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FOREWORD
It is with great pleasure that we present to you this revised version of the Life Skills
Curriculum. This fully updated version is the collective effort of several individuals who
are committed to ensuring that our future generation is better equipped for life beyond the
classroom. The committee comprised persons of varied religious persuasions and
professional backgrounds, and included curriculum development specialists and
experienced educators.
The unique features of our diverse society are constantly being challenged by the
influences of the globalized environment. Traditional norms and lifestyles are being
replaced by moral uncertainty. In addition, as technologies are constantly advancing, both
workers and entrepreneurs need to upgrade their skills to avoid being left behind.
But young people need more than skills for the workplace. They need to be equipped for
the challenges of life generally. Our educational and training systems must respond to the
numerous national, regional and global challenges. For this reason, the Ministry of
Tertiary Education and Skills Training successfully approached Cabinet to allow for a
review of the National Life Skills Curriculum. The committee established by the Ministry
began its work in February 2012.
The process started with stakeholder consultations on the earlier edition of the Life Skills
Curriculum. This forum provided critical feedback which was eventually incorporated
into the revised version. The collective effort of the committee towards the collation and
analysis of the feedback from the consultations, combined with the painstaking research
conducted by individual members informed the document that you now have in your
hands. The challenge now facing us is to build upon this framework, offering our youths
the most effective and engaging learning experience possible.
The Life Skills Curriculum recognises the need for the holistic development of young
people’s creative capacity as well as re-orienting their moral and ethical bearings. It
addresses an important aspect of education utilizing individual reflection and situation
analysis thereby leading towards personal growth, self-fulfilment and critical sensibility.
It takes as its starting point a vision of our young people as future leaders who will
require confidence and creativity, knowledge, impeccable character and respect. It sets
out values that are to be encouraged, modelled, and explored. The objectives of each
component of the programme have been carefully revised by our team of academics and
teachers to ensure that they are current, relevant, and provide well-defined outcomes for
participants. New learning areas were added to encourage participants to actively and
significantly contribute to Trinidad and Tobago’s unique, multicultural society, the
Caribbean region and the wider global community.
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My sincere thanks go to all who have contributed to the development of the new Life
Skills Curriculum. You will be proud of the part you have played in creating this sound
framework for teaching and learning; a framework designed to ensure that all young
Trinbagonians are equipped with the knowledge, competencies, and values they will need
to be successful citizens in the twenty-first century.

