SESSION OUTLINE 
 

 

ACTIVITY 1 

 

 

Start the session with explaining briefly what this session will be 
about. 
 

What is self – awareness?                                             50 minutes 
• Ask the participants to share in their own words their definition of 

self -awareness. 

• Ask two (2) volunteers to stand in front of the classroom and share 
their definition. 

• Thank the volunteers for their help. 

• Explain to the participants your definition of self- awareness. 

• Ask the participants what their thoughts are on the definition shared. 

• Explain the components of self- awareness to participants.  

• Ask participants to conduct a self-analysis / assessment of themselves. 

(Appendix A) 

 

 

ACTIVITY 2 

 

 

 

 

   The Johari Window to Self- Awareness              40 minutes 
• Show the participants the Johari Window to self. 

• Explain the meaning of each quadrant. 

• Ask the participants to test themselves on the Johari Window to self 

(Appendix B) 

 

 

ACTIVITY 3 How to develop and increase self- awareness            30 minutes 
• Divide the participants in groups of 4 or 5 and ask them to share 

their assessment of themselves, if they are comfortable sharing. 
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• Tell the participants that based on the results of their self-
assessment to write down their goals, plans, and priorities. 

• Tell the participants to start a journal. 

• Explain to the participants the importance of performing a daily 
self-reflection. 

• Tell participants to ask trusted family members and friends to 
provide them with feedback. 

• Encourage participants to engage in new activities or take on new 
challenges. 

 

ACTIVITY 4   

                      

   How is self-efficacy developed?                       30 minutes 

• Tell participants that you will now discuss how self-efficacy is 
developed. 
 

• Divide the participants in groups of 4 or 5 and ask them to discuss 
self- efficacy and the ways it can be developed. 
 

• Tell participants to make notes of the different ways self- efficacy 
can be developed. 
 

• Encourage participants to challenge themselves to increase their 
level of self- efficacy. 
 

 

 

 

EVALUATION Evaluation and reflection                                15 minutes 
• To conclude, say: “In session 1 – Self -Awareness, you learnt the 

definition of self-awareness and discovered your level of self – 
awareness. You also learned how you can possibly develop and 
increase self-awareness and the barriers of it. Keep practicing using the 
various techniques shared. You can discuss the challenges that you 
might experience with your coach.” 
 

• Tell the participants that as their facilitator you are also willing to 
answer their questions. 
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• Ask the participants to answer the questions: What did you learn about 
yourself through these exercises? Which strategy for developing self- 
awareness would you use in a difficult situation? 
  

• Ask the participants to think about a difficult situation, use self-
awareness to overcome the situation.  Have them write down their 
reactions and the results of becoming aware of self. They can share this 
with their friends or their coach/mentor/facilitator at a later point in 
time, if they wish to do so. 
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SESSION 
OBJECTIVE 

To approach every situation or circumstance as an opportunity for growth 
and development. 

LIFE SKILLS 

 

Leadership –     Identifying your leadership style 

SESSION SET UP 

 

 

 

 

 

 

This session consists of four activities: 

Activity Title Method Time 

Activity 1 What is Leadership? Group exercise 30 minutes 

Activity 2 Qualities of a leader 
and the meaning of 
leadership  

Group exercise 30 minutes 

Activity 3 What are the different 
types of Leadership 
styles? 

Group exercise 40 minutes 

Activity 4 The difference 
between leadership 
and management 

Group exercise 30 minutes 

Evaluation  Individual 
exercise 

45 minutes 

SESSION 
DURATION 

  175 minutes 

 

               

 

 

LEARNING GOALS 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

At the end of this session, the participants are able to: 

 LEADERSHIP 
2.0 SESSION - LEADERSHIP 
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KNOWLEDGE Understand the definition of leadership, its functions 
and various leadership styles; 

Understand how leaders develop and the qualities of a 
good leader;   

Understand the difference between leadership and 
management. 

SKILL Identify their leadership style and key leadership 
functions. 

ATTITUDE Understanding the power of effective leadership. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a story about a 
day in the life of a person, in which he/she goes through challenges 
leading a team. 

 

MATERIAL  

• Flip chart paper and markers 

 

 

 
Information for the life coach: 
 

• Check if the participants need help in understanding the difference between 

leadership and management. 

• Check to ensure that participants can accurately identify their leadership style.  

• Give advice and support where necessary. 
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2.1 INFORMATION ON THE SESSION 
 

WHAT IS LEADERSHIP? 

DEFINITION OF LEADERSHIP   

• The ability to influence a group toward the achievement of goals” 

Robbins & Coulter (1999) 

 

Can anyone be a leader? YES!! 

 

What is Leadership? 

■ The dictionary definition of Leadership is quite simply: 

The action of leading a group of people or an organization 

Class discussion on the three quotes below give views. 

Peter Drucker (one of the most influential thinkers on management):  "the only definition of a 

leader is someone who has followers” 

■ Really? This is so simplistic as to be dangerous. A new army captain is put in the command of 

200 soldiers. He never leaves his room, or utters a word to the men and women in his unit. 

Perhaps routine orders are given through a lower ranking officer. By default, his troops have 

to “follow” orders. Is the captain really a leader? Commander yes, leader no. Drucker is of 

course a brilliant thinker of modern business but in my view his definition of leader is too 

simple. 

Bill Gates (the second richest man): "as we look ahead into the next century, leaders will be 

those who empower others." 

■ This definition includes “others” and empowerment is a good thing. But to what end? Gates’ 

definition lacks the parts about goal or vision. 
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John Maxwell (American author with a prime focus on the topic leadership): "leadership is 

influence - nothing more, nothing less." 

■ A thief with a gun has “influence” over his victim. A manager has the power to fire team 

members which provides a lot of influence. But does this influence make a thief or a manager 

a leader? Maxwell’s definition omits the source of influence. 

KEY LEADERSHIP FUNCTIONS 

• Drive the group to complete tasks (motivate) 

• Build and Maintain the group (manage conflict) 

• Develop the individual 

QUALITIES OF A GOOD LEADER 

Are Leaders Born or Created? 

Leadership Qualities 

■ What qualities do you think a good leader should have? 

■ Although there are lists and definitions of what qualities are required to be good leader these 

are the ones that I find to be the most important.   

 

 



17 
 

■ One thing to consider is that strategic leadership is different for everyone. How your 
leadership characteristics manifest depends on the culture and existing frameworks, as well 
as your individual skills.  

■ As a leader it is important to always try to improve yourself and always having a willingness 
to learn.  

■ NEVER consider yourself as Mr. or Ms. Know it all. 

 

Qualities of a leader 

• Honesty & Integrity 

• Trustworthy  

• Determination – Initiative & perseverance 

• Humility – modesty; with focus on collective rather than personal recognition/achievement 

• Competence & Initiative 

• Sense of responsibility & Forward-looking 

• Good Listener  

 

 

HOW EFFECTIVE LEADERS MOTIVATE TEAMS 

 

• Work with members to understand their motivational /satisfaction needs 

• Effectively manage conflict and difficulties 

• Regularly review with the team the how of team work 

• Regularly review and reinforce the team purpose and objectives 
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WHAT ARE THE DIFFERENT TYPES OF LEADERSHIP STYLES? 

Leadership Styles 

■ A leadership style refers to a leader's characteristic behaviors when directing, motivating, 

guiding, and managing groups of people.  

■ Great leaders can motivate others to perform, create, and innovate. 

 

Types of Leadership Styles 

Democratic leadership 

■ Autocratic leadership 

■ Laissez-faire leadership 

■ Servant leadership 

■ Transformational leadership 

■ Transactional leadership 

■ Coach-style leadership 

■ Bureaucratic leadership 

 

Autocratic 

■ Also called the authoritarian style of leadership, this type of leader is someone who is focused 

almost entirely on results and efficiency. They often make decisions alone or with a small, 

trusted group and expect employees to do exactly what they’re asked.  
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■ This leadership style can be useful in organizations with strict guidelines or compliance-heavy 

industries. Authoritarian leadership is best applied to situations where there is little time for 

group decision-making or where the leader is the most knowledgeable member of the group.  

■ The autocratic approach can be a good one when the situation calls for rapid decisions and 

decisive actions.  

■ It can also be beneficial when used with employees who need a great deal of supervision—

such as those with little to no experience.  

■ However, this leadership style can stifle creativity and make employees feel confined. It tends 

to create dysfunctional and even hostile environments, often pitting followers against the 

domineering leader. 

 

Laissez-faire or hands-off 

■ This leadership style is the opposite of the autocratic leadership type, focusing mostly on 

delegating many tasks to team members and providing little to no supervision. Because a 

laissez-faire leader does not spend their time intensely managing employees, they often have 

more time to dedicate to other projects. 

■ Managers may adopt this leadership style when all team members are highly experienced, 

well-trained and require little oversight.  

■ However, it can also cause a dip in productivity if employees are confused about their leader’s 

expectations, or if some team members need consistent motivation and boundaries to work 

well. 

■ It often results in groups that lacked direction where members blamed each other for mistakes, 

refused to accept personal responsibility, and produced a lack of progress and work.  

 

 



20 
 

Democratic 

■ The democratic leadership style (also called the participative style) is a combination of the 

autocratic and laissez-faire types of leaders.  

■ A democratic leader is someone who asks for input and considers feedback from their team 

before making a decision. Group members feel engaged in the process and are more motivated 

and creative.  

■ Because team members feel their voice is heard and their contributions matter, a democratic 

leadership style is often credited with fostering higher levels of employee engagement and 

workplace satisfaction. 

■ Democratic leaders tend to make followers feel like they are an important part of the team, 

which helps foster commitment to the goals of the group. 

 

Servant 

■ Servant leaders live by a people-first mindset and believe that when team members feel 

personally and professionally fulfilled, they’re more effective and more likely to produce great 

work regularly. Because of their emphasis on employee satisfaction and collaboration, they 

tend to achieve higher levels of respect. 

■ A servant leader is an excellent leadership style for organizations of any industry and size but 

is especially prevalent within nonprofits. These types of leaders are exceptionally skilled in 

building employee morale and helping people re-engage with their work. 

 

Coach 

■ A coaching leader is someone who can quickly recognize their team members’ strengths, 

weaknesses and motivations to help each individual improve. This type of leader often assists 

team members in setting smart goals and then provides regular feedback with challenging 

https://www.indeed.com/career-advice/career-development/smart-goals
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projects to promote growth. They’re skilled in setting clear expectations and creating a 

positive, motivating environment. 

■ The coach leadership style is one of the most advantageous for employers as well as the 

employees they manage. Unfortunately, it’s often also one of the most underutilized styles—

largely because it can be more time-intensive than other types of leadership. 

 

Transformational 

■ The transformational leadership style is similar to the coach style in that it focuses on clear 

communication, goal-setting and employee motivation. However, instead of placing the 

majority of the energy into each employee’s individual goals, the transformational leader is 

driven by a commitment to organization objectives. 

■ Because these types of leaders spend much of their time on the big picture, this style of leading 

is best for teams that can handle many delegated tasks without constant supervision. 

■ Research has revealed that this style of leadership resulted in higher performance and more 

improved group satisfaction than other leadership styles.  One study also found that 

transformational leadership led to improved well-being among group members. 

 

Transactional 

■ A transactional leader is someone who is extremely focused on performance, under this 

leadership style, the manager establishes predetermined incentives—usually in the form of 

monetary reward for success and disciplinary action for failure.  

■ While this type of leadership style is great for organizations or teams tasked with hitting 

specific goals, such as sales and revenue and Group members may be motivated to perform 

well to receive rewards but one of the biggest downsides is that the transactional style tends 

to stifle creativity and out-of-the-box thinking. 
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Bureaucratic 

■ Bureaucratic leaders are similar to autocratic leaders in that they expect their team members 

to follow the rules and procedures precisely as written. 

■ The bureaucratic leadership style focuses on fixed duties within a hierarchy where each 

employee has a set list of responsibilities, and there is little need for collaboration and 

creativity.  

Although there a different leadership styles, a great leader is one that assesses the situation and uses 

that uses the right leadership style at that given time. Therefore, using a combination of the different 

styles will produce the best results.  

 

THE DIFFERENCE BETWEEN LEADERSHIP AND MANAGEMENT 

Is Management and Leadership different? 

 

■ Leadership is a quality of influencing people, so that the objectives are attained willingly and 
enthusiastically.  

■ Management is a discipline of managing things in the best possible manner. It is the art or 
skill of getting the work done through and with others.  

■ According to Peter Drucker: “management is doing things right; leadership is doing the 
right thing” 

■ But I would insert the word good before management and leadership. 

Two major differences between leadership and management, is management is for formal and 
organized group of people only, whereas leadership is for both formal and informal groups.  

 

■ Not every leader is a manager and not ever manager is a leader. 
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Leadership has nothing to do with seniority or one’s position in the hierarchy of a company.  

■ Many of us refer to leadership as the senior most executives in a government or organization. 
They are just that, senior executives. Leadership doesn’t automatically happen when you reach 
a certain position pay grade. Hopefully you find it there, but there are no guarantees. 

Leadership has nothing to do with titles. 

■  Similar to the previous point, just because you have a certain title, doesn’t automatically make 
you a “leader.” You don’t need a title to lead. In fact, you can be a leader in your place of 
worship, your neighborhood, in your family, all without having a title. 

Leadership has nothing to do with personal attributes.  

■ Say the word “leader” and most people think of a domineering, take-charge charismatic 
individual.  

■ But leadership isn’t an adjective. We don’t need extroverted charismatic traits to practice 
leadership. And those with charisma don’t automatically lead. 

Leadership isn’t management.  

■ This is the big one. Leadership and management are not synonymous.   

■ Managers need to plan, measure, monitor, coordinate, solve, hire, fire, and so many other 
things.  

■ Typically, managers manage things.  Leaders lead people. 

 

Key Aspects of Leadership 

■ Leadership stems from social influence, not authority or power. 

■ Leadership requires others. 

■ Personality traits, attributes, or even a title don’t necessarily make a leader; there are many 
styles, many paths, to effective leadership. 

■ There must be a goal, not influence with no intended outcome. 

■ So even though the definitions of leadership may vary, it is in essence the process or ability to 
influence others to achieve a goal through the maximization of their efforts. 
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Key differences between leadership and management 

 

■ The major difference between leadership and management are: 

■ Leadership is visionary through influencing and inspiring persons within an organization. 

Whereas management is implementing policies and procedures to deliver results within an 

organization. 

■ Leadership requires trust of the team, unlike management, which needs control over its team. 

■ Leadership demands long term, strategic thinking (foresight), unlike management which has 

a short range vision. 

■ In leadership, principles and guidelines are established, whereas, in the case of management, 

policies and procedures are implemented. 

■ Leadership is proactive. Conversely, management is reactive in nature. 

■ Leadership brings change. On the other hand, Management brings stability. 

■ Recognize that not all leaders are good managers and not all managers are good leaders.  

Leaders and managers are both important and play significant roles in achieving the vision. 

■  Therefore, it is important to recognize your strengths and know that one size does not fit all. 

Each person has their own style and own way of doing things, however the most important 

thing is to work together as a team, recognizing unity through diversity to achieve a common 

goal.  