Senator the Honourable Fazal Karim
Minister of Tertiary Education and Skills Training
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INTRODUCTION
The National Life Skills Education Programme is designed to assist in building positive
and noble character (virtue) as well as confidence, enthusiasm and discipline (morale) in
our citizens for the betterment of our country. By developing awareness and
understanding they will be better prepared to move forward in life for the holistic
development of themselves and others. This will be most effective when a sense of
responsibility as part of the whole is developed, together with a vision of building a
civilized society that is harmonious, just, productive and respected.
“Life skills education is designed to facilitate the practice and
reinforcement of psychosocial skills in a culturally and developmentally
appropriate way; it contributes to the promotion of personal and social
development, in the prevention of health and social problems, and the
protection of human rights.”
(United Nations Inter-Agency Meeting, April 1998)
“Life skills are abilities which help us to adapt and behave positively so
that we can deal effectively with the challenges of everyday life.”
(World Health Organization, 1993)
This National Life Skills Education Programme is relevant to all persons of Trinidad and
Tobago of 16+ years - from all walks of life and from all socio-economic backgrounds.
This revised curriculum document is an outcome of National Consultations (North/East,
South/Central, and Tobago), and the work of a Cabinet appointed committee over a six
(6) month period in 2012.
VISION FOR THE LIFE SKILLS CURRICULUM
The Life Skills Curriculum is expected to be implemented as a core component of all
education and training programmes for the 16+ age group in Trinidad and Tobago.
It is envisioned that this Life Skills curriculum will strengthen the capacity of
tutors/facilitators to provide high quality, culturally relevant, gender and ethnic-sensitive
experiences using a skills-based and performance-based approach. In this way,
participants will in turn be exposed to knowledge, skills, attitudes and values to help
make positive choices towards healthy and productive life styles, demonstrating social
action to support their own holistic development and growth of society in a positive
direction.
RATIONALE FOR LIFE SKILLS TRAINING
Life skills are those skills and attendant knowledge which help every individual to
nurture him/herself and others in a positive manner, and are thus essential for both the
individual and the society of which he/she is an important part. It is the attitude and
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endeavours of individuals upon which the integrity, happiness and advancement of a
society exists - whether in the home, the school, the community or the work place.
Ultimately, this impacts the whole nation and how it is perceived regionally and
internationally.
Cognizant of this fact and of the many shortcomings in present-day society there is an
opportunity for transformation. The potential exists for nobility, integrity, harmony and
cooperation, knowledge, creativity and efficiency, courtesy and kindness amongst all
citizens. This education programme therefore needs to be conducted efficiently by
persons of like calibre. It also needs to be implemented in as many places and institutions
as possible across the country to have its greatest effect and to fill the need. The positive
attitudes and habits that are expected to be inculcated will ensure fewer challenges in
relationships and better functioning in every sphere of human endeavour. These qualities
or virtues will enhance the ability to attract like-minded friends/companions and gain
meaningful employment. They will also enable relationships and employment to be
maintained. Effective implementation of this programme would thus be a direct
investment in our nation’s human capital and its quality of life. It may also serve to
reduce costs incurred from the social ills present in our country.
CURRICULUM GOALS
The Life Skills Curriculum seeks to develop the following knowledge, skills and
attitudes:
 Personal Development – Total development of the individual including selfesteem, self-efficiency and self-reliance, a desire to pursue lifelong learning and
an active healthy lifestyle.
 Spiritual and Moral Development – An understanding and appreciation for the
place of a belief system in influencing the development of moral values and
ethical conduct and their effect on one’s character.
 Mature Relationships – Development of meaningful interpersonal relationships
and positive social skills, discouraging indulgence in high risk behaviours.
 Communication – The ability to listen, speak, read and write language, in order
to receive and transmit information effectively.
 Citizenship – The ability to demonstrate the rights and responsibilities of a loyal
and patriotic citizen.
 Voluntary Community Involvement – Willingly offering service for the
development of the community, without expectation of reward.
 Problem Solving – Making use of critical thinking, innovation and decisionmaking skills to make forward plans and resolve challenges / conflicts.
 Technical Competence – The ability to use a variety of technologies to increase
one’s efficiency and effectiveness, and facilitate lifelong learning.
 Work Ethic – Developing professionalism, including teamwork, in whatever
activities are undertaken.
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 Employment & Financial Literacy – Developing an understanding of job search
skills, entrepreneurship and public relations as well as money & records
management.
 Aesthetic Expression - The ability to respond with critical awareness to various
forms of the Arts and Nature, and to appreciate cleanliness and order in our
physical environments.
GENERAL GUIDELINES FOR USING THE CURRICULUM
There are five (5) Modules in this programme, each begins with a listing of the Units
included. Under each unit, the guidelines give focus to tutors/facilitators with a
framework for planning and conducting interaction with participants, and for determining
evaluation and learning outcomes. The Units are arranged according to the following
headings: Definition; Rationale; Aim; Objectives/Learning Outcomes; Skills
Development; Focus Areas; Virtues/Values/Qualities to be Nurtured; Teaching and
Learning Strategies; Technology: Impact, Uses and Ethics; Resources; Assessment and
Evaluation, Social Action.
It is desirable that all Units of the programme be completed. However, flexibility exists in
the depth and number of activities used, taking into consideration time constraints,
learning styles and levels of previous learning/experience.
As an initial resource for tutors/facilitators, some suggested tables of rubrics for checklist
evaluation, teaching stimuli and learning activities are placed by Module and Unit
number in a “Teachers’ Tool Kit” towards the end of the document. In addition, the
“Teachers’ Tool Kit” contains useful guidance for tutors/facilitators, such as Principles
of Adult Learning, Training Methodology, Assessment of Performance Tasks, Learning
Tips, and other resource materials.
As Information and Communication Technology (ICT) is so important in today’s world,
a foundation course has been added to ensure all participants have the necessary
technological skills, and understanding of the attendant terms, to function competently in
contemporary social and work environments.
Tutors are to encourage participants to produce a portfolio of the work they have covered
– consisting of samples of work done, self and peer-evaluations and other relevant
artefacts. As well as a tool for evaluating participation in the course, the portfolio is
intended to be of value to participants both as a continuing reference of useful insights
and information as well as a sample of work that could be presented at a job interview.
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FOUNDATION COURSE OUTLINE
COMPUTER LITERACY AND EDUCATIONAL TECHNOLOGY
A basic computer literacy course which includes an introduction to Microsoft Word,
Excel, PowerPoint, and an introduction to the Internet is a necessary pre-requisite to this
programme.
An introduction to Microsoft Access and learning opportunities through educational
technology are also provided for use - if applicable to the participating group.