Remember 

■ EVERYONE HAS THE POTENTIAL TO BE A LEADER.  It is within all of us.  It is up to you to 

choose whether you want to be a leader or a follower.   

■ Not all leaders are born leaders, but leaders learn from everything around them, experience 

and knowledge is key. Learn something new every day, learn from your successes, learn from 
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your failures, learn from those who like you and who don’t like you, learn from books, and 

learn via social media. Just keep on learning. 

■ For those of us that are leaders we should aim to be good, upstanding persons whose focus is 

to empower and inspire those around us for the better.  

■ For those of us who are followers, we should select leaders based on their honesty, integrity, 

selflessness, willingness to empower and impart knowledge, inspire and motivate. Do not 

select persons based just on their charism and ability to talk.  Not all good talkers are good 

listeners.  A good leader does not blow his own trumpet. 

Our legacy should always be to impart our knowledge and skills to others, in that way all that we have 

spent our time working to achieve doesn’t disappear once we are gone. 

 

2.2 SESSION OUTLINE 
 

 

 

ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

What is leadership?                          30 minutes 
• Ask the participants to share their definition of leadership. 

• Note the responses shared on flip chart paper. 

• Share your definition of leadership.  

• Ask participants to note the differences in your definition and that of 
theirs. 

• Ask participants to identify key leadership functions. 
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ACTIVITY 2 

 

 

 

 

 

 

 

 

Qualities of a Good Leader                   30 minutes 

 
• Divide participants into groups of 4 or 5. 

• Tell the participants to discuss whether leaders are born or made. 

• Tell the participants to list qualities of a good and bad leader in their 
groups. 

• Explain to participants that it is important for individuals to be able 
to identify both sets of qualities in a leader. 

 

 

ACTIVITY 3 

 

 

 

 

 

 

 

 

 

 

 

 

ACTIVITY  4    

                                                       

What are the different types of leadership styles?                   
40 minutes 

• Divide the participants in groups of 4 or 5 and ask them to discuss 
the different types of leadership. 

• Encourage participants to list and discuss the types of leadership 
styles. 

• Tell the groups for the next 10 minutes imagine and write down how 
you would fulfill the following. Imagine you have recently been 
made leader of a country or fortune five hundred company, how 
would you: 

• 1. Select your cabinet or board? 

• 2. Develop a new long term vision for country or company? 

• 3. Implement the new vision for the country or company? 

• 4. Ensure that the population or workforce are onboard? 

 

 

The difference between leadership and management 

30 minutes 
 

• Ask participants to remain in their groups. 
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• Tell participants that we will now discuss the major differences 

between leadership and management. 

• Encourage participants to identify the differences by using 

examples. 

• Ask participants to conduct a role – play identifying the differences. 

 

 

 

EVALUATION Evaluation and reflection                                45 minutes 

To conclude: have each participant say “My Leadership Style is…..” have the 
participants discuss the differences between leadership and management. 

• Tell the participants that as their facilitator you are also willing to 
answer their questions. 
 

• Ask the participants to answer the questions, what did you learn about 
yourself through these exercises? What is your leadership style? 
  

• Ask the participants to remember what they learnt on leadership, the 
different styles and the difference between leadership and 
management. 
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SESSION 
OBJECTIVE 

To enable participants to identify the importance of team work. 

LIFE SKILLS 

 

Team- Work  

SESSION SET UP 

 

 

 

 

 

 

This session consists of three activities: 

Activity Title Method Time 

Activity 1 What is team-work? Individual 
exercise 

20 minutes 

Activity 2 What are the 
characteristics of team 
dynamics? 

Group Exercise 30 minutes 

Activity 3 What are the stages of 
team development? 

Group exercise 40 minutes 

Evaluation  Individual 
exercise 

30 minutes 

SESSION 
DURATION 

  120 minutes 

 

 

 

 

 

LEARNING GOALS 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

 

At the end of this session, the participants are able to: 

KNOWLEDGE Define team work;  

 

TEAMWORK 

3.0 SESSION -TEAMWORK        
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Describe the characteristics of team dynamics;   

Explain the stages of team development. 
 

SKILL How to work well in teams; 

ATTITUDE Voluntarily assess their own behaviors when working 
in a team. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a story that 
discusses effective team work. 

 

 

MATERIAL • Flip chart paper, markers 

 

 

 

 

 
Information for the life coach: 
 

• Check if the participants need help in identifying the characteristics of team 
dynamics.  

• Give advice and support where necessary. 
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3.1INFORMATION ON THE SESSION 
 

 

 

 

8 CHARACTERISTICS OF TEAM DYNAMICS THAT MAKE A WINNING TEAM 

1. Trust and Openness (Transparency) 

2. Shared Purpose  

3. Willingness to Correct Mistakes (Collective responsibility & Accountability) 

4. Diversity and inclusion (Mutual respect) 

5. Interdependence and a sense of belonging (We not me)  

6. Consensus Decision Making  

7. Participative Leadership  

8. Effective Communication & Good Social Skills  

 

A Group of two or more interdependent individuals who interact with one another to achieve a 

common goal. 

TEAM WORK 

The process of a diverse group of individuals pooling their resource and skills to work together and 

achieve a common goal. 

What is Team Work? 
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Webster's New World Dictionary says: 

“a joint action by a group of people, in which each person subordinates his or her individual interests 

and opinions to the unity and efficiency of the group” 

• This does not mean that the individual is no longer important.  

• However, it does mean that “effective and efficient teamwork goes beyond individual 

accomplishments.”  

• The most effective teamwork is produced when all the individuals involved harmonize their 

contributions and work towards a common goal.  

Group vs Teamwork 

Group:  

Members work independently and they often are not working towards the same goal. 

Members focus mostly on themselves because they are not involved in the planning of their group's 

objectives and goals. 

Members are given their tasks or told what their duty/job is, and suggestions are rarely welcomed. 

Team:  

Members work interdependently and work towards both personal and team goals, and they 

understand these goals are accomplished best by mutual support. 

Members feel a sense of ownership towards their role in the group because they committed 

themselves to goals they helped create. 

Members collaborate together and use their talent and experience to contribute to the success of the 

team's objectives 

What is needed from team members? 

Team members must be flexible, adaptable and able to work together to further their 

companies’/organization’s goals to succeed and stay competitive where necessary. 
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STAGES OF TEAM DEVELOPMENT  

 
STAGE 1 

 

Members are cautious with their behavior. 

The desire to be accepted by all the team members. 

Conflict controversy and personal opinions are avoided. 

 

OUTCOMES OF FORMING STAGE: 

What will be the team’s schedule? 

Outlining general group rules (including when they will meet). 

Discovery of what resources will be available for the team to use. 
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STAGE 2 

 

In storming stage conflicts and completion are at its greatest.  

Such issues can relate to things like the group’s tasks, individual roles and responsibilities or even 

with team members themselves. 

The storming stage is where the most dominant member of the team emerges. 

All members have an increased need for clarification. Once a team receives the clarity that is needs it 

can move on to the third stage of team development. 
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STAGE 3 

 

 

Morale of team members is high. 

They acknowledge the talents, skills and experience that each individual brings to the team. 

Roles and responsibilities are clear and accepted. 

Commitment and unity is strong. 

Agreements forms among the team. 
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STAGE 4 

 

 

Work and progress commences on the basis of a relatively stable structure. 

Team members are focused on task completion and achievement. 

Productivity, Action, Results, Moving towards the completion of goals and Team unification and 

identity. 

 

DISINTEGRATION 

ADJOURNING STAGE 

Completion and disengagement. 

Separation and endings from tasks and members. 

Some describe this stage as Mourning or Deforming. 
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3.2 SESSION OUTLINE 
 

 

 

ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

What is team work?                                             20 minutes 
• Ask the participants to share in their own words their definition of 

team work. 

• Ask two (2) volunteers to stand in front of the classroom and share 
their definition. 

• Thank the volunteers for their help. 

• Explain to the participants your definition of team work. 

• Ask the participants what their thoughts are on the definition shared. 

 

 

 

ACTIVITY 2 

 

 

 

 

 

   What are the characteristics of team dynamics?     

   30 minutes 
• Ask participants to share their thoughts on the characteristics of 

team dynamics. 

• Explain the meaning of team dynamics. 

• Ask the participants to share why it is important to know the 
characteristics of team dynamics. 

• Ask participants to identify a situation where knowing the 
characteristics of team dynamics aided a situation. 

 

 

 



37 
 

ACTIVITY 3 What are the stages of Team Development           40 minutes? 
• Divide the participants in groups of 4 or 5 and ask them to 

discuss the stages of team development. 

• Ask the participants to highlight the importance of knowing the 
stages of team development. 

• Ask the participants to identify a situation where a team worked 
well or did not work well. 

• Encourage participants to join teams outside of this training. 

  

EVALUATION Evaluation and reflection                                30 minutes 
• To conclude, say: “In session 3 – Team Work, you learnt the 

definition of team work and discovered the importance of 
knowing team characteristics as well as team development”. 

• Tell the participants that as their facilitator you are also willing 
to answer their questions. 
 

• Ask the participants to answer the questions, what did you 
learn about yourself through these exercises? How do you plan to 
work better in teams? 

 
 

• Ask the participants to think about their personal life/home 
environment that needed their team (the family) to work well. 
Have them write down why the team worked well together or 
did not work well.  
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SESSION 
OBJECTIVE 

To enable participants to empower themselves to make the most efficient 
use of their time.  

LIFE SKILLS 

 

Time Management  

SESSION SET UP 

 

 

 

 

 

 

This session consists of three activities: 

Activity Title Method Time 

Activity 1 What is time 
management? 

Individual 
exercise 

20 minutes 

Activity 2 The importance of time 
management 

Group Exercise 40 minutes 

Activity 3 The four quadrants of 
time management 

Group exercise 40 minutes 

Evaluation  Individual 
exercise 

15 minutes 

SESSION 
DURATION 

  115 minutes 

 

 

 

 

 

LEARNING GOALS 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

 

At the end of this session, the participants are able to: 

KNOWLEDGE Define time management;  

Understand the importance of time management;   

Explain the four quadrants of time management. 
 

 
TIME MANAGEMENT 

4.0 SESSION -TIME MANAGEMENT       
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SKILL Learn how to manage their time effectively; 

ATTITUDE Identify the difference between urgent and important. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a scenario that 
discusses time management. 

 

 

MATERIAL • Flip chart paper, markers 

• Diagram on the 4 quadrants of time management 

 

 

 

 

 
Information for the life coach: 
 

• Check if the participants need help in identifying the four quadrants of time 
management. 

• Give advice and support where necessary. 
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4.1INFORMATION ON THE SESSION 
 

 

TIME MANAGEMENT 

 

MANAGEMENT: ALWAYS ON TIME 

• Introductory quotes on Time Management / Always on Time. 

• Defining Time Management (Starting the activity with a challenge for participants to 

define the term). 

• Discussing the importance of always being on time.   

• Understanding why Time Management is important – Why do we need it?  

• Values associated with being on time and time management. 

• Discussion about the negatives about being late and not managing time. 

• Role play on the persistent late comer.  

• Time Management Problems – Procrastination. 

• Time Management Skills – prioritization, goal setting, planning, decision making, 

working effectively with others, organization and filing.  

• The four quadrant to do List / Time Management Matrix (Youth friendly game to display 

quadrant)  

• Discuss why having Time Management skills are useful. 

• Improving our Time Management – writing down tasks, prioritizing assignments. 
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Time Management refers to the act or practice of managing and supervising time effectively. 

It is using the time available to you and allotting it to the right activity 

Time Management– The Soft Skill 

Soft skills can be defined as our “people” skills.  

They are the personal attributes and personality traits which we possess that can help us to succeed 

in various aspects of our life. 

Why is it important for us to be early? 

Being early or on time: 

• Is a sign of RESPECT for the other persons time.  

• Shows that you are a RELIABLE individual.  

• Indicates that you value opportunities which have been given. 

 

The Importance of Time Management 

Time Management is important as it helps us to utilize the time we have available in the best possible 

manner to complete tasks and goals.  

Time Management:  

• Be more efficient 

• Saves Time 

• Reduces Stress 

• Helps us to function effectively  

• Increases our work output  

• Helps us to have more control of our lives  
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Good Time Management can often be hindered by various problems  

• Procrastination  

• Not wanting to say “No” 

• Poor Delegation 

• Interruptions 

Great Time Management Techniques: 

These are some great tips we can use for managing our time effectively: 

• Prioritizing activities and tasks – complete most important job first  

• Planning our day – draw an action plan  

• Setting personal goals  

• Working with others to save time  

• Scheduling our activities 

• Making a To-Do List 

• Delegating Tasks 

• Utilize technology and tools available 

Setting personal DEADLINES will help us to manage our time better.  
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The Four Quadrant To-Do List  

Quadrant 1 

Represents things that are both “urgent” and “important” 

Quadrant 2  

Includes activities that are “important, but not urgent”- Quadrant of Quality 

Quadrant 3  

Includes things that are “urgent, but not important” - Quadrant of Deception 

Quadrant 4  

Reserved for activities that are “not urgent, not important” 
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Working session: My Time Management Plan 
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4.2 SESSION OUTLINE 
 

 

 

ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

What is time management?                               40 minutes 
• Ask the participants to share in their own words their definition of 

time management. 

• Ask two (2) volunteers to stand in front of the classroom and share 
their definition. 

• Thank the volunteers for their help. 

• Explain to the participants your definition of time management. 

• Ask the participants what their thoughts are on the definition shared. 

 

 

 

ACTIVITY 2 

 

 

 

 

 

   The importance of time management             40 minutes 

 
• Ask participants to share the importance of time management. 

• Explain great time management techniques to participants. 

• Tell participants to start a journal chronicling the amount of time 
they spend on certain activities such as getting ready for 
school/work, eating breakfast etc. 

• Tell participants to ask trusted family members and friends to 
provide them with feedback on their time management skills. 
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ACTIVITY 3 The Four Quadrants of Time management        60 minutes 
• Divide the participants in groups of 4 or 5 and ask them to discuss 

the four quadrants of time management. 

• Explain to the participants the importance of the four quadrants and 
the difference between urgent and important. 

• Tell the participants that based on their discussion come up with a 
role play – The Persistent Latecomer. 

• Encourage participants to practice good time management. 

• Complete post time management questionnaire. 

 

  

EVALUATION Evaluation and reflection                                30 minutes 
To conclude, say: “In session 4 – Time Management, you learnt the 
definition of time management, the importance of managing time wisely and 
the difference between urgent and important” 
 

• Tell the participants that as their facilitator you are willing to answer 
their questions. 
 

• Ask the participants to answer the questions, what did you learn about 
yourself through these exercises? How will you better manage your time? 
 

• Ask participants who is willing to share their answers to the group. 
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SESSION 
OBJECTIVES 

 

• Understand the meaning of conflict  

• Comprehend the nature of conflict  

• Learn how to manage conflict 

 

LIFE SKILLS 

 

Conflict Management - Making choices – Dealing with difficult situations 

SESSION SET UP 

 

 

 

 

 

 

This session consists of three activities: 

Activity Title Method Time 

Activity 1 What is conflict 
management? 

Individual 
exercise 

20 minutes 

Activity 2 Sources /causes of 
conflict 

Group Exercise 45 minutes 

Activity 3 Conflict management  
styles 

Group exercise 40 minutes 

Evaluation  Individual 
exercise 

30 minutes 

SESSION 
DURATION 

  135 minutes 

 

 

 

 

 

 

 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

 

 

CONFLICT MANAGEMENT 
5.0 SESSION -CONFLICT MANAGEMENT      

“Be quick to manage/resolve conflicts before they mature to become wars. Remember the 
energetic crocodile was once a delicate egg!” 
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LEARNING GOALS 

 

At the end of this session, the participants are able to: 

KNOWLEDGE Define conflict management. 

Explain the sources or causes of conflict management. 

Describe conflict management styles. 
 

SKILL Improve their negotiation skills. 

ATTITUDE Voluntarily assess how they manage conflict. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a scenario that 
discusses conflict. 

 

 

MATERIAL • Handout on conflict management styles 

• Flip chart paper and markers 

 

 
Information for the life coach: 
 

• Check if the participants need help in identifying the Conflict management styles.  
• Give advice and support where necessary. 
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5.1INFORMATION ON THE SESSION 
 

CONFLICT MANAGEMENT 

 

 

DEFINITON OF CONFLICT 

Conflict is a disagreement between individuals as a result of a perceived or a real difference in 

thought process, attitude, understanding, interest, requirements and sometimes perception.   

 

 

 

DEFINITION OF CONFLICT MANAGEMENT 

Conflict Management is the practice of identifying and handling conflict in a sensible, fair and 

efficient manner 

 



50 
 

TYPES OF CONFLICT 

Functional and Dysfunctional Conflict 

Functional conflict leads to an open discussion, a better understanding of differences, innovative 

solutions and greater commitment. 

Functional conflict contributes to the achievement of organizational goals and enhances relationship-

building. 

Dysfunctional conflict tends to be more focused on emotions than on the goal/task at hand known as 

affect conflict/interpersonal conflict, it is destructive when a solution is not reached, energy is 

diverted away from the core problem and morale is negatively affected. 

Dysfunctional conflict is detrimental to relationships within the team and team performance. 

 

NATURE (LEVELS) OF CONFLICT 

1. Intra-personal Conflict 

2. Inter-personal Conflict 

3. Inter-Group Conflict  

4. Intra-Organisational Conflict  

5. Inter-Organisation Conflict  

6. Conflict with Society  

 

SOURCES/CAUSES OF CONFLICT 

1. Competition for limited resources  

2. Diversity of goals  
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3. Difference in values/perception  

4. Poorly defined goals and roles 

5. Introduction of change  

6. Lack of co-operation/trust  

7. Aggressive nature of individuals  

8. Poor Communication  

POTENTIAL OUTCOMES OF CONFLICT 

• Can motivate us to try harder to “win”. 

• Can increase commitment, enhance group loyalty. 

• Increased clarity about the problem. 

• Can lead to innovative breakthroughs and new approaches. 

• Conflict can clarify underlying problems, facilitate change. 

• Involvement in conflict can sharpen our approaches to bargaining, influencing and competing. 

• Can focus attention on basic issues and lead to solutions. 

• Increased energy level; making visible key values. 

POTENTIAL NEGATIVE OUTCOMES OF CONFLICT 

• Withholding of critical information. 

• Consume huge amounts of time-loss productivity. 

• Lower productivity from wasteful conflict. 

• Careers can be side-tracked; relationships ruined. 

• Disrupted patterns of work. 

• Can lead to anger, avoidance, shouting, frustration, fear of failure, sense of personal 

inadequacy. 
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TYPICAL POSITIVE IMAGES OF CONFLICT 

 

• A thrill 

• Excitement 

• An adventure 

• A challenge 

• An opportunity to know each other 

• Growth 

Remember the old saying - “Every cloud has a silver lining” 

 

 

 

 

 

 

 

 

 

 

 

http://pmtips.net/wp-content/uploads/2010/07/interpersonal-relationships.jpg
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CONFLICT MANAGEMENT STYLES 

 

 

 

 

AVOID - TURTLES   

The objective of a turtle is to avoid having to deal with conflict.  

Withdrawing   

 Retreat into their comfort zone  

 Stay away from issues  

 Stay away from people they are in conflict with  

The Posture  

 “I am neutral on these issues”  

 “Let me think about it”  

 “I am not getting involved”  

Supporting Rationale  

 Disagreements are inherently bad because they create tension.     
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Likely Outcome  

 Interpersonal problems don’t get resolved, causing long term frustration which is manifested 

in many ways. 

 

ACCOMMODATING - TEDDY BEAR 

The Objective is don’t upset the other person. 

Smoothing  

 Wants to be accepted and liked by all  

 Avoid Conflict  

 Favour Harmony  

 Thinks conflicts will destroy relationships  

 Likes to smooth things over 

The Posture  

 “How can I help you feel good about this issue?”  

   “My position is not that important that it is worth bad feelings between us”  

Supporting Rationale  

  It is better to risk causing a few bad feelings than to abandon an issue you are 

committed or give up on something you want.     

Likely Outcome  

                  You feel vindicated but other parties feels defeated and possibly humiliated.  

 

COMPETING – SHARK 
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The Objective is to get his/her way.   

 

Forcing   

 Overpower   

 Forces others to accept their solution   

 Seeks to achieve their goals at all cost  

 Not concerned with the needs of others   

 Sees conflict as win or loss  

The Posture  

 “I know what is right don’t question my ability, judgement, or authority”.  

 “Let’s search for a solution we can both live with so we can get on with our business.” 

 

Supporting Rationale  

  Maintaining harmonious relationships should be our top priority.  

 Prolonged conflict takes up a lot of time which can be better utilised and nurtures bitter   
feelings.       

  

Likely Outcome  

 The participants are looking for quick solutions instead of the best solution.   

 Other person is likely to take advantage. 

 

COMPROMISING – Fox 

The Objective is to use their strength of communication and a willingness to find win-win or lose-
lose compromises. 

The Posture 

  I am willing to give up some of my goals as long as you are ready to do the same. 

 Concerned with both goals and relationships. 
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Likely Outcomes 

  Often the fox is able to craft intelligent intermediate solutions. 

 The struggles are deceptiveness and manipulation. People may feel “outfoxed” and cheated by 
foxes. 

 

COLLABORATING - OWL   

The Objective is to solve the problem together.   

Confronting  

 Views conflict as a problem to be solved  

 Solutions are sought, to achieve both parties’ goals 

 Able to maintain a relationship through-out conflict  

The Posture  

 “This is my position what is yours?”  

 “I am committed to finding the best possible solution” 

  “What do the facts say?”  

Supporting Rationale  

  The position of both parties are equally important (not necessary equally valid). 

 Equal emphasis should be placed on the quality of the outcome, and fairness of the 

decision making process.          

Likely Outcome  

 The problem is most likely to be resolved.  

 Also both parties are committed to the solution and satisfied that they have been treated fairly.   
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PRACTICAL STRATEGIES TO MANAGE CONFLICT 

 

 Allow time for cooling out. 

 Analyse the situation. 

 Discuss the point of conflict/problem with the other person. 

 Focus on behavior and events, not on personalities. 

 Listen carefully. 

 Identify points of agreement and disagreement. 

 Prioritize the areas of conflict. 

 Develop a plan to work on each conflict. 

 

PSYCHOLOGICAL FACTORS THAT AFFECT NEGOTIATIONS 

 How comfortable each feels about the conflict. 

 The assumptions each makes about the other. 

 The expectations each makes about other.  

 The decisions each makes about: 

  trust, 

  about how important "winning" is, 

  how important it is to avoid conflict,  
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 how much one likes or dislikes the other; 

 how important it is to "not look foolish." 

 

5.2 SESSION OUTLINE 
 

 

 

ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

What is conflict management?      20 minutes 
• Ask the participants to share in their own words their definition of 

conflict management. 

• Ask two (2) volunteers to stand in front of the classroom and share 
their definition. 

• Thank the volunteers for their help. 

• Explain to the participants your definition of conflict. 

• Ask the participants what their thoughts are on the definition shared. 

 

 

ACTIVITY 2 

 

 

 

 

 

   Sources /causes of conflict management       45 minutes 
• Divide participants into groups of 4 or 5. 

• Explain to participants that typically images of conflict reflect 

negative experiences and views. But conflict can be positive and 

may be described as a “window” or an opportunity. From your 

knowledge and experience please discuss and then together as a 

group prepare a list comprising of the potential positive outcomes 

of CONFLICT. 
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• Ask participants to role play a situation involving conflict and 

demonstrate how the conflict is resolved. 

 

 

ACTIVITY 3 Conflict management styles         40 minutes 
• Divide the participants in groups of 4 or 5 and ask them to discuss 

conflict management styles. 

• Tell the participants that in their groups they must identify a 
presenter and a scribe. 

• Ask participants to present on the different conflict management 
styles. Give handout to participants (Handout C) 

• Explain to the participants the importance of knowing the different 
conflict management styles. 

• What type of animal are you? Encourage participants to have a 
discussion on this. 

• Tell participants to ask trusted family members and friends what 
animal they think they are? Encourage participants to provide 
feedback to the group on responses by family members and friends. 

• Encourage participants to engage in new activities or take on new 
challenges that will allow them to handle conflict better. 

  

EVALUATION Evaluation and reflection     30 minutes 
To conclude, say: “In session 5- Conflict management, you learnt the 
definition of conflict management, conflict management styles and 
techniques to better manage conflicts”. 

• Tell the participants that as their facilitator you are also willing to 
answer their questions. 
 

• Ask the participants to answer the questions: What did you learn about 
yourself through these exercises? How can you better manage conflict? 
  

• Ask the participants to think about a situation at home that could be 
difficult for them and to use conflict management to overcome the 
situation.  Have them write down their reactions and the results of 
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managing conflict better. They can share this with their friends or their 
coach/mentor/facilitator at a later point in time, if they wish to do so. 
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SESSION 
OBJECTIVE 

To enable participants to use communication effectively. 

LIFE SKILLS 

 

Effective Communication - Making choices – Dealing with difficult 
situations 

SESSION SET UP 

 

 

 

 

 

 

This session consists of four activities: 

Activity Title Method Time 

Activity 1 What is effective 
communication? 

Individual 
exercise 

20 minutes 

Activity 2 Methods of 
Communication 

Group Exercise 30 minutes 

Activity 3 The communication 
Process? 

Group exercise 40 minutes 

Activity 4 The 7 C’s of effective 
communication? 

Group exercise 45 minutes 

Evaluation  Individual 
exercise 

30 minutes 

SESSION 
DURATION 

  165 minutes 

 

 

 

 

 

LEARNING GOALS 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

 

At the end of this session, the participants are able to: 

KNOWLEDGE Define communication;  

Describe effective communication;   

 

EFFECTIVE COMMUNICATION 
6.0 SESSION – EFFECTIVE COMMUNICATION     
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Explain the Communication Process. 

Identify the 7C’s of effective communication 
 

SKILL How to develop effective communication; 

ATTITUDE Voluntarily assess their communication style. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a scenario that 
discusses effective communication. 

 

 

MATERIAL • A scenario you thought up yourself which is relevant to the age and 
culture of your target group on the benefits of effective 
communication. 

• Diagram of the 8 stages of the communication process. 

 

 

 

 

 
Information for the life coach: 
 

• Check if the participants need help in identifying the different styles of 
communication. 

• Give advice and support where necessary. 
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6.1  INFORMATION ON THE SESSION 
 

EFFECTIVE COMMUNICATION 

 
What is Communication? 

• Communication is a two-way process where a message in the form of ideas, thoughts, 

feelings, opinions etc. is transmitted between two or more persons with the intent of creating 

a shared understanding. 

• Communication includes both sharing and receiving information.  

• Receiving includes both how we take in the message (reading or listening, for example), and 

the ‘decoding’ of the message. 

• Improving communication may therefore also involve either or both elements. 

• However, many of the most common issues actually arise from the interpretation of the 

message rather than sending the message. 

 

What is Effective Communication? 

• Effective Communication is a communication between two or more persons wherein the 
intended message is successfully delivered, received and understood. 

• Effective communication is more than just exchanging information. It’s about understanding 
the emotion and intentions behind the information.  

• Effective communication is imperative in a leadership role. As the saying goes, “It’s not what 
you say, but how you say it.”  

• Good communication is what separates a poor leader from an exceptional one. Having effective 
communication skills is one of the key to good leadership. 

• When you communicate well with your team, it helps eliminate misunderstandings and can 
encourage a healthy and peaceful personal and work environment.  
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• Efficient and open communication with your team will also allow work to be done quickly and 
professionally. 

 

Methods of Communication 

• The standard methods of communication are speaking or writing by a sender and listening or 

reading by the receiver.  

• Most communication is oral, with one party speaking and the other listening. 

However, some forms of communication do not directly involve spoken or written language.  

• Nonverbal communication (body language) consists of actions, gestures, and other aspects 

of physical appearance that, combined with facial expressions (such as smiling or frowning), 

can be powerful means of transmitting messages. 

• Although technology such as e-mail and social media have lessened the importance of 

nonverbal communication, the majority of organizational communication still takes place 

through face-to-face interaction.  

• Every oral message comes with a nonverbal component. Receivers interpret messages by 

taking in meaning from everything available.  

• However, your mouth may be saying one thing and your body something completely different. 

• Verbal communication is the use of words to share information with other people.  

• It can therefore include both spoken and written communication. However, many people use 

the term to describe only spoken communication.  

The verbal element of communication is all about the words that you choose, and how they are heard 

and interpreted. 

• Written communication includes traditional pen and paper letters and documents, typed 

electronic documents, e-mails, text chats, SMS and anything else conveyed through written 

symbols such as language. 
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• The effectiveness of written communication depends on the writing style, grammar, 

vocabulary, and clarity. 

Oral Communication 

• The other form of verbal communication is the spoken word, either face-to-face or through 

phone, voice chat, etc.  

• The effectiveness of oral conversations depends on the clarity of speech pitch, volume, speed, 

and even non-verbal communications such as body language and visual cues. 

Nonverbal Communication 

• Nonverbal communication entails communicating by sending and receiving wordless 

messages.  

• These messages usually reinforce verbal communication, but they can also convey thoughts 

and feelings on their own. 

• Physical nonverbal communication, or body language, includes facial expressions, eye 

contact, body posture, gestures such as a wave, pointed finger, touch, etc. 

• Facial expressions are the most common among all nonverbal communication. For instance, a 

smile or a frown conveys distinct emotions hard to express through verbal communication.  

• Research estimates that body language, including facial expressions, account for 55 percent of 

all communication. 
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What messages are the persons in the photos below are sending? 
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Paralanguage 

• The way something is said, rather than what is actually said, is an important component of 

nonverbal communication.  

• This includes voice quality, intonation, pitch, stress, emotion, tone, and style of speaking, and 

communicates approval, interest or the lack of it.  

• Research estimates that tone of the voice accounts for 38 percent of all communications. 

• Other forms of nonverbal communication usually communicate one’s personality.  

These include: 

• Aesthetic communication or creative expressions such as dancing, painting, and the like. 

• Appearance or the style of dressing and grooming, which communicates one’s personality. 

• Space language such as paintings and landscapes communicate social status and taste. 