Expectations upon Completion of Programme

Essential/Core Competencies

Elective Competencies

Microsoft Word
Microsoft Word
o Participants will have the ability to
o Participants will have the ability to
effectively work with:
effectively work with:
 Text
 Tables
 Paragraphs
 Pictures and charts
 Physical document layout
Microsoft Excel
Microsoft Excel
o Participants will have the ability to
o Participants will have the ability to
effectively work with:
effectively work with:
 Cells
 Functions and Formulae
 Formatting Worksheets and Workbooks
 Charts and Objects
Using the Internet to support teaching and Using the Internet to support teaching and
learning
learning
o Participants will have the ability to
o Participants will have the ability to
effectively work with:
effectively work with:
 Search engines
 Using instructional software
 Internet safety and acceptable use
 Blogs
 E-mail & other communication tools
 Creating wikis
 Podcasts
 Evaluating websites
Microsoft PowerPoint
Microsoft PowerPoint
o Participants will have the ability to
o Participants will have the ability to
effectively work with:
effectively work with:
 Creating a presentation
 Modifying and customizing a
presentation
 Delivering a presentation
 Working with text, and visual
elements
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Further Competencies that could be explored
Learning with Technology
Microsoft Access
o Participants will have the ability to
o Participants will have the ability to
effectively work with:
effectively work with:
 What is educational technology and
 Building and modifying tables
technology integration
 Building and modifying forms
 Benefits and challenges of integrating
 Viewing and organizing
technology
information
- Lab: Computer basics
 Defining relationships
- Hardware/software
 Producing reports
 Introduction to technology in
different subject areas
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MODULE ONE
INTRA-PERSONAL RELATIONSHIP SKILLS
DEFINITION
Intrapersonal Relationship Skills are skills one needs to possess and perfect in order to
manage and develop his/her self-understanding and recognize one’s qualities, habits,
present limitations and future potential.
RATIONALE
Recognition of capacity and potential within is a motivating factor leading to a healthier
and happier person, improved relations and self-development. These skills are also a
prerequisite to interpersonal skills (living and working with others).
INTRAPERSONAL RELATIONSHIP SKILLS
Content:
1. Knowing Yourself
Participants will appreciate their gifts and abilities, and their potential for development.
2. Self-Esteem and Self-Improvement
Participants will use basic self-development concepts and strategies that promote self-respect
and high self-esteem.
3. Values Clarification and Moral Reasoning
Participants will incorporate values clarification strategies and moral reasoning in their
decision making processes.
4. Goal Setting
Participants will apply goal setting to their personal development.
5. Time Management
Participants will apply time management to their personal development.
6. Wellness and Self-Care: (i) Nutrition
Participants will recognise and value good nutrition as part of a healthy lifestyle and make
decisions to reduce the risk factors associated with the development of lifestyle diseases.
7. Wellness and Self Care: (ii) Fitness
Participants will identify and make healthy choices related to physical fitness and the
prevention of lifestyle diseases.
8. Wellness and Self Care: (iii) Stress Management
Participants will identify and analyse personal, physical, mental and emotional responses to
stress and determine effective coping strategies best suited to them and their situation.
9. Substance Abuse
Participants will use relevant knowledge to make ethical choices and avoid high risk
behaviour.
10. National Pride
Participants will acquire a sense of belonging, loyalty and pride, in being a citizen/resident of
this country.
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MODULE ONE - UNIT 1
KNOWING YOURSELF
DEFINITION
Self: Each individual consists of body, mind and spirit with capacities and the potential to
function well, possessing the faculty of rational consciousness and awareness of the force
that gives life, vitality and strength.
RATIONALE
By 16 plus, persons have gained a level of maturity, through acquisition of knowledge,
experience, and development (spiritual, mental, physical and social), to enable them to
take responsibility for decisions and actions. Recognising that each person is unique and
has the power within to lead towards better functioning, future success and influence will
be motivating factors towards developing trust (faith) in oneself, resulting in proactive
and responsible approaches for personal improvement.
AIMS
To build in participants a sense of value for their life and trust/faith in their capacity to
improve it.
To recognize they are responsible for the choices they make, and to practise reflection on
some of the consequences of their actions.
To appreciate the value of others along their journey of development.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:









share with others the essential components that comprise a human being, and the
importance of holistic development;
begin to rely more on their spirit/inner core for courage and determination in their
goals for self-improvement;
consciously begin to further develop their character with worthy qualities, virtues
and habits, and recognize their value to themselves, their families and to society;
take responsibility for their own health and well-being;
recognize the value of life-long learning, new experiences and problem-solving
for an active and developing mind;
appreciate the efforts of others to provide opportunities, love and encouragement,
and value diversity of opinion and interest, in their quest for broader
understanding;
use their minds to assess the opportunities and knowledge available to them,
consulting with others as needed, in order to make best decisions;
develop an awareness of the importance of spiritual growth to their holistic
development.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: Self-awareness, self-audit, self-monitoring, self-management, selfreflection, time management, intuition
Social Skills: Intra and interpersonal communication
Cognitive Skills: Self-evaluation, critical thinking, problem-solving, decisionmaking

FOCUS AREAS






Self-awareness – body, mind and spirit
Caring for the body
Development and control of the mind
Spiritual development
Holistic self-development

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Appreciation
Determination
Discipline
Faith

Honesty
Humility
Introspection
Patience

Respect
Responsibility
Self-control
Trust

TEACHING AND LEARNING STRATEGIES
Interactive and reflective discussion
Brainstorming
Personal anecdotes

Use of resource personnel
Use of literature
Role play

TECHNOLOGY: IMPACT, USES AND ETHICS



Positive and negative influence of media on self-perception and self-development
Opportunities for physical and mental development