• Symbols such as religious, status, or ego-building symbols. 

 
Visual Communication 

• A third type of communication is visual communication through visual aids such as signs, 

drawing, graphic design, color etc. 

• Visual communication with graphs and charts usually reinforces written communication, and 

can in many case replace written communication altogether. As the saying goes “a picture is 

worth a thousand words,"  

•  Visual communication is more powerful than verbal and nonverbal communication on many 

occasions.  

• A good understanding of the different types of communication and communication styles can 

help you know and deal with people better, clear up misunderstandings and misconceptions, 

and contribute to the success of the enterprise. 

https://www.brighthub.com/office/home/articles/77762.aspx
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THE COMMUNICATION PROCESS 

• The Communication Process is an eight stage communication model that can help you to 

improve your communication skills.  

• While the model may seem obvious and something most of us do naturally, breaking 

communication down into its specific steps and forcing yourself to think about each step can 

help you improve the effectiveness of each communication you originate.  

• Ensuring you receive feedback on each communication will also ensure your communication 

skills continue to improve over time. 

• Understanding the Communication Process can help you to communicate your message more 

effectively.  

• It can help ensure you construct and present your message to the best of your ability.  

 

 

The Communication Process consists of eight stages and is shown in the diagram below: 

 

https://expertprogrammanagement.com/category/interpersonal-skills/communication-skills/


69 
 

 
 
8 Stages of the Communication Process: 

• Sender: The person who wants to communicate. 

• Message: The information the sender wishes to communicate. 

• Encoding: How the message is to be communicated e.g. verbally or written. 

• Channel: How the message is sent e.g. face to face or by email. 

• Receiver: The person to whom the sender sends the message. 

• Decoding: How the receiver understands or interprets the message. 

• Feedback: The receiver’s response to the message. 



70 
 

• Noise: Anything that might interfere with communication or reduce the chance of successful 

communication. 

To avoid miscommunication, it is important for the sender to keep their audience in mind when 

constructing their message and selecting their channel. 

Decoding begins when the recipient has received the message and starts to digest it. 

If the receiver is confused by any part of the message, the feedback loop enables them to seek 

clarification by asking questions. The feedback loop also provides a mechanism for the receiver to 

provide both positive and negative feedback to the sender. 

Anything that happens resulting in the recipient receiving a different message than the one the sender 

intended is called noise. There are four types of noise: 

• Psychological Noise: This type of noise comes from within us, for example, our preconceived 

stereotypes, our biases, our beliefs, and our assumptions. 

• Physical Noise: This is any type of noise that distracts us, for example, loud colleagues talking 

around you or listening to music. 

• Environmental Noise: This type of noise comes from the environment around us, for 

example, passing traffic. 

• Semantic Noise: This type of noise is created by the sender, for example, using technical 

language or verbose language. Semantic noise usually happens because the sender has failed 

to target their message or channel to the needs of the receiver. 

Now that you understand the eight stages of the communication process and the potential issues that 

can arise, you can use the model to help you communicate more effectively.  

1. Begin by organizing your thoughts 

• Before you start to construct your message you should clarify the reason for your 

communication, by answering these questions: 

• Who do you want your message to reach? 
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• What action do you want your receiver to take after receiving your message? 

• What information your receivers need the message to contain? 

2. Compose and encode your message 

• Determine how you are going to communicate your message e.g. face to face, by email, 

WhatsApp? 

• Is your audience knowledgeable about the topic in question? 

• Does your audience prefer high-level big picture information or more detailed information? 

• Does your audience have any preconceived ideas or assumptions that could reduce the 

effectiveness of your message? 

3. Deliver Your Message 

• Now that your message is ready it’s time to deliver your message. The following questions can 

help you to deliver your message effectively: 

• What is the right time to deliver your message? 

• Is there any way that you can reduce your receiver’s distractions? 

4. Receive Feedback 

• Receiving feedback is an important stage in the communication process. If you fail to gather 

feedback, then you won’t obtain any insights into how to improve. 

• Have you included a process for collecting feedback? You could simply ask directly for 

feedback or create a form/questionnaire for everyone to complete. 
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The 7 Cs of Effective Communication 

• You can think of the 7 Cs of Communication as being a checklist to ensure you communicate 

clearly and effectively.  

 
 

 
1. Clear 

• Begin every message by asking the question, “What is the purpose of this communication? This 

will enable you to make the objective of your communication clear to the person receiving it. 

• If you’re not sure what the purpose of your communication is, then the chances are that your 

recipient won’t be either. 

• Clarity is also about avoiding the use of complex words, sentences etc. 

2. Concise 
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• Make your message brief and to the point. 

• Why use 10 sentences to explain something when a single sentence will suffice. 

• Being concise will save time for both you and the person receiving your message. 

• To help make your communications more concise, avoid going over the same point several 

times, and avoid the use of filler words, sentences, and over wordy expressions. 

• Although we are trying to be concise, it is important to remember that we are not trying to lose 

completeness. 

3. Concrete 

• Concrete communication is about being specific and clear rather than vague, obscure, and 

general. 

• To be more concrete use sentences that cannot be misinterpreted. Include supporting facts 

and figures to underscore your message, but don’t allow anything that detracts from the focus 

of your message. 

4. Correct 

• Incorrect information doesn’t help anyone and it does your credibility no good. Ensure that: 

• Your message is typo-free. 

• Your facts and figures are correct. 

• You are using the right level of language. 

• A correct message will also have a greater impact on the recipient than an incorrect one. 

5. Coherent 

• Does your message make sense? Does it flow logically from one sentence to the next? 

• To ensure that your communication is coherent: 
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• Check that each sentence flows logically from one to the next. 

• Check that you haven’t tried to cover too many points or been distracted by side issues. 

6. Complete 

• Your message must contain all the necessary information to achieve the desired response. 

• To ensure that your message is complete think about questions the receiver might think of as 

they receive your message. Address these questions. 

• Ensure you have included a call to action so that your audience knows exactly what you expect 

them to do next. 

7. Courteous 

• Be polite. You’re more likely to get what you want from your communication if you are 

courteous, as courtesy builds goodwill. 

• Check that your message is polite, shows respect for the feelings of the receiver, and is tactful. 

 
Barriers to Effective Communication 
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• Some common barriers to effective communication include: 

• The use of jargon. Over-complicated or unfamiliar terms. 

• Emotional barriers and taboos. 

• Lack of attention, interest, distractions, or irrelevance to the receiver. 

• Differences in perception and viewpoint. 

• Physical disabilities such as hearing problems or speech difficulties. 

• Physical barriers to non-verbal communication. 

• Language differences and the difficulty in understanding unfamiliar accents. 

• Expectations and prejudices which may lead to false assumptions or stereotyping. People often 

hear what they expect to hear rather than what is actually said and jump to incorrect 

conclusions. 

• Cultural differences. The norms of social interaction vary greatly in different cultures, as do 

the way in which emotions are expressed.  

Ways to overcome barriers 

• Active listening: This is a skill that can be acquired and developed with practice. However, 

this skill can be difficult to master and will, therefore, take time and patience.  

• 'Active listening' means, as its name suggests, actively listening. That is fully concentrating on 

what is being said rather than just ‘hearing’ the message of the speaker.  

• Active listening involves listening with all senses. As well as giving full attention to the speaker, 

it is important that the ‘active listener’ is also ‘seen’ to be listening - otherwise the speaker may 

conclude that what they are talking about is uninteresting to the listener.  

Use Simple Language: It’s important to remember the audience that you’re speaking to, and use 

language that can be easily understood.  
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• Avoid using complex terms, people are often intimidated by such language, and can be afraid 

to admit that they don’t understand the message being delivered.  

• An important tool to use when speaking is to pause occasionally and ask questions to ensure 

that your message is being understood as intended. You may also allow the listener 

to ask questions to clarify any points.  

Give Constructive Feedback:  Remember that feedback was part of the communication chain.  

• While the feedback that you give the speaker/sender may occasionally be negative, it is 

important that it be constructive in nature.  

• The intent of the feedback should be to further the abilities of the speaker.  

• This should strengthen the interpersonal relationship, and enhance future communications. 

Effective Listening Skills 

Maintaining eye contact 

• You need to prepare yourself to listen. Listening to a person while working on a computer 

screen or scanning the room will only result in giving the speaker a certain percentage of your 

divided attention. Therefore, it is essential to face the speaker and maintain an eye contact 

Remove distractions, be attentive and relaxed 

• After having established eye contact, it is important to relax. Distractions like phone, books, 

papers and other things should be put aside as this behavior will disrupt the process of 

listening and will give a message to the speaker that you are not interested.  

Keep an open mind 

• Listening skills will improve if it is done without judging the speaker or criticizing mentally 

the things spoken by the other person.  

https://www.educba.com/how-to-improve-your-listening-skills/
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• If what the speaker says alarms you, then feel alarmed but do not say to yourself, “this is was 

stupid”. The moment you start to make judgments; you compromise your effective listening 

skills. Do not try and jump to conclusions. 

Practice active listening and listen to the words of the speaker 

• Your brain will arrange the content and form a literal picture if you are focused and your 

senses are completely alert.  

• If you are listening for a longer duration, try to concentrate and keep in mind the key phrases 

and words. You need to concentrate and only think about what the speaker is saying even if it 

may not sound interesting. 

Do not interrupt and do not try to impose your “solutions” 

• The rate at which we think as well as speak differs from person to person.  

• In case you are a person who thinks quickly and speaks well, then you need to slow down, relax 

your pace and listen to the other person who might be having trouble in expressing himself or 

who might be a thoughtful communicator.  

• You should not interrupt the speaker as it sends a number of messages like making the speaker 

realize that you are more important than him, or you have something more interesting to say 

or you do not care about what the speaker thinks. 

• When somebody is talking about a problem, you should refrain yourself from offering 

solutions as people generally want to find their own solutions and would ask in case they need 

advice.  

• The other person usually wants you to listen and help him in figuring out his own solution. If 

you have a very good solution, then take the permission of the speaker by asking him if he 

would like to listen to your ideas and then offer him that solution. 

If you need to ask clarifying questions, then wait for the speaker to take a pause 

• If you are not able to understand anything, then you need to ask the speaker for an explanation.  
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• However, you need to be patient and instead of interrupting the speaker, you should wait for 

the speaker to take a pause and then ask him to clarify the point which you were not able to 

understand.  

Ask questions only for ensuring understanding 

• Often our questions lead to directions which are not related to where we had thought the 

discussion will go.  

• In such cases, it becomes important to work our way back to the topic which was originally 

meant to be discussed. When you realize that your question has resulted in the speaker going 

astray, you need to take the responsibility for bringing the conversation on the right track 

again. 

 

Try to feel what the speaker is feeling 

• Empathy is the heart as well as the soul of effective listening skills. If you are overcome with a 

feeling of sadness when the speaker is expressing sadness or if you feel joyful when the person 

to whom you are speaking expresses joy and you are able to communicate those feelings by 

means of your words as well as facial expressions, then your listening skills have definitely 

improved. 

• People will appreciate the fact that you really heard them and made an effort of understanding 

them.  

• This does not come easily but requires concentration along with energy. But it not only shows 

your effective listening skills but also helps in facilitating communication.  

Give the speaker regular feedback 

• For effective listening skills, you need to show that you have an understanding of where the 

speaker is coming from by reflecting on their feelings. “You must have felt excited!” or “That 

must have been terrible for you.”  
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• If the feelings of the speaker are not clear or hidden, you may also nod or demonstrate your 

understanding by means of facial expressions or an “uh huh” or “hmmm” that is well-timed. 

Pay attention to the cues that are nonverbal or to what has not been said 

• Listen not only with your ears but also with your eyes. You need to watch as well as pick up 

the additional information that is being transmitted by means of non-verbal communication 

such as facial expressions, eye movements, and posture.  

• When you are face to face with somebody, it is easy to detect irritation, boredom, and 

enthusiasm very quickly by looking at the expressions in the eyes, the way the mouth is set, 

etc. 

 

6.2 SESSION OUTLINE 
 

 

 

ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

What is effective communication?     20 minutes                                          
• Ask the participants to share in their own words their definition of 

effective communication. 

• Ask two (2) volunteers to stand in front of the classroom and share 
their definition. 

• Thank the volunteers for their help. 

• Explain to the participants your definition of communication. 

• Ask the participants what their thoughts are on the definition. 

• Show participants pictures of communication. 

 

 

https://www.educba.com/course/effective-communication-skills-verbal-and-non-verbal/
https://www.educba.com/course/effective-communication-skills-verbal-and-non-verbal/
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ACTIVITY 2 

 

 

 

 

 

   Methods of Communication              30 minutes 

 
WHISPER ACTIVITY 

• Place participants in a circle or they can be placed in groups 

depending on the number of participants. 

• Give one person in the group a sentence to whisper to the person 

next to them. The last person in the circle must say what they heard. 

• The group will then know how accurate the information was passed 

on to each other. 

• Explain the meaning of the activity. 

• Ask the participants to identify their methods of communication. 

 

 

ACTIVITY 3 The Communication Process          40 minutes 
• Divide the participants in groups of 4 or 5 and ask them to share 

their assessment of how they communicate, if they are 
comfortable sharing. 

• Tell the participants that based on the results of their self-
assessment write down how they can improve their 
communication. 

• Tell participants to start a journal to track the number of times 
they have effectively communicated and saw results. 

• Explain to the participants the importance of understanding the 
communication process. 

• Tell participants to ask trusted family members and friends to 
provide them with feedback on their communication style. 

• Encourage participants to engage in new activities or take on 
new challenges that will allow them to use effective 
communication.  

 

ACTIVITY 4                           7 C’s OF Effective Communication   45 minutes 
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• Divide the participants in groups of 4 or 5 and ask them to identify 
and discuss the 7 C’s of effective communication. 

• Tell the participants that coming out of their discussions, formulate 
a role play to demonstrate the 7C’s of effective communication in 
action. 

• Explain to the participants the importance of understanding the 7 
C’s of effective communication. 

  

EVALUATION Evaluation and reflection             30 minutes 
To conclude, say: “In this session – Effective Communication, you learnt the 
definition of effective communication, methods of communication, the 
communication process and the 7 C’s of effective communication. 
 

• Tell the participants that as their facilitator you are also willing to 
answer their questions. 
 

• Ask the participants to answer the questions: What did you learn about 
yourself through these exercises? How can you improve your 
communication? 
  

• Ask the participants to think about a situation at home that may be 
difficult for them and to use effective communication to overcome the 
situation. They can share this with their friends or their 
coach/mentor/facilitator at a later point in time, if they wish to do so. 
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SESSION 
OBJECTIVE 

To enable participants to use social media effectively. 

LIFE SKILLS 

 

Defining Social Media - Making choices – Dealing with difficult 
situations 

SESSION SET UP 

 

 

 

 

 

 

This session consists of three activities: 

Activity Title Method Time 

Activity 1 What is social media? Individual 
exercise 

30 minutes 

Activity 2 Marketing You on 
Social Media 

Group Exercise 40 minutes 

Activity 3 7 tips for building a 
better social media 
presence 

Group exercise 30 minutes 

Evaluation  Individual 
exercise 

25 minutes 

SESSION 
DURATION 

  125 minutes 

 

 

 

 

 

LEARNING GOALS 

 

             *PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

At the end of this session, the participants are able to: 

KNOWLEDGE Define social media; 

Explain the impact of social media;  

 

DEFINING SOCIAL MEDIA 

7.0 SESSION – DEFINING SOCIAL MEDIA      
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Marketing you on social media; 

7 tips for building a better social media presence;   

Explain the components of self-awareness. 
 

SKILL How to improve their social media presence; 

ATTITUDE Voluntarily assess their social media presence. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a scenario that 
discusses social media. 

 

 

MATERIAL • Flip chart paper and markers 

 

 

 

 
Information for the life coach: 
 

• Check if the participants need help in identifying the 7 tips for building a better 
social media presence.  

• Give advice and support where necessary. 
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7.1INFORMATION ON THE SESSION 
 

 

 

 
 

1 DEFINING SOCIAL MEDIA  

 
• Defining Social Media (What is Social Media)  

 

• The Emergence of Social Media (Why is it popular and has a high rate of penetration (digitize 

- faster, efficient, progressive) 

 

• Social Media platforms and their purposes  

- Facebook, Instagram, LinkedIn, Twitter, WhatsApp Snapchat etc. 

Particular social media platforms appear to have a higher level of penetration among youth. 

These include the ever popular and rising Facebook which has proven to be dominant across 

all audiences for promotional and personal purposes. Others include the developing 

Instagram which is now owned and controlled by Facebook and YouTube. 
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2  MARKETING YOURSELF ON SOCIAL MEDIA  
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• Marketing yourself and your business on social media  

 

• Creating personal profiles or business pages 

 

• Identifying your target Audience 

 

• Posting the right kind of content 

 Educational posts  
 Engagement posts  
 Information posts  
 

 
 

• Networking on Social Media  

 

• Social Media Marketing 
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3 SOCIAL MEDIA AND EMPLOYMENT  

• How to use social media as a job market  

 

• How to market yourself to potential employers 

 

• Indicating interest in jobs on Social Media  

 

• Assessing and tailoring our social Media presence and the content we post to make yourself 

marketable 

4 SOCIAL MEDIA ADVOCACY  
• How to use social media to advocate for causes 

 

• How to use social media as a means of showing support or speaking out  

 
• Campaigns 

 
•  The use of hashtags and some popular hashtags representing various causes #MeToo 

#HeForShe #YouAreNotAlone 

5 RESPONSIBLE USE OF SOCIAL MEDIA  
• What does this mean? 

 
• Cyberbullying and its Characteristics  

 
• Experiences or instances of Cyberbullying  

 
• Consequences of Cyberbullying both legal and social  

 
• Tools and Tips to address Cyberbullying 
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- Utilize Privacy settings on Social Media platforms and be careful of who you share your 

information with 

- Use social media tech tools to Block and Reporting Cyber bullying  

- Protect your social media accounts  

- Take screenshots which can be used as evidence for reporting on instances of cyber bullying 

- Reach out for help 

- Don’t respond or retaliate  

6 CREATIVE TOOLS FOR USING SOCIAL MEDIA    
• Canva 

 
• Hootsuite  

 
• Reporting Templates 

7 TIPS FOR BUILDING A BETTER SOCIAL MEDIA PRESENCE   
• Understanding connectivity  

• Review before posting  

• Using artwork  

• Correct mistakes 

• Consider how employers might view your post  

• Don’t escalate issues on Social Media  

• Know which trends to follow on Social Media  

• Communicate positively, not negatively  

• Think Before you post  

T – Is it Truthful? 

H – Does it Help? 

I –   Does it Inspire? 

N – Is it Nice or Necessary? 

K – Is it Kind? 
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Question Content before you share or post  

• Is the post TRUE or a rumor? 

• Is the post HELPFUL or harmful? 

• Is the post INFORMATIONAL or gossip? 

• Is the post NEEDED or irrelevant? 

• Is the post KIND or harsh? 

 

                                                      

7.2 SESSION OUTLINE 
 

 

 

ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

What is social media?             30 minutes 
• Ask participants to complete the Pre Social Media Questionnaire. 

• Ask the participants to share in their own words their definition of 
social media. 

• Ask two (2) volunteers to stand in front of the classroom and share 
their definition. 

• Thank the volunteers for their help. 

• Explain to the participants your definition of social media. 

• Ask the participants what their thoughts are on the definition shared. 
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ACTIVITY 2 

 

 

 

 

 

   Marketing You on Social Media                    40 minutes 

 
• Divide participants into groups of 4 or 5 and invite them to discuss the 

benefits of social media. 

• Ask participants to share the reasons why persons gravitate 
towards social media, especially the youth. 

• Ask participants to discuss in their groups the responsible use of 
social media. 

• Ask the participants to share whether they have ever used social 
media irresponsibly. 

• Explain the creative tools for using social media. 

 

 

 

ACTIVITY 3   7 tips for building a better social media presence 30 mins 
 Divide the participants in groups of 4 or 5 and ask them to share 

their experiences with social media, if they are comfortable 
sharing. 

 Tell the participants that based on the results of their self-
assessment write down their goals, plans, and priorities for 
social media use. 

 Tell participants to start posting positive messages and to notice 
the feedback if any to their messages. 

 Encourage participants to start following pages (Instagram or 
Facebook) of interest to them. 

 

  

EVALUATION Evaluation and reflection   25 minutes 
 
 

To conclude, say: “In session 7 – Defining Social media, you learnt the 
definition of social media, how to market yourself using social – media and 
the 7 tips for building a better social media presence”.  
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Tell the participants that as their facilitator you are also willing to answer 
their questions. 

 

• Ask the participants to answer the questions: What did you learn about 
social media through these exercises?  
  

• Ask the participants to think about a situation where their use of Social 
media affected them positively and/or negatively. How did they feel?  
Have them write down their reactions. They can share this with their 
friends or their coach/mentor/facilitator at a later point in time, if they 
wish to do so. 
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SESSION 
OBJECTIVE 

To create a sense of value in participants towards exhibiting their ability to 
care for others with a heightened commitment to their civic and moral 
responsibility.  

LIFE SKILLS 

 

Service Thinking - Collaboration - Critical Thinking - Problem Solving - Moral 

Thinking 

 

SESSION SET UP 

 

 

 

 

 

 

This session consists of four activities: 

Activity Title Method Time 

Activity 1 Community Mapping Group exercise 50 minutes 

Activity 2 Community Needs 
Assessment 

Group exercise 45 minutes 

Activity 3 Agreements and 
Commitments 

Group exercise 25 minutes 

Activity 4 Reflection Individual 
exercise 

35 minutes 

Evaluation  Individual 
exercise 

30 minutes 

SESSION 
DURATION 

  185 minutes 

 

 

 

 

 

 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

 

 

 

COMMUNITY SERVICE 
8.0 SESSION -COMMUNITY SERVICE      
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LEARNING GOALS At the end of this session, the participants are able to: 

KNOWLEDGE 
• Recognize that through community service-

learning they have a responsibility to positively 
impact the development of their community 
and begin to feel valued and accepted for their 
meaningful participation in the community. 

• Civic responsibility (believes that members of 
society have an obligation to participate in 
public affairs and processes)  

• Social responsibility (believes that members of 
society are independent and have an obligation 
to take care of those less fortunate)  

• Team responsibility (values working with a 
group to accomplish a task; believes that a 
group can often accomplish more than an 
individual) 

• Social sensitivity (has exposure to and 
empathy for a diverse group of people, issues 
and places; moving from self-centeredness to 
broader perspective and understanding)  

• Intergenerational Connectedness (ability to 
interact and work cooperatively with familial 
and non-familial adults; effectively seeks 
advice and learns from adults)  

 
SKILL How to conduct community mapping and needs 

assessment; 

ATTITUDE Voluntarily assess their own participation in their 
communities. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a scenario that 
discusses community service. 
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MATERIAL • Flip chart paper  and markers 

• A scenario you thought up yourself which is relevant to the age and 
culture of your target group on the benefits of community service. 

 

 
Information for the life coach: 
 

• Check if the participants need help in completing the community mapping and 
needs assessment.  

• Give advice and support where necessary. 
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8.1  INFORMATION ON THE SESSION 

 

COMMUNITY SERVICE 

Relevant and Meaningful service within the Community: that the work being done must 

improve the quality of life for an individual, group, neighborhood, or for the entire community. 

Pillars of the Good Citizen Framework: 

1. Value for participating in Community Service. 

2. Engaging and collaborating with peers, community members and groups. 

3. Teaching and leading by example. 

4. Respect for Community Spaces and property. 
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WORKSHEET 1 

 

WHAT COMMUNITIES DO YOU BELONG TO? 

We all belong to many communities, many cultures, and many groups. In this exercise you'll attempt 

to identify all the different communities that you belong to.  

 

In this exercise the word community refers to any group you feel a special attraction to, a group where 

you sense you belong. These communities include people for whom you feel a sense of responsibility. 

When you use the word "community" in this way, you'll find that you belong to many different kinds 

of communities.  

 

MEMBERSHIP: At the smallest community is the community of one: You. This is signified in Circle #A 

below. Moving upward in number, what is the next larger community you feel you belong to? Is it 

your friends, family, neighborhood? Would the next level be a school, team, club, church???? At the 

most basic level, it becomes the village or city you live in. In the circle below this is the #E Circle and 

in the example it is called Castries. For each of the circles below #B through #D try to identify the 

community you belong to. Within each circle list the names of people or types of people who belong 

in that circle.  



97 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

#D ------------------
----------------------

#C-------------------
--------------------

#B -----------
---------------

#A 
YOU
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WORKSHEET 2 

 

DESCRIBING MEMBERSHIP IN MY DIFFERENT COMMUNITIES  

 

 For each of the communities you belong to list three things: Benefits, Typical Problems, and 

Your Responsibilities. For example, if you listed a Team as a community, then the benefits might be 

friendship, people with similar interests, or support. The typical problems might be accepting defeat, 

getting along, coordination on the team. Then you'd list your responsibilities to your community or 

team. It could be staying in shape, learning game strategies, helping others improve, sharing, etc.  

 

Community A 

Benefits: 

__________________________________ 

__________________________________ 

__________________________________ 
 

Typical Problems: 

__________________________________ 

__________________________________ 

__________________________________ 
 

My Responsibilities: 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 
 

 

 

 

 

Community B 
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Benefits: 

__________________________________ 

__________________________________ 

__________________________________ 
 

Typical Problems: 

__________________________________ 

__________________________________ 

__________________________________ 
 

My Responsibilities: 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 
 

 

Community C 

Benefits: 

__________________________________ 

__________________________________ 

__________________________________ 
 

Typical Problems: 

__________________________________ 

__________________________________ 

__________________________________ 
 

My Responsibilities: 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 
 

 

 

8.2 SESSION OUTLINE 
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ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

Community Mapping Exercise                         50 minutes 
 

• Ask participants to identify the communities the communities they 

belong to. Worksheet 1 attached. 

• Discuss with the participants issues that may exist in their 

communities that can improve.   

• Talk about things that can be done with little or no resources 

(money) that can improve the surroundings or assist a family or 

families. Things that can have a positive impact. 

• Talk about the pride persons feel when things are looking good in 

the community.  Do they feel pride?  How do they feel? 

• Share with participants types of activities that they can do in their 

community to contribute to that “good feeling”. 

• Show a community service video: Why is it important for Kids to 

Volunteer?  TedX Gbagada (Kofoworola Jolaosa) 

https://www.youtube.com/watch?v=fDocxsO2tYA (8mins) 

• Ask participants to complete Worksheet 2. Give 10 minutes for this 

and then discuss the responses with the class. 

• Tell participants that they will be developing a project that will 

impact the community and/or the environment. 

• Divide participants into groups. Based on the communities 

identified, place persons from the same community in the same 

group as far as possible. 

https://www.youtube.com/watch?v=fDocxsO2tYA
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• Provide groups with paper, pencils, markers etc. for drawing and 

writing. 

• Instruct groups to identify places or persons in the community in 

which there is a need that they can contribute to as a group. They 

can draw, label or write their responses. 

 

 

ACTIVITY 2 

 

 

 

 

 

   Community Needs Assessment            45 minutes 

 
• Review and Discuss ideas the groups identified in Activity 1 for 

ways in which they can impact the community/environment with 

everyone. 

• Ask each group to identify 1 - 2 community project ideas for their 

group and which can benefit the community. 

• Ask groups to choose a recorder before they begin.  This person 

will present the group’s decisions to the class. 

• Invite 1 person from the group to present the project ideas to the 

class. 

• Record the selected ideas on Flip Chart paper. 

• Ask groups to suggest community partners (individuals or 

groups) that they can potentially approach to collaborate on their 

projects. 

• Record the suggestions on Flip Chart. 

• Allow the group to Vote for a project to implement. 

• Identify the tasks needed to implement the project.  List on Flip 

Chart. 
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• Divide the class into smaller groups (3-4) and give each group a 

task or two to plan. 

• Give the groups 15 minutes to create a plan for how they are going 

to implement their project.  The plan needs to be as feasible and 

realistic as possible. 

• Instruct participants to include a proposed budget for their 

items/activities.  Include volunteerism, donations, in-kind 

contributions etc.  The Facilitator can visit each group and provide 

guidance and support to the ideas coming out of the groups. 

• Give each group 2-3 minutes to present their plan of approach to 

the rest of the group. Record any recommendations coming from 

the group. 

• Share any additional ideas on community service projects that the 

groups have not identified. 

 

ACTIVITY 3 

 

 

 

 

 

 

 

 

 

ACTIVITY 4 

                

Agreements and Commitments            25 minutes 
• Remind the groups that their commitment is to complete their 

tasks in order to accomplish the whole project. 

• Remind them that they can work together to monitor progress 

between groups. 

• Set clear timelines with the participants.  Record the timelines for 

the group to refer to. 

• Set a schedule for the participants to deliver their progress at the 

next session to the whole class. 

         Reflection                35 minutes 
         Ice Breaker: Connection Challenge 
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• Remind the groups that their commitment is to complete their 

tasks in order to accomplish the whole project. 

• Remind them that they can work together to monitor progress 

between groups. 

• Set clear timelines with the participants.  Record the timelines for 

the group to refer to. 

• Set a schedule for the participants to deliver their progress at the 

next session to the whole class. 

 
 

 

• Call out a word, related to community or service — any word.  The 

next person has 10 seconds to call out a new word that is related in 

some way to the word called out.  And the game keeps going. For 

example, if you call out trees, the next person may call out plants, 

then the next person might call out leaves, then roots, soil, garden, 

park etc. (5 minutes) 

• Ask participants to create a mind map of their project/what they 

learned.  OR 

• Ask participants to interview their peers on their project 

experience as though they are reporters. OR 

• Have participants take pictures during the project. As reflection 

have them create a caption for their pictures. 

• Check boxes that apply to your experience with this project:   

Made new friends or learned to work with others different from myself.  

 By helping others, I got a better view of who I am and what I can 

do.  

 I got to tackle or take on major responsibilities.  

 I got a better perspective on his or her own life and problems by 

helping others.  

 Helping to solve a social problem develops leadership skills. 

 Serving gave me a chance to explore his/her talents and interests. 