RESOURCES
Case studies
Stories

Audio-visual
Newspapers

Articles
Resource personnel

ASSESSESMENT AND EVALUATION
Journal entries

Portfolio

Oral presentations

11

SOCIAL ACTION





Share with others the essential elements of being human and encourage others to use
their inner spirit to help them in their own endeavours.
Encourage virtues in others.
Practise self-care.
Practise appreciation and gratitude.
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MODULE ONE – UNIT 2
SELF-ESTEEM & SELF-IMPROVEMENT
DEFINITIONS
Self-Esteem is a sense of comfort with, valuing of and respect for oneself, asserting with quiet
confidence one’s ability to control/manage self and ego to meet challenges, successfully solve
problems faced and achieve goals set - for the improvement of one’s character, relationships,
education, health and job/social position.
RATIONALE
Self-esteem and self-respect are important aspects of personal development. It is necessary to
cultivate a positive self-esteem and constantly strive for self-development to achieve a sense of
accomplishment - in all spheres of relationships and endeavours. They enable individuals to
develop and maintain healthy relationships, successfully cope with challenges, and foster
progress in life.
AIM
Participants will develop basic self-development concepts and be equipped with strategies to
improve self-respect, self-worth and self-esteem.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:











analyse perception of self and factors that contribute to self-image;
identify and assess feelings, emotions and attitudes towards self and how these affect
behaviour;
identify and assess the impact of emotions, attitudes and motivations on behaviour;
identify unproductive negative beliefs and replace with positive ones;
distinguish between positive and negatives attitudes and behaviours;
identify some personal habits (good / bad) and evaluate them;
distinguish between negative feelings and negative behaviours;
perform a personal SWOT analysis taking Spiritual, Physical, Intellectual, Cultural,
Emotional and Social (SPICES) spheres into consideration;
develop a Personal Action Plan;
identify coping skills to deal with personal challenges that could affect mental and
emotional well-being e.g. grief, non-achievement of expectations, fear, job loss…
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-awareness, self-monitoring, self-management, self-talk, prayer,
positive affirmations
Social Skills: body language, intra-personal communication, interpersonal relations
Cognitive Skills: Reflection, self-evaluation, critical thinking, creative thinking,
problem-solving, decision-making, time management

FOCUS AREAS









Internal locus of control
Living in the present
Personal needs
Self-esteem and self-worth
Self-awareness
Self-concept
Self-perception
Unconditional self-acceptance

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Caring
Confidence
Courtesy
Helpfulness
Honesty

Honour
Humility
Love
Respect

Responsibility
Self-discipline
Trustworthiness
Truthfulness

TEACHING AND LEARNING STRATEGIES
Brainstorming
Case studies
Checklist

Fact file
Guest speaker
Oral report

Play/Skit
Role playing
Rating scale

TECHNOLOGY: IMPACT, USES AND ETHICS



The impact of technology and other forms of communication upon impressionable
minds
The impact of mass media on self-concept and holistic development

RESOURCES
Case studies
Charts
Diagrams

Flip chart paper
Markers
Portfolio

14

Scenarios for role play
Stories
Videos

ASSESSMENT AND EVALUATION
Dramatization
Drawing

Graphic organiser
Oral presentation

Portfolio
Slogan

SOCIAL ACTION



Exhibit positive behaviour that demonstrates self-respect, self-care and personal
improvement.
Exhibit positive action to others equal to or better than what you receive yourself.
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MODULE ONE – UNIT 3
VALUES CLARIFICATION AND MORAL REASONING
DEFINITIONS
Values Clarification is a method whereby an individual can discover his/her own values by
assessing, exploring and determining what those personal values are and how they affect
personal decision making.
Moral Reasoning is the ability to systematically think through a moral problem taking into
consideration one’s own values and beliefs of right and wrong whilst weighing them against
what others and society value and believe, with a view to the consequences of taking any action
being considered.
RATIONALE
Too often many of us live unaware and without thought of the values we profess as we go
through life. There is need for us to be more conscious of the values we hold dear and to seek to
live according to these values. This would improve our character and the quality of our lives
and relationships.
AIM
Participants will develop the capacity for moral reasoning to clarify values and make decisions
consistent with moral principles.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:








examine cherished virtues and check if decisions made are consonant with these;
demonstrate an acknowledgement and acceptance of the realities of diversity (ethnicity,
culture, sexual-orientation, spirituality/religion);
identify and prioritize his/her own key moral values;
recognise the correlation between moral values, actions and decisions;
evaluate their personal virtues and commit themselves to developing these further and
maintaining a consistent and impartial set of moral principles by which to live;
re-assess internalized patterns of social behaviour and cultural values and norms and
one’s acceptance of them;
articulate their personal value system and ensuing behaviours.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-awareness, self-monitoring, self-management
Social Skills: intra-personal communication, assertiveness, inter-personal relations
Cognitive Skills: self-evaluation skills, problem-solving, decision-making, critical
thinking, creative thinking

FOCUS AREAS











Beliefs
Choice
Ethics
Power
Principles
Spirituality
The Values Triangle – prizing, choosing and acting
Tolerance
Values
Wealth

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Caring
Citizenship
Courage
Forgiveness

Gratitude
Honesty
Love of truth
Respect

Responsibility
Trustworthiness
Wonderment

TEACHING AND LEARNING STRATEGIES
Brainstorming
Discussion
Drawing
Games

Questioning
Reflective
Reporting
Story-telling

Surveys
Mentoring

TECHNOLOGY: IMPACT, USES AND ETHICS


Exposure to the media, popular culture, various forms of entertainment, and other
information influence our values, beliefs, goals and actions.

RESOURCES
Games
Paper
Video

Articles
Case studies
Stories
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Surveys
Values
Graphic organizer

ASSESSMENT AND EVALUATION
Peer assessment
Self-assessment

Tutor evaluation

Portfolio

SOCIAL ACTION



Continuous values clarification, and consonance of behaviour with moral value system.
Appreciation of diversity including skills, outlooks and cultures.
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MODULE ONE – UNIT 4
GOAL SETTING
DEFINITION
Goal Setting is the process of deciding what is to be accomplished and devising a plan to
achieve the desired result.
RATIONALE
Participants need to set goals in order to keep focussed on the path towards advancement. When
personal goals are aligned with moral values and are being achieved the sense of wellness and
accomplishment leads on to greater successes. This will have impact not only on the individual
but also on his/her family, community and nation.
AIM
Participants will apply on an on-going basis goal setting to their personal and career
development.
OBJECTIVES/ LEARNING OUTCOMES
Participants will be able to:





utilize the basic elements of goal setting to define personal, career, financial and other
goals;
identify long and short-term goals that are Specific, Measurable, Achievable, Realistic
and Time-bound (SMART);
outline the steps and benchmarks required for achievement of major goals;
develop action plans with timelines to accomplish goals.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-determination, self-monitoring and self-management, budgeting
Social Skills: communication, negotiation, assertiveness
Cognitive Skills: strategizing, planning, researching, analysing, problem-solving,
decision-making, critical thinking, visualizing, prioritizing, scheduling

FOCUS AREAS





Career management, contingency planning, dreams
Educational development
Long, medium and short-term goals - time lines, time management, prioritizing
Responsibility
19






Wants and needs vs. hopes
Time savers and time wasters
Strengths, Weaknesses, Opportunities, Threats (SWOT)
Flexibility and evaluation of goals

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Alertness
Creativity
Commitment
Flexibility
Honesty

Independence
Innovativeness
Integrity
Justice
Organisation

Pride
Productivity
Rationality
Reflection
Temperance

TEACHING AND LEARNING STRATEGIES
Brainstorming
Case studies
Discussions
Drama

Forecasting
Focus group
Imaging
Inquiry

Introspection
Personal
Presentations
Surveys

TECHNOLOGY: IMPACT, USES AND ETHICS






Software programmes for process mapping
Awareness and availability broaden choices
Use of technology - time saver/waster
Distance education
Aptitude based tests can determine what career/field is best suited

RESOURCES
Case studies

Newspaper articles

Resource personnel

ASSESSMENT AND EVALUATION
Journal entries
Oral presentation

Peer assessment
Portfolio

Self-assessment
Tutor evaluation

SOCIAL ACTION




Keep personal development plan with long and short-term goals and follow own
monthly and weekly plan to meet personal goals.
Periodically evaluate progress, reflect on and if necessary amend strategies and make
new plans to move forward.
Show obedience to rules, laws, norms that are consonant with value system.
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MODULE ONE – UNIT 5
TIME MANAGEMENT
DEFINITION
Time Management is the act or process of planning and exercising conscious control over the
amount of time spent on, and time chosen to do specific activities to increase effectiveness,
efficiency and productivity.
RATIONALE
People need to manage time well so that personal goals can be met and positive habits
developed. Effective time management means that one can maximise that which can be
accomplished and increase levels of success.
AIM
Participants will apply prudent use of time to enhance personal development.
OBJECTIVES/ LEARNING OUTCOMES
Participants will be able to:






manage time efficiently so that personal goals can be met;
develop a habit of regularity and punctuality to minimize time wasting;
develop the discipline necessary for effective time management;
develop action plans with time lines to accomplish goals;
identify and use the basic techniques and tools for effective and efficient time
management.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-determination, self-monitoring and self-management
Social Skills: communication, negotiation, assertiveness
Cognitive Skills: strategizing, planning, researching, analysing, problem-solving,
decision-making, critical thinking, visualizing, prioritizing, scheduling

FOCUS AREAS





Responsibility
Time lines
Time management
Time savers and time wasters
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VIRTUES/VALUES/QUALITIES TO BE NURTURED
Awareness
Balance
Caring
Commitment
Courage

Efficiency
Honesty
Justice
Organisation

Planning
Punctuality
Self-control
Trust

TEACHING AND LEARNING STRATEGIES
Brainstorming
Case studies
Discussions
Drama

Forecasting
Focus group
Imaging
Inquiry

Introspection
Presentations
Surveys

TECHNOLOGY: IMPACT, USES AND ETHICS





Software programmes for process mapping
Awareness and availability broaden choices
Use of technology - time saver/waster
Distance education