It was an opportunity to test skills and strengths. 

 I learn the best and get the most involved when I use my skills to 

work on real life problems. 

 I'll use more advanced thinking and problem-solving skills when I 

am challenged to work on a serious problem. 
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 This was a way to prove to others that the character was worth 

something and could make a valuable contribution. 

 By learning how to help others, I improved my people skills. 

 By doing something positive, I was less likely to get involved in 

trouble or anti-social acts. 

 I just had to help others; it is my nature or personality type. 

 I wanted to do something important and make a contribution.  

Once participants identify their Reflection Method.  Ask them to disclose 

their choice and give them time to collaborate and execute their 

responses. 

 

  
EVALUATION Evaluation and reflection                        30 minutes 

To conclude, say: “In session 8 –Community Service, you learnt how to 

conduct community mapping, community needs assessments and setting 

agreements and commitments”. 

• Tell the participants that as their facilitator you are also willing to 

answer their questions. 

 

• Ask the participants to answer the questions, what did you learn about 

yourself through these exercises? How will you be more involved in your 

community? 

  

• Ask the participants to think about a situation that they can be more 

involved in their community through service. They can share this with 

the group/facilitator at a later point in time, if they wish to do so. 
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SESSION 
OBJECTIVE 

To empower participants to become community leaders. 

LIFE SKILLS 

 

Becoming a Community Leader - Making choices – Dealing with difficult 
situations 

 

BECOMING A COMMUNITY LEADER 
9.0 SESSION -BECOMING A COMMUNITY LEADER    
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SESSION SET UP 

 

 

 

 

 

 

This session consists of three activities: 

Activity Title Method Time 

Activity 1 Who is a community 
leader? 

Individual 
exercise 

10 minutes 

Activity 2 Benefits of becoming a 
community leader 

Group Exercise 20 minutes 

Activity 3 Developing 
relationships with 
others 

Group exercise 20 minutes 

Evaluation  Individual 
exercise 

10 minutes 

SESSION 
DURATION 

  60 minutes 

 

 

 

 

 

LEARNING GOALS 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

 

At the end of this session, the participants are able to: 

KNOWLEDGE Define a community leader;  

Outline the benefits of becoming a community leader.  

 
 

SKILL Learn how to develop relationships with others; 

ATTITUDE Voluntarily assess the role they play in their 
communities. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a story that 
discusses community leadership. 
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MATERIAL • Flip Chart Paper 

• Markers 

• A story you thought up yourself which is relevant to the age and 
culture of your target group on the benefits of community 
leadership. 

 
Information for the life coach: 
 

• Check if the participants need help in outlining the benefits of becoming a 
community leader. 
 

• Give advice and support where necessary. 

 

 

  



108 
 

9.1INFORMATION ON THE SESSION 
 

 

BECOMING A COMMUNITY LEADER 

INTRODUCTION/ICEBREAKER 

Are you someone who: 

• Wants to improve your community? 

• Has something to contribute? 

• Doesn’t wait around for someone else to get the job done?  

Are you interested in becoming a Community Leader? 

• If you have answered yes to the above, you are most likely a community leader already or on 

your way to becoming one. 

•  It means you do not have to wait and run for any office or be given the title of leader…just 

decide to take responsibility for some corner (or larger chunk) of your community!!! 

WHO IS A COMMUNITY LEADER? 

• A community leader is one who takes responsibility for the well-being and improvement of 

his/her community. 

• Community leaders are often self-appointed. You can take as much responsibility for your 

community as you are willing to. 

• Many community leaders learn by trial and error.  

• People mostly learn from experience but it could be very tough and so many seek help and 

assistance along the way. 
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WHY BECOME A COMMUNITY LEADER? 

• Leadership can be good for you 

• You may enjoy leading 

• You can choose to lead and participate in ways that energize you 

• Leadership can help you grow as a person 

• You can choose to work on issues you care about 

• You can take up challenges that are fun, rewarding and interesting to you. 

BENEFITS OF BECOMING A COMMUNITY LEADER 

1. You can make a difference  

• It is only human to want to make a difference in this world, leadership can help you 

achieve that. 

• As a leader you can make a profound contribution. 

• You can become a hero/heroine in your own way. 

• You can definitely make a difference if you put your mind to it. 

• Achieving goals can be very satisfying for you. 

2. You can grow and expand your life 

• Leading people and groups is very challenging (keeps you energized). 

• Communicating to (large) numbers of persons. 

• Need for negotiating and problem solving skills (develop). 

• You will gain self–confidence as you take up the challenge of leading. 



110 
 

• Your leadership skills will grow step by step and most times you will surprise yourself 

at what you have come to be able to do. 

WHEN DO YOU LEAD? 

• You can always lead. 

• One can lead even when one is not the designated leader. You can always think an act like a 

leader. 

• Any examples? 

LEARNING TO LEAD 

• Do you think you have to be a born leader to lead?  

• If so, what makes you think so? 

• People learn how to lead. Even those people who seem to have it naturally they had to learn 

the skills of leadership.  

• They may have learnt by watching parents, teachers, clergy or others who are involved in their 

lives.  

• They may have embraced responsibility given to them when they were young and might have 

been expected to take charge.  

• Some may have taken classes/training in “leadership development”. 

 

WHEN DO YOU LEAD? 

• Remember you do not have to take over somebody’s leadership role to help things go well.  

• In fact, one of the ways of helping the group is to support the official leader.  

• This could be done by organizing others to help with the work, by listening to the leader and 

by encouraging the leader when he /she feels discouraged. 
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Do not be discouraged if you think you are not a “born leader”. You can become a leader by: 

• Jumping in and practicing. 

• Observing others lead. 

• Finding a mentor. 

• Getting formal training (classes/workshops). 

• Reading books/literature about leaders/leadership. 

• Remembering that people who are successful leaders once weren’t leaders at all. 

 

SOME QUALITIES OF SUCCESSFUL COMMUNITY LEADERS 

1. Dream big. 

2. Create a personal vision statement. 

3. Listen to what people have to say. 

4. Make the decision to lead. 

5. Setting goals. 

6. Think about the individual members. 

7. Think about the group as a whole. 

8. Proposal of programs & policies. 

9. Getting the work done. 

10. Recruiting others to become leaders. 
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DEVELOPING RELATIONSHIPS WITH OTHERS 

• All leaders are in need of support from others to help them to grow and get through the 

challenges, fears and discouragements they face.  

• Leaders can also feel very isolated at the top and so need others to listen to their thinking 

whilst listening to others ideas. 

• You as a leader can develop relationships with people, sharing your leadership successes, 

discouragements and failures you experienced in your leadership role. 

•  It can be very beneficial to set up regular times where you and another person/people can 

meet and discuss being a leader. 

 

KEEPING TRACK OF YOUR EMOTIONS 

• All of us as human beings that live in this modern age know what it is like to be stressed out. 

As we well know the demands of leadership can pile on even more stress. 

• Leaders therefore have to figure out how to handle emotions due to the stress that comes with 

the role of a leader.  

• Sometimes you may feel “like crap” after dealing with a myriad of problems/issues.  

• In fact, the more challenges one may experience as a leader, the more can experience 

emotional fallout. As a result, it may become more difficult for you to think straight. 

• Sometimes leaders, instead of confronting their emotions may resort to taking actions that 

causes harm to themselves or others.  

• Some of these actions may include alcohol or drug abuse, overeating, smoking, violence etc. 

Some leaders also experience physical illnesses related to their emotional condition. 

• You are too important to let bad feelings damage you. You must be aware at all times that your 

well-being is very important at least as important as the causes you are fighting for.  
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• Do not wait until you are in trouble before you deal with your emotions. 

• Remember talking helps! So does crying and laughing! A good cry or a hearty laugh with a 

team/group member, fellow leader or friend can clear a space in your brain that will help sort 

out some of those difficult, “knotty” problems. 

CONCLUSION 

• Do not be hesitant to become a community leader as it may be possible that this is a position 

made for you specially. 

•  Go ahead and dare to take hold of your dreams and remember you have the ability to make 

significant changes in the lives of the people with whom you live, work, socialise and play.  

• Do not deny the Universe your unique contribution. 

 

9.2 SESSION OUTLINE 
 

 

 

ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

Who is a community leader?                            20 minutes 
• Ask the participants to share in their own words their definition of a 

community leader. 

• Ask two (2) volunteers to stand in front of the classroom and share 
their definition. 

• Thank the volunteers for their help. 

• Explain to the participants your definition of community leader. 

• Ask the participants what their thoughts are on the definition shared. 
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ACTIVITY 2 

 

 

 

 

 

   Benefits of becoming a community leader        30 minutes 
• Divide participants into groups of 4 or 5 persons. 

• Ask participants to share their thoughts on why they should 
consider becoming a community leader. 

• Can you think of any other ways people become community 
leaders?  

• Can you think of a community leader you know and admire and can 
you indicate how you believe they came to be a leader? 

• Ask participants to list the benefits of becoming a community leader. 

• Ask participants to list the qualities of successful community 
leaders.  

 

 

ACTIVITY 3 Developing relationships with others          30 minutes 
• Divide the participants in groups of 4 or 5 and ask them to share. 

• Tell the participants that in their groups, they will discuss how 
to build community relationships. 

• Tell participants to start a journal on the different ways they can 
build relationships with others in their community. 

• Explain to the participants the importance of performing a daily 
self-reflection. 

  

  

EVALUATION Evaluation and reflection         10 minutes 
To conclude, say: “In session 9 – Becoming a Community Leader, you 
learnt the definition of a community leader, the qualities of successful 
community leaders, building relationships and keeping your emotions intact”. 
 

• Tell the participants that as their facilitator you are also willing to 
answer their questions. 
 

• Ask the participants to answer the questions, what did you learn about 
yourself through these exercises? Do you think you can be a community 
leader? 
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SESSION 
OBJECTIVE 

To empower participants to know how to advocate effectively. 

LIFE SKILLS 

 

Advocacy - Making choices – Dealing with difficult situations 

SESSION SET UP 

 

 

 

 

 

 

This session consists of four activities: 

Activity Title Method Time 

Activity 1 What is Advocacy? Individual 
exercise 

20 minutes 

Activity 2 Common types of 
advocacy 

Group Exercise 40 minutes 

Activity 3 Knowing what it takes 
to be a successful 
advocate 

Group exercise 30 minutes 

Evaluation  Individual 
exercise 

30 minutes 

SESSION 
DURATION 

  120 minutes 

 

 

 

 

 

LEARNING GOALS 

 

*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 

 

 

At the end of this session, the participants are able to: 

 

ADVOCACY 

10.0 SESSION -ADVOCACY        
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KNOWLEDGE Define a Community Advocate;  

Describe the common types of advocacy;   

Understand the effort it takes to be a successful 
advocate. 

SKILL How to develop advocacy skills; 

ATTITUDE Advocate for a cause. 

 

POINTS OF INTEREST • Read the entire session plan.  

• Read the background information for ideas. 

• Read the background information, choose a situation that is relevant 
to your target group’s age and culture and develop a scenario that 
discusses advocacy. 

 

 

MATERIAL • Flip chart paper and markers 

• A scenario you thought up yourself which is relevant to the age and 
culture of your target group on the benefits of advocacy. 

 

 

 

 

 
Information for the life coach: 
 

• Check if the participants need help in identifying the reasons why we advocate. 
• Give advice and support where necessary. 
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10.1INFORMATION ON THE SESSION 
 

ADVOCACY 

BECOMING An ADVOCATE 

DEFINITIONS/INTRODUCTION 
• the act or process of supporting a cause or proposal: the act or process of advocating 

something 

Legal Definition of advocacy 

• the profession or work of an advocate  

• the action of advocating, pleading for, or supporting a cause or proposal 

Definition at Grass Roots Level 

“Advocacy is a movement to change minds, bringing awareness through social movements 

that influence decision makers at various levels.” 

• Advocacy belongs to the family of conflict resolution.  Conflict can be resolved using two 

parties or three parties depending on whether a model for mediation, conciliation, 

negotiation or advocacy is used.   

• Advocacy means to advocate for or defend how you feel about something by advancing a 

certain viewpoint.  

• Advocacy is active promotion of a cause or principle 

• Advocacy involves actions that lead to a selected goal 

• Advocacy is one of many possible strategies, or ways to approach a problem 

• Advocacy can be used as part of a community initiative, nested in with other 

components. 
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• Advocacy is not direct service. 

• Advocacy does not necessarily involve confrontation or conflict 

 

COMMON TYPES OF ADVOCACY 

1. Self-Advocacy - This is standing up for one's self.  Anyone can act as his or her own advocate.  

2. Peer/Support Advocacy - takes place when the individual providing the help has been 

through, or is going through, a similar experience.   

3. Best Interest Advocacy - Decisions are made by someone considered to have the best 

interests of the consumer in mind and/or who is considered to have the knowledge needed to 

make an informed decision - often on behalf of the consumer.  The consumer may not be part 

of the decision making process. 

4. Statutory Advocacy - is where someone is appointed with legal responsibility to represent 

another such as a welfare guardian. 

5. Crisis Advocacy - uses a one to one relationship between a paid or unpaid advocate and 

someone who is at risk of being mistreated or excluded. This is usually a short-term one-off 

arrangement organised to deal with crisis. 

6. Professional/Specialist Advocacy - is most widely recognised as legal advocacy, but may 

also be provided by others who provide specialist advocacy service. 

7. Political Advocacy - can include lobbying and is the advancement of particular viewpoints at 

a political level on behalf of a group of people. 

 

BASIC COMPONENTS OF ADVOCACY 

• Survival skills for advocates 
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• Understanding the issue 

• Recognising your allies 

• Identifying opponents and resistance 

• Encouraging involvement of potential opponent as well as allies. 

• Developing a plan/strategy for Advocacy. 

 

KNOWING WHAT IT TAKES TO BE A SUCCESSFUL ADVOCATE 

• Whether your advocacy takes you globally and/or locally, the best advocates for change are 

people who can tell a story that moves people to action — no matter their age. 

• If you are thinking of working on global or community advocacy groups here are some tips to 

get you started: - 

• Understand the Change You Want 

• Don't Wait (for other people) 

• Be Genuine 

• Be Creative 

• Don’t Take “No” for an Answer 

• Invest for the Long Haul 

• Build a Coalition 

• Use Social Pressure 

• Hold People Accountable 
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SUMMARY 

• Advocacy is exciting work. You get the pleasure of fighting the good fight, and sometimes, the 

thrill of victory. In order to have that, though, you need to get through all of the day-to-day 

details and specifics.  

• You'll need to keep an eye on the forest while working on the trees individually. 

• Ensure that you pay attention to the planning and preparation it takes so you can be better 

prepared to bring about the changes that matter to your community. 

• Remember it is important to develop a deeper understanding of the issues, 

including research to analyse who has the power.  

• Remember, advocacy is about power-who can influence things that matter. You will need to 

know where the power of your opponents lies, and how you can most effectively influence or 

confront it. 
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10.2 SESSION OUTLINE 
 

 

 

ACTIVITY 1 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 
 

What is advocacy?                                          20 minutes 
• Ask the participants to share in their own words their definition of 

advocacy. 

• Ask two (2) volunteers to stand in front of the classroom and share 
their definition. 