RESOURCES
Case studies
Daily planners

Monthly planners
Newspaper articles

To-do-list

ASSESSMENT AND EVALUATION
Journal entries
Inventories
Oral presentation

Peer assessment
Portfolio
Self-assessment

Tutor evaluation

SOCIAL ACTION




Develop a study timetable.
Manage time more effectively to be better able to meet schedules and deadlines.
Manage time for holistic self-development.
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MODULE ONE – UNIT 6
NUTRITION AND SELF-CARE
DEFINITIONS
Nutrition concerns intake of foods, understanding their value-content and required quantities
for healthy growth and tissue-repair, and that those requirements vary for different persons.
Self-care is the habit of personal health-enhancing activities, and use of resources in managing
health problems based on understanding and experience.
RATIONALE
All living things need proper nutrition in order to function effectively and realize potential.
Participants need to understand and appreciate proper nutrition and how it contributes to a
healthy, happy and productive population. It is critical that they be provided with the
knowledge and skills to assist them in making healthy nutritional choices.
AIM
To develop the capacity of participants to make healthy preferences in the quantity and quality
of food choices necessary to promote wellness and reduce risk factors associated with lifestyle
diseases.
OBJECTIVES/ LEARNING OUTCOMES
Participants will be able to:










develop a menu chart exploring the basic principles of proper nutrition and nutritional
considerations based on gender, age, state of health, pregnancy, preference for
vegetarian or non-vegetarian diet;
distinguish between healthy and unhealthy food-preparation techniques;
identify the benefits of healthy eating as it relates to wellness versus ill-health and
lifestyle diseases such as diabetes, heart diseases and dental decay;
analyse the influence of socio-cultural and economic factors, religion, personal beliefs,
and choices related to eating;
identify reliable sources of information for products, services and costs related to proper
nutrition;
identify the role of vitamins, supplements and trace elements in treating with nutritional
requirements in diet;
develop the ability to distinguish between healthy and unhealthy food choices;
develop awareness that stimuli received through the senses have an impact on our wellbeing (mental, emotional and psychological);
develop awareness of family history and genetics in increasing risks for lifestyle
diseases.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-management, self-awareness
Social Skills: communication, assertiveness, refusal and negotiation
Cognitive Skills: critical thinking, creative thinking, problem-solving, self-evaluation
and decision-making

FOCUS AREAS











Balanced Diet
Food Groups
Nutrition
Salt
Snack-choices
Sugar
Lifestyle Diseases (diabetes, hypertension, heart disease, obesity, dental decay)
Fast Food Syndrome, food additives, Basic Metabolic Index (BMI)
Toxins (e.g. pesticides, genetically modified foods, ‘sell by’ dates)
Vitamins & minerals

VALUES/VIRTUES/QUALITIES TO BE NURTURED
Awareness
Care
Critical thinking

Discipline and self-control
Ethical reasoning
Health

Obedience
Self-care
Understanding

TEACHING AND LEARNING STRATEGIES
Analysis of food labels
Brainstorming
Debates
Demonstrations

Food basket
Group discussion
Interviews
Projects

TECHNOLOGY: IMPACT, USES AND ETHICS






The media and our food choices
The technology of food production and preparation
Technology in weight loss and control
Improving the healthy food value and benefits to consumers
Improving the methods of food storage
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Research
Resource persons

RESOURCES
Charts
Recipes
Food/Drink

Advertisements
Audio-visual aids
Brochures

Rhymes/Jingles
Stories
Songs

ASSESSMENT AND EVALUATION
Group and individual presentations
Peer assessment
Portfolio

Reflections on role play
Self-assessment

SOCIAL ACTION



Make and encourage healthy food choices for self, family and peers.
Share the learning on nutrition and lifestyle diseases.
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MODULE ONE - UNIT 7
FITNESS
DEFINITION
Fitness is the general capacity of the human body to perform efficiently, given normal and
stressful circumstances, and may be gauged according to ability to physically exert oneself over
short and longer periods of time.
RATIONALE
The sedentary lifestyle in some occupations and the use of modern technological devices have
negatively affected the inclination and opportunity for physical exercise. Participants must be
encouraged to engage in physical exercise and hygiene practices to keep healthy, increase wellbeing and stamina, as well as reduce the risk of lifestyle diseases and other life threatening
disorders.
AIM
To develop in participants the capacity to make healthy choices related to physical fitness and
the prevention of lifestyle diseases.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:











identify the benefits of being physically fit as it relates to healthy lifestyles;
identify the spin-off benefits of engaging in physical activities such as walking, jogging,
swimming, cycling and athletics (including release of endorphins);
identify the spin-off benefits of engaging in relaxing, meditating, yoga and spiritual
focusing;
identify factors which contribute to physical fitness, including hygiene;
distinguish between different forms of exercise and sporting activities such as highimpact, low-impact, cardiovascular, aerobic, and their various effects upon the human
body;
assess personal fitness benchmarked against accepted conventional measures for one’s
age, gender, height and general state of health;
set personal fitness goals and develop an action plan to achieve these goals, taking into
consideration genetic disorders as well as one’s general state of health;
identify effects your fitness & hygiene choices may have on others;
identify appropriate sources of information for products, services and costs related to
fitness.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-management, self-awareness, self-monitoring and discipline
Social Skills: communication, interpersonal relations, assertiveness
Cognitive Skills: critical thinking, creative thinking, decision-making, problem-solving

FOCUS AREAS





Forms of physical exercise for physical fitness
Holistic health
Lifestyle diseases
Lifestyle habits

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Acceptance
Ambition
Caring
Confidence
Determination

Discipline
Endurance
Flexibility
Harmony
Initiative

Motivation
Patience
Perseverance
Self-esteem
Wisdom

TEACHING/LEARNING STRATEGIES
Focus group discussion
Reflective discussion
Research

Surveys
Demonstration/Modelling

Games
Case studies

TECHNOLOGY: IMPACT, USES AND ETHICS








Media
Reduction in physical activity in work-related tasks
Reduction of physical activity in recreation
Provision of information re: proper lifestyle habits
Exercise programmes aired to wider clientele
Stereotypes that do not promote appropriate health habits
Increased access to a variety of fitness equipment

RESOURCES
Stories
Songs
Pictures

Audio-visual aids
Internet access
Hand-outs
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Sports/Fitness magazines

ASSESSMENT AND EVALUATION
Fitness assessments
Reflections

Reports - oral and written
Portfolio
SOCIAL ACTION



Consistent participation in sports and/or active play.
Influence peers and family to engage in physical activities and hygienic practices.

28

MODULE ONE – UNIT 8
STRESS MANAGEMENT
DEFINITIONS
Stress is the feeling of excessive force or undue pressure on the mind or body experienced with
the demands of daily duty, other social and environmental factors, or an unexpected event
resulting in emotional grief, ill health and low productivity.
Stress Management refers to interventions designed to reduce the causes and effects of stress
(stressors) by increasing the individual’s capacity to cope.
RATIONALE
Participants must develop the capacity to appropriately cope and learn how to manage their
stress levels to maintain their mental and physical health through safe and appropriate practices.
AIM
To develop in participants the capacity to identify and analyse personal, physical, mental and
emotional responses to stress and determine the most effective coping strategies best suited to
them and their situation.
OBJECTIVES / LEARNING OUTCOMES
Participants will be able to:











define different categories and types of stress e.g. good stress, distress and general
environmental stress;
identify how the body reacts positively and negatively to stress;
identify how attitude affects capacity to cope with stress;
identify the potential stressors which impact on mental and emotional stability and wellbeing;
understand how inappropriate responses to stress can be harmful to themselves and
others;
identify and practise coping skills to prevent or alleviate harmful effects of stress;
identify potential adverse and high-risk situations which could lead to stress;
identify their own stressors and respond appropriately;
identify appropriate sources of information, products, support, services and costs related
to mental and emotional health and stress management;
identify family, friendship and spiritual supports to help cope with stress.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: healthy self-management, self-monitoring; self-talk, relaxation technique
Social Skills: communication, interpersonal relations, assertiveness, negotiation,
cooperation
Cognitive Skills: creative thinking, problem-solving, critical thinking, decision-making

FOCUS AREAS







Definition of stress
Good stress (eustress)
Distress
Symptoms of stress
Steps in dealing with stress: avoiding, altering, accepting and adapting
Tips and activities in dealing with stress

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Commitment
Forgiveness
Honesty

Love
Meditation
Optimism

Patience
Perseverance
Simplicity

TEACHING AND LEARNING STRATEGIES
Negotiation
Creative expression (eg. writing and drama)
Questionnaires

Reporting
Reflective discussions
Self-evaluation
Brainstorming

TECHNOLOGY: IMPACT, USES AND ETHICS




Labour saving devices
Recreational activities
Media

RESOURCES
Resource personnel
Stories

Newspapers
Magazines

Documentaries
Film e.g. What About Bob?

ASSESSMENT AND EVALUATION
Self-assessment
Peer assessment
Creative expression e.g. compose song

Portfolio
Video presentation
Group and individual presentations
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SOCIAL ACTION