• Thank the volunteers for their help. 

• Explain to the participants your definition of advocacy. 

• Ask the participants what their thoughts are on the definition shared. 

 

 

ACTIVITY 2 

 

 

 

 

   Common Types of Advocacy            40 minutes 

 
• Place participants into groups of 4 or 5. 

• Explain to participants that they will examine the different types of 
advocacy. 

• Ask participants to come up with two scenarios depicting two types 
of advocacy. 

• Invite participants to role play their scenarios. 

 

 

ACTIVITY 3 Knowing what it takes to be a successful Advocate  30 
minutes 

• Divide the participants in groups of 4 or 5 and ask them to list 
the challenges that an advocate might encounter in the field. 
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• Explain to participants the importance of knowing what it takes 
to be a successful advocate. 

• Tell participants to start a journal on issues or causes that they 
can advocate for. 

• Encourage participants to engage in new activities or take on 
new challenges that can be considered advocacy. 

 

  

EVALUATION Evaluation and reflection    30 minutes 
To conclude, say: “In session 10 – Advocacy, you learnt the definition of 
advocacy, the common types of advocacy and what it takes to be a successful 
advocate”.    

• Tell the participants that as their facilitator you are also willing to 
answer their questions. 
 

• Ask the participants to answer the questions: What did you learn about 
yourself through these exercises? Do you have the personality to be an 
advocate? Is there any issue that you can immediately advocate for? 
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SESSION 
OBJECTIVE 

To inspire creativity in participants as a means of managing conflicts, 
appreciating diversity and expressing themselves without violence.  

LIFE SKILLS 

 

Creativity - Communication – Dealing with difficult situations   

SESSION SET UP 

 

 

 

 

 

 

This session consists of four activities: 

Activity Title Method Time 

Activity 1 Color Therapy   Individual 
Exercise 

30 minutes 

Activity 2 Musical Interpretation Small Groups 
Exercise 

40 minutes 

Activity 3 

Activity 4 

I’m Listening 

Evaluation 

Group exercise 

Individual 
exercise 

30 minutes 

15 minutes 

    

SESSION 
DURATION 

  115 minutes 

 

 

 

LEARNING GOALS 

 
*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 
 
 

At the end of this session, the participants are able to: 

KNOWLEDGE Find ways to have inner peace to be able to facilitate 
others towards peaceful outcomes; 

Communicate effectively through active listening;   

 

 USING ART FOR A PEACEFUL OUTCOME 
11.0 USING ART AS A TOOL FOR INTERNAL REFLECTION   
 

Quote: “The greatness of a man is not in how much wealth he acquires, but in his integrity and his ability 
to affect those around him positively.”  Robert Nestor Marley, Singer, Jamaica. 
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Explain understanding how others interpret what 
they see or hear can reduce and eliminate conflict in 
their communities. 

SKILL Apply therapeutic strategies to bring calm to 
situations, such as deep breathing, calming music. 

ATTITUDE Responsibly apply learnt techniques to difficult 
situations. 

 

POINTS OF INTEREST • Read the entire session plan.  

 

 

MATERIAL • Coloring pages 

• Blank sheets of paper 

• Flip Chart 

• Tape 

• Markers, Pencils, Colored Pencils, Crayons 

• Different genres of music 

• Speakers 
 

 

 

 
Information for the life coach: 
 

• Encourage discussions with the participants through the question review, after 
activities.  

• Give advice and support where necessary. 
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11.1 INFORMATION ON THE SESSION 
 

Activity 1: Color Wheel  
The activity itself is self explanatory at the Activity 1 session. 
 
 
Activity 2: Musical Interpretation 

The examples given for this activity is at the discretion of the facilitator. The faciltator can 
allow participants to choose their own songs for interpretation. 

 OBJECTIVES  

• To discover ways in which music can influence peace or encourage conflict 

• To appreciate the differences in interpretation of music  

 

Discussion Questions: 

1. What genre of music did you listen to? 

2. What were some of the lyrics that stood out?  

3. Did any of the lyrics have an impact?  

4. Do you think music can incite violence? Why? Why not? 

6. In your group, were there different interpretations of the lyrics?  

7. Does music imitate life or does life imitate music?  

9. How can different Art forms be used as a tool for peace? 

 

Please note that the facilitator can use the musical examples given or choose others they feel 
appropriate. 
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Activity 3:  I’m Listening 
 

 OBJECTIVES: 

• To understand what it takes to listen effectively  

• To learn how to give appropriate feedback 

Materials: One set of the I’m Listening handouts (provided) for each pair  

Procedure:  Direct everyone to find a partner and spread out in the room. Give each partnership their 
two handouts facedown and ask them to keep them facedown until everyone has the handouts.  

Tips Color-code the handouts—Handout A could be green, Handout B could be red.  

 

Discussion Questions: 

 1. When you were the talker, what feedback did you receive from your listener?  

2. How did you feel about that feedback?  

3. How did that feedback influence what you said?  

4. What are some appropriate listening and feedback strategies? 

 
 
11.2 SESSION  OUTLINE 
 
 
 
ACTIVITY 1 
 
 

Color Therapy                                                               30 minutes 
 
• Ask the participants to choose a coloring page from those laid out in front 

of them and leave it centered on the table. 
 

• Ask them to place their feet firmly on the floor and sit upright for a 3-
minute breathing exercise. 

 
• Tell them that they can place their hand either on their laps or just let it 

drop to their sides, whichever they are most comfortable with. 
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• Invite them to close their eyes for a few moments, and take a deep breath 

in (through their nose) and exhale (slowly through their mouth). 
 
• Tell them to repeat this deep breathing 3 more times while asking them 

to think about peace, love and harmony on every inhale and anger, 
frustration and violence on every exhale. 

 
• Demonstrate: (INHALE peace, EXHALE anger; INHALE love, EXHALE 

frustration etc.) 
 
• Invite participants to slowly open their eyes.  
 
• Tell participants they can begin coloring their page. 
 
• Ask them to think of nothing else but coloring.  Simply choose a color and 

begin. 
 
• Ask participants to stop coloring after 15 minutes. 
 
• Encourage them to share on what they felt while coloring, why they 

started coloring at a particular part of the drawing (top, center, bottom 
etc.). 

 
• Ask them why they choose a particular color and if that color was most 

dominant in the artwork. Refer to the Color Wheel to share some 
characteristics of that dominant color. 

 
 
 

ACTIVITY 2 
 
 
 
 
 
 
 

Musical Interpretation                                 40 minutes 
• Place the participants in groups of 3s or 4s  

• Play the song Destiny by Buju Banton 
https://www.youtube.com/watch?v=mhPzrRsmVXo    

                             and 

• Play the song YOU SAY by Laurie Daigle 
https://www.youtube.com/watch?v=sIaT8Jl2zpI   

                                          OR 

• Ask each group to pick a genre of music.  

• Tell them they will be discussing the ways in which the music can 
impact persons positively and/or negatively. 

https://www.youtube.com/watch?v=mhPzrRsmVXo
https://www.youtube.com/watch?v=sIaT8Jl2zpI
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• Reinforce to the groups that there is no right or wrong answers in 
their group discussions.  

• Ask one member of each group to discuss the points made in each 
group.  

• Ask the discussions questions and receive feedback on the activity 
and what they understood about musical diversity.  

 

Tips:  The participants can be reminded that the lyrics are a form of 
a poem and can be analyzed to identify what the artiste may have 
intended and the message they want to share. The differences are 
usually how each particpant may interpret the lyrics. The similarities 
is often how the music impacts us in the same way.  

 

 

ACTIVITY 3 I’m Listening                                                  30 minutes 
• Direct everyone to find a partner and spread out in the room.  

• Give each partnership their handouts and ask them to keep face 
down until everyone receives a handout. 

• Announce that the activity will be played out in two rounds, 
Scenario #1 and Scenario #2.  

• Tell them that each pair will have the chance to be the talker and 
then the listener.  Each person will have a specific role to play in each 
scenario. 

• Ask them to all turn over the handouts at the same time, and give 
them about a minute to read the directions on the top of their 
handouts before beginning. 

• After the minute, say, “Now it’s time to start talking!” 

• Allow two to three minutes to complete Scenario #1, and then ask 
them to move on to Scenario #2. 

• Ask the discussion questions, then have partnerships join together 
(working in groups of four to six) to come up with appropriate 
listening strategies.  

• After five minutes, have them report back to the entire class. 
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EVALUATION Evaluation and reflection          30 minutes 
• Invite participants to take one of the different colored shaped paper on 

the table in front of them.  
 

• Ask participants to write on the shape,  
 

 How they felt about the session; 
 What they learnt from the session; and 
 How they can use what they learnt in the community. 

 
• Ask participants to choose one of the blank pages located on the walls 

of the room and stick their shapes on the page, (provide tape for this 
activity). 
 

•  Ask participants who want to share what is on their shape with the 
class, to share openly. 
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COLOR PAGES (ACTIVITY 1) 
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COLOR WHEEL (ACTIVITY 1) 
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I’m Listening—Handout A 

Directions: Please take a minute to read your script silently. Do not share your script with 

your partner. When each round begins, you will have 45 seconds to act out your script. 

Scenario #1 Talker #1: 

You are having a very difficult day at work. You’ve just hung up after talking with an angry 

customer, your computer is down, and a coworker just snapped at you. It is one of those days 

when it seems that everything that could possibly go wrong does. You turn to a team member 

for a little empathy. You just want to talk it out for a few minutes. Your role: Tell your partner 

about your difficult day and how you feel.  

Scenario #2 Listener #2: 

One of your peers comes to you with good news. You are very busy and preoccupied. Because 

you have so much going on, you are multitasking— checking your Instagram, texting, looking 

through the papers on your Facebook feed, responding to WhatsApp messages, and so on. 

You don’t even have time to look up and make eye contact—after all, if you do, your peer may 

keep talking! And you have much more important things to do.  

Your role: Use nonverbal feedback to indicate that you don’t have time to listen. Everything 

you do indicates that you are very busy and that your tasks are far more important than 

taking the time to listen to your peer. 
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I’m Listening—Handout B 

Directions: Please take a minute to read your script silently. Do not share your script with 

your partner. When each round begins, you will have 45 seconds to act out your script.  

Scenario #1 Listener #1: 

A team member comes to you with some home-related problems. After listening for a few 

seconds, you realize that his or her problems are minor compared to yours. You interrupt to 

negate what your team member is feeling and to offer your solutions and advice. Your role: 

Say things like, “It’s no big deal compared to what happened to me . . .”; “Oh, that’s nothing, 

don’t worry about it”; “Here is what you need to do”; or “You are making something out of 

nothing.” Interrupt your partner constantly to give your reactions and advice.  

Scenario #2 Talker #2: 

Great news! You just won the lottery! You are so excited that when you get to work/class you 

approach the first team member you see to tell him or her all about your good news.  

Your role: Tell your partner how this money will change your life, what you plan to do with 

your winnings, and of course, how happy you are. Be sure to use voice inflection and 

nonverbal communication to convey your excitement.  
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12.0 USING ART AS A TOOL FOR ADVOCACY 
 

 
 

 

SESSION 
OBJECTIVE 

To educate participants in how to use the Arts as a Tool for Advocacy and to 
understand the various frameworks to get messages across effectively. 

LIFE SKILLS 

 

Communication – Understanding different Art forms to get messages heard.   

SESSION SET UP 

 

 

 

 

 

 

This session consists of seven activities: 

Activity Title Method Time 

Activity 1 Know your message   Small Group 
Exercise 

60 minutes 

Activity 2 Know your target Small Group 
Exercise 

40 minutes 

Activity 3 

 

Activity 4 

 

 

Activity 5 

 

Activity 6  

 

Activity 7 

Choose the medium 

 

Know what devices 
your target audience 
finds attractive 

Know the framework  
whether positive or 
negative 

Create messages using 
the appropriate 
framework 

Know your target 
audience   

Small Group 
Exercise 

Small Group 
Exercise 

 

Small Group 
Exercise 

 

Small Group 
Exercise 

Small Group 
Exercise 

60 minutes 

 

50 minutes 

 

 

45 minutes 

 

40 minutes 

 

40 minutes 

Evaluation  Individual 30 minutes 

SESSION 
DURATION 

  365 minutes 

 

 

 

 “The greatness of a man is not in how much wealth he acquires, but in his integrity and his ability 
to affect those around him positively.”  Robert Nestor Marley, Singer, Jamaica. 

 

ART AS A TOOL FOR ADVOCACY 
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LEARNING GOALS 

 
*PLEASE NOTE THIS TIME DOES NOT INCLUDE TIME FOR FACILITATION 
 
 

At the end of this session, the participants are able to: 

KNOWLEDGE Discover different ways to use Arts as a tool for 
Advocacy; 

Communicate effectively through various artistic 
devices;   

Explain how others interpret what they see or hear 
can reduce and eliminate conflict in their 
communities. 

SKILL Understand how people interpret the same message 
differently and be able to adapt your message to 
motivate all difference of opinion to gather support.  

ATTITUDE Have a greater empathy to understand and accept all 
different opinions. 

 

 

 

POINTS OF INTEREST • Read the entire session plan.  

• Have participants come prepared with different genres of music, 
various types of advertising and any props to do role plays. 

 

 

MATERIAL • Blank sheets of paper 

• Flip Chart 

• Tape 

• Markers, Pencils, Colored Pencils, Crayons 

• Different genres of music 

• Speakers 

• Laptop and projector 
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Information for the life coach: 
 

• Encourage discussions with the participants, after each activity.  
• Give advice and support where necessary. 

 

 

 

12.1 INFORMATION ON THE SESSION 
 

What is Advocacy? 

Advocacy is the support or promotion of a cause or a position, policy or to motivate specific 
action. The word “advocacy” originates from Latin words that mean “adding or lending 
one’s voice” in support of a person or issue.   

Some people refer to advocacy as “protesting”. True, one can advocate against an issue. But 
unless it is clear what one wants to advocate for, the effort will not result in sustainable or 
constructive change.  

 

Art as a Tool for Advocacy 

This module does not teach advocacy. The previous module provided a basic presentation 
of the definition of advocacy, this module focuses on how the arts can be used as a tool for 
advocacy. 

The use of artistic devices such as syntax, rhyme and cadence often reinforce or 
enhance the way a message is communicated. Other devices, such as melody and 
rhythm, often enable messages to “make sense” because they enable it to be easily 
repeated and learned by rote. When a weak or complicated argument can be conveyed in 
an easily remembered song or rhyme, it can easily be repeated and gain currency, (i.e. be 
widely remembered) or even agreed with. In fact, melody and rhythm are such effective 
devices that they are even used to convince. Catchy statements or lyrics are more 
convincing, sometimes simply because they rhyme or are easy to remember. (Think about 
successful ditties, jingles or advertisements.) 

THE TRAINING METHOD: HOW TO USE THIS MODULE 

The module is divided into a series of “conversations” led by the facilitator. The Facilitator 
raises a question and moderates the conversation.  

The Facilitator places the participants in groups to conduct experiential/role play exercises 
to help the participant get a “feel” for what was discussed.  
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As the different groups’ moves from one conversation to the next, all the participants 
should have a turn at being part of a roleplay. After each roleplay there should be a class 
discussion for feedback led by the Facilitator, so that each lesson is internalized by all the 
participants. The experience should be fun and animated, with participants encouraged to 
be creative.    

 

CONTENT: THE CONVERSATIONS 

 

1. What is advocacy? 

Exercise 1: Know your message: What is the message? What do you want to advocate?  
- Know how to express the intention or purpose of the advocacy in the simplest possible 
terms.   
Purpose of the exercise: To enable the participants to look critically at advocacy. It 
enables them to step out of the role of being a “consumer” or “target” of advocacy messages 
so that they can take on the role of evaluating the advocacy messages to which they are 
exposed. 
 

Exercise 2: Know your target: Who is your target? (Who do you want to convince?) 
- If you want to change policy, your advocacy should target policy makers.  
Purpose of the exercise: To enable the participants to understand that reaching different 
people requires different advocacy strategies. 
 

2. Using the Arts for Advocacy 

Exercise 3: Choose your medium: What kind of art is your target audience attracted to? (Music? 
Poetry? Painting? Theatre?).  Know how to reach your target group. 
Purpose of the exercise is to understand that the point of view of other people may be 
very different from their own. They need to know how to put themselves in someone else’s 
shoes. 

 

Exercise 4: Choose what devices will attract your target group. (Sounds, rhythms, expressions, 
style of music, type of poetry, etc.) 

o Messages should use the selected devices (sounds, rhythms, expressions, 
melodies) that are most attractive to my target group 

o Create your message: Present your message using the right framework and the 
most effective devices.  

Purpose of this exercise is to make the participant realize that their own preferences 
aren’t necessarily the best way to reach their target. The most effective way to reach their 
target is by using a device that appeals to their target. 
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Exercise 5: Choose what framework your target audience will respond to? What are the positive 
and negative images or items that you can use to sell your message to your target group?  

o Messages should be articulated either in a positive framework (i.e. in a 
relationship with things your target finds attractive), or in a negative framework 
(i.e. in a relationship with things your target finds unattractive).  

o Discussions should be around positive/negative associations that can be made to 
sell the message. 

Purpose of this exercise is to understand that different people are motivated in different 
ways by different stimuli. 

 

Exercise 6: Create your message using an appropriate framework and effective device. Use 
positive or negative associations, using the best devices to carry the message. 
Purpose of this exercise is to make the participant think about ways to convey a message 
by linking it to the way their target feels. The most effective way to reach your target is by 
using a framework and device that appeals to your target. Take the positive and negative 
associations from Exercise 4 and create a message for each one. Then use a Melody or a 
Rhythm in the message.  

 

Exercise 7: Be strategic / avoid unintended consequences:  In creating and conveying your 
message, one must be careful to avoid using a framework or devices that will stir up detractors (i.e. 
persons who will attract others to advocate against your cause)!  

Know the issue/issues, know the differences of opinion in your community and/or within 
your target audience. 

Purpose of this exercise is to learn how to be sensitive to different points of view and to 
understand that people who agree on some issues might disagree with each other on other 
issues. 

 

SUMMARY 

• Using Arts as a tool for Advocacy can be stimulating, especially when your target 

audience relates to your activism.  

• One can use poetry nights or musical events that can have persons focus on non-
violence lyrical content to reinforce desired behaviour change especially among 
youth in communities. 

• Ensure that you pay attention to your target audience especially to the stimuli that 

they relate to so you can be better prepared to bring about the changes that matter 

to your community. 
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• Remember it is important to develop a deeper understanding of the issues, 

including research to analyse who has the power.  

• Remember, advocacy is about power-who can influence things that matter. You will 

need to know where the power of your opponents lies, and how you can most 

effectively influence or confront it. 
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12.2 SESSION OUTLINE 
 

 

 

 

Start the session with a short recap of what was previously completed 
and indicate briefly what this session will be about. 

 

ACTIVITY 1 

 

 

 

 

   Know your message                                            60 minutes 
• Place participants into groups of 4 or 5. 

• Explain to each group that they will act out an advertisement that they 
have seen on TV or heard on the radio and discuss its intention. What 
are these Advertisements trying to sell or what behavior are these ads 
trying to motivate? 

• Ask each group to discuss whether the advertisements or 
announcements from the other groups are effective at selling or 
motivating. 

• Invite groups to role play their scenarios. 

 

 

ACTIVITY 2 Know your target audience                                       40 minutes 
• Quiz participants on who should they target if they want to change 

X. Where X can be school rules, traffic regulations, street lighting 
in their neighborhood, water supply in their neighborhood (note 
these are just examples where X can be anything the participants 
wish). 

• Explain to participants the importance of writing down who 
should they target regarding the change they wish to see. 

• Have participants share their answer with the class. 

• Encourage participants to engage in a discussion around each 
answer. 

 

ACTIVITY 3 Choose your medium                                                     60 minutes 
• Divide the participants in groups of 4 or 5 and ask them to name 

well know recording artists, poets, songs or movies. 
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• Tell participants in each group to write each name on a separate 
post-it. 

• Tell participants to write names of different target groups on a 
sheet of flip chart paper. For example – children under 10, people 
who live in certain areas, Persons over 60, Youth, Religious 
persons etc. 

• Have participants place the post-it note next to the different target 
groups listed on the flip chart paper.  

• Discuss the activity asking participants the reasons why they 
paired the post-it with certain groupings. 

 

ACTIVITY 4 Know what devices your target audience finds attractive  50 
minutes 

• Divide the participants in groups of 4 or 5 and ask them to 
demonstrate a song or dance or manner of speaking they don’t 
listen to or don’t like but that they associate with someone they 
know. 

• Ask those participants who don’t like the song or dance the 
reasons why. 

• Explain to participants that being an advocate means 
understanding that their own preference aren’t necessarily the 
best way to reach the target audience. 

 

ACTIVITY 5 Know the framework whether positive or negative  45 
minutes 

• Divide the participants in groups of 4 or 5 and have each group list 
advocacy issues. 

• Have the participants from each group list one positive and one 
negative feeling associated with issues from each group. Example: 
Advocacy issue - Dress code: positive feeling – looking good, 
identifying with work colleagues or friends. Negative feeling – Loss 
of one’s own personality. 

• Discuss with participants that different people are motivated in 
different ways by different stimuli. 
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ACTIVITY 6 Know your target audience                                       40 minutes 
• Divide the participants in groups of 4 or 5 and ask them to list the 

challenges that an advocate might encounter in the field. 

• Explain to participants the importance of knowing what it takes to 
be a successful advocate. 

• Tell participants to start a journal on issues or causes that they can 
advocate for. 

• Encourage participants to engage in new activities or take on new 
challenges that can be considered advocacy. 

 

 

 

ACTIVITY 7 Be Strategic/ Avoid unintended consequences      40 minutes 
• Divide the participants in groups of 4 or 5 and ask them to list the 

issues they face in their community. 

• Explain to participants the importance of knowing the issues in 
their community 

• Ask the participants to list the various differences of opinion with 
respect to issues that affect their community. Example can be poor 
lighting, people littering etc. 

• Encourage participants to engage with persons who don’t share 
their opinions. Understanding different points of view is extremely 
important for effective advocacy. 

 

 

 

EVALUATION Evaluation and reflection          30 minutes 
• Invite participants to take a blank sheet of paper 

 
• Ask participants to write,  
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 How they felt about the session; 
 What they learnt from the session; and 
 How they can use what they learnt to be advocates in their 

community. 

 
•  Ask participants who want to share their responses with the class, to 

share openly. 
 

• Collect the participants’ responses. 
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APPENDIX A 

 

HANDOUT ON SELF-AWARENESS 

Self- Analysis/Assessment 

Please take a good look at yourself honestly/objectively. Please answer 
the following questions.  

 

1. What skills or abilities do I have?  

 

 

 

 

 

2. What are my merits/ what are the things I am good at (strengths)?  

 

 

 

 

3. What are my weaknesses?  
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4. What are my hobbies?  

 

 

 

 

 

5. How do I get along with my friends/families/classmates/co-workers? 

 

 

 

 

6. What is my personality?  

 

 

 

 

7. What are my goals to set (short-term and long term)?     
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APPENDIX B 

 

THE JOHARI WINDOW MODEL 

 
                  KNOWN TO SELF                              NOT KNOWN TO SELF   

 

 

 

 

 

 

 

        NOT-KNOWN 
                 TO 
           OTHERS 

 

 

 

 

 

 

 

 

                                                                            

 

 

 

 

 

 

                                                                                                                                                         

ARENA 

(Open Self)  

 

 

 

 

                                                                              

 

 

 

BLINDSPOT 

(Blind Self) 

 

 

 

                                                                           

 

 

 

 

 

FAÇADE 

(Hidden Self) 

 

 

 

                                                                     

 

 

 

 

 

UNKNOWN 

(Unknown Self) 

KNOWN 
TO 

OTHERS 
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Once the adjectives are selected, they are then placed into four buckets, or windows: 

1. Arena – attributes that you selected for yourself, and other people also selected for 
you 

1. Typically a person’s most prevalent or obvious characteristics 
2. “Everyone knows that I am X…” 

 

2. Blind Spot – attributes that others selected for you, but you did not select for 
yourself 

1. Subconscious characteristics, or external perceptions that you don’t identify 
with 

2. “I didn’t know that I am seen as X…” 

 

3. Facade – attributes that you selected for yourself, but others did not select for you 

1. Characteristics that are not externally present or obvious 
2. “I feel like X… but I don’t share that”; “You don’t see X in me?” 

 

4. Unknown – attributes that neither you nor others selected for you 

1. Irrelevant characteristics 
2. “I’m not X…” 
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List of Adjectives 
Able Accepting Adaptable Bold Brave Calm Caring 

Cheerful Clever Complex Confident Dependable Dignified Energetic 

Extroverted Friendly Giving Happy Helpful Idealistic Independent 

Ingenious Intelligent Introverted Kind Knowledgeable Logical Loving 

Mature Modest Nervous Observant Organized Patient Powerful 

Proud Quiet Reflective Relaxed Religious Responsive Searching 

Self-
assertive 

Self-
conscious 

Sensible Sentimental Shy Silly Smart 

Spontaneous Sympathetic Tense Trustworthy Warm Wise Witty 
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APPENDIX C 

 

CONFLICT MANAGEMENT STYLES 

 

 

 

 

AVOID - TURTLES   

The objective of a turtle is to avoid having to deal with conflict.  

Withdrawing   

 Retreat into their comfort zone  

 Stay away from issues  

 Stay away from people they are in conflict with  

The Posture  

 “I am neutral on these issues”  

 “Let me think about it”  

 “I am not getting involved”  

Supporting Rationale  

 Disagreements are inherently bad because they create tension.     
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Likely Outcome  

 Interpersonal problems don’t get resolved, causing long term frustration which is 

manifested in many ways. 

 

ACCOMMODATING - TEDDY BEAR 

The Objective is don’t upset the other person. 

Smoothing  

 Wants to be accepted and liked by all  

 Avoid Conflict  

 Favour Harmony  

 Thinks conflicts will destroy relationships  

 Likes to smooth things over 

The Posture  

 “How can I help you feel good about this issue?”  

   “My position is not that important that it is worth bad feelings between us”  

Supporting Rationale  

  It is better to risk causing a few bad feelings than to abandon an issue you are 

committed or give up on something you want.     

Likely Outcome  

                  You feel vindicated but other parties feels defeated and possibly humiliated.  
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COMPETING – SHARK 

The Objective is to get his/her way.   

 

Forcing   

 Overpower   

 Forces others to accept their solution   

 Seeks to achieve their goals at all cost  

 Not concerned with the needs of others   

 Sees conflict as win or loss  

The Posture  

 “I know what is right don’t question my ability, judgement, or authority”.  

 “Let’s search for a solution we can both live with so we can get on with our 
business.” 

 

Supporting Rationale  

  Maintaining harmonious relationships should be our top priority.  

 Prolonged conflict takes up a lot of time which can be better utilised and 
nurtures bitter   feelings.       

  

Likely Outcome  

 The participants are looking for quick solutions instead of the best solution.   

 Other person is likely to take advantage. 

 

COMPROMISING – Fox 

The Objective is to use their strength of communication and a willingness to find win-win 
or lose-lose compromises. 

The Posture 

  I am willing to give up some of my goals as long as you are ready to do the same. 
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 Concerned with both goals and relationships. 

 

Likely Outcomes 

  Often the fox is able to craft intelligent intermediate solutions. 

 The struggles are deceptiveness and manipulation. People may feel “outfoxed” and 
cheated by foxes. 

 

COLLABORATING - OWL   

The Objective is to solve the problem together.   

Confronting  

 Views conflict as a problem to be solved  

 Solutions are sought, to achieve both parties’ goals 

 Able to maintain a relationship through-out conflict  

The Posture  

 “This is my position what is yours?”  

 “I am committed to finding the best possible solution” 

  “What do the facts say?”  

Supporting Rationale  

  The position of both parties are equally important (not necessary equally 

valid). 

 Equal emphasis should be placed on the quality of the outcome, and fairness 

of the decision making process.          

Likely Outcome  

 The problem is most likely to be resolved.  
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 Also both parties are committed to the solution and satisfied that they have been 

treated fairly.    

 


	1.0 SESSION 1 - SELF- AWARENESS
	1.1 INFORMATION ON THE SESSION
	2.0 SESSION - LEADERSHIP
	2.1 INFORMATION ON THE SESSION
	2.2 SESSION OUTLINE
	3.0 SESSION -TEAMWORK
	3.1INFORMATION ON THE SESSION
	3.2 SESSION OUTLINE
	4.0 SESSION -TIME MANAGEMENT
	4.1INFORMATION ON THE SESSION
	4.2 SESSION OUTLINE
	5.0 SESSION -CONFLICT MANAGEMENT
	5.1INFORMATION ON THE SESSION
	5.2 SESSION OUTLINE
	6.0 SESSION – EFFECTIVE COMMUNICATION
	6.1  INFORMATION ON THE SESSION
	6.2 SESSION OUTLINE
	7.0 SESSION – DEFINING SOCIAL MEDIA
	7.1INFORMATION ON THE SESSION
	2  MARKETING YOURSELF ON SOCIAL MEDIA 
	4 SOCIAL MEDIA ADVOCACY 
	5 RESPONSIBLE USE OF SOCIAL MEDIA 
	6 CREATIVE TOOLS FOR USING SOCIAL MEDIA   
	7 TIPS FOR BUILDING A BETTER SOCIAL MEDIA PRESENCE  
	7.2 SESSION OUTLINE
	8.1  INFORMATION ON THE SESSION
	8.2 SESSION OUTLINE
	9.1INFORMATION ON THE SESSION
	9.2 SESSION OUTLINE
	10.1INFORMATION ON THE SESSION
	10.2 SESSION OUTLINE

	8.0 SESSION -COMMUNITY SERVICE
	9.0 SESSION -BECOMING A COMMUNITY LEADER
	10.0 SESSION -ADVOCACY
	11.0 USING ART AS A TOOL FOR INTERNAL REFLECTION
	11.1 INFORMATION ON THE SESSION
	11.2 SESSION  OUTLINE

	12.2 SESSION OUTLINE
	List of Adjectives