Share learning on methods of preventing and coping with stress.
Provide support for others.
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MODULE ONE – UNIT 9
SUBSTANCE ABUSE
DEFINITION
Substance abuse refers to the persistent and dependent use of harmful substances like alcohol,
marijuana and other illicit drugs, in a medically non-prescribed manner and quantity resulting in
undesirable personal and social consequences.
RATIONALE
Substance abuse affects the body, mind and psyche of the individual. Its effects are also visible
in the family, community and nationally. Productivity and usefulness in the workplace depend
not only upon the ability to perform specific technical and physical tasks but also on the
cultivation of appropriate work-ethics which are necessary for accessing and sustaining
employment. Many persons who seek to enter training programmes and/or employment are
unable to do so because of a drug habit/addiction. They remain unemployed and may resort to a
life of crime for existence.
AIM
To develop participants’ competencies to make ethical choices and avoid high risk behaviour
regarding legal and illegal drugs in order to resist temptation to take drugs and seek help where
there is a dependency.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:











identify legal and illegal drugs;
know and understand the medical, social, emotional, and legal risks associated with
substance abuse;
identify triggers to drug and alcoholic abuse eg. feelings of isolation, loneliness,
boredom, despair, neglect, peer pressure, social and cultural environments and
expectations, escapism;
know and understand the legal implications of drinking and driving;
develop skills to resist substance/drug abuse;
apply problem-solving strategies to find solutions to drug abuse; and to reinforce selfcontrol over behaviour patterns;
demonstrate cognitive coping skills and relaxation strategies including verbal and nonverbal assertive skills;
acquire coping skills to deter behaviours and lifestyles associated with crime, drugs and
violence;
positively reinforce self-perception;
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demonstrate ways to use adverse experiences for personal growth and development;
recognize risks to mental and emotional well-being;
access appropriate sources of information, products, services and costs related to use
and abuse of legal and illegal drugs.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: healthy self-management, self-awareness
Social Skills: communication, interpersonal relations, assertiveness, conflict resolution,
mediation, anger management, refusal
Cognitive Skills: critical thinking, creative thinking, problem-solving, decision-making

FOCUS AREAS









Legal and illegal drugs
Addiction
Substance abuse
Withdrawal symptoms
Consequences
Gateway substances
Prescription and non-prescription drugs
Counselling and mentoring

VIRTUES/VALUES/QUALITIES TO BE DEVELOPED
Awareness
Caring
Discipline and self-control
Faithfulness

Goal-setting
Honesty
Meditation and prayer
Obedience

Responsibility
Self-respect
Self-esteem
Service

TEACHING AND LEARNING STRATEGIES
Research
Introspection
Field visits to drug rehab facilities
Display
NGOs

Case studies
Reflective and focus group discussions
Role play
Panel discussions
Resource personnel
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TECHNOLOGY: IMPACT, USES AND ETHICS





The media
Anti-drug campaigns
Movies depicting drug use
Commercials

RESOURCES
News articles
Videos (e.g. ‘Scared Straight’)
Film clips
Pictures
Journals
Posters

Interaction with recovering addicts
Brochures
Games/Puzzles
Information sheets NADAPP
Alcoholics Anonymous

ASSESSMENT AND EVALUATION
Self-assessment
Peer assessment
Oral presentation

Poster making
Journal

Survey
Portfolio

SOCIAL ACTION





Source and make use of information and services on substance use and withdrawal.
Make changes to one’s life in keeping with resolutions decided on in group sessions.
Influence others to seek valid information and services on substance use and
withdrawal.
Build a culture of life-affirming values.
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MODULE ONE - UNIT 10
NATIONAL PRIDE
DEFINITION
National Pride results from a sense of belonging to and love for country with an enduring faith
in its potentials. It finds expression in service, commitment, joy and gratitude.
RATIONALE
All citizens should identify with, respect, love and be dedicated to their country. Patriotism is
the fuel that drives the passion and energy of any people towards development and
sustainability of National Pride.
AIM
To develop in participants a deeper appreciation and love for their country, and to harness their
talents, skills, energies, and diverse character in fashioning a cohesive society that would make
them proud of belonging to Trinidad and Tobago.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:










acquire knowledge of the rich history of our nation and celebrate the achievements of
our people, in various fields;
recognise and demonstrate an appreciation for the beautiful mosaic of varied people that
constitute the population of Trinidad and Tobago;
understand and respect the various religious and cultural expressions of our people;
express ways of appreciating, sharing and preserving our heritage;
demonstrate an understanding and loyalty for the national anthem, watchwords, coat of
arms, songs, pledge, motto, flag, symbols and instrument;
explain national symbols and protocol regarding their use and display;
demonstrate an understanding of the basic rights and responsibilities of citizens as
enshrined in the Constitution;
act responsibly to become agents of change in their communities, rekindling community
spirit, being their “brother’s keeper” and caring for the environment;
practise in daily living our country’s watchwords - Discipline, Production, Tolerance.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-management, self-respect, ability to overcome or work through
national
challenges.
Social Skills: cooperation, conflict resolution, communication, peaceful and harmonious
relationships, leadership capacity.
Cognitive Skills: critical thinking, problem-solving, decision-making.

FOCUS AREAS
 Meaning and significance of the Constitution of Trinidad and Tobago
 Understanding our heritage
 Meaning and significance of all national holidays and national symbols
 What it means to be a model citizen
 Beauty spots and historic sites in Trinidad and Tobago
 Opportunities for volunteerism as individuals and groups
 Becoming a literate and skilled individual and helping others to do the same
 Meaning of independence, interdependence and sustainability
TEACHING AND LEARNING STRATEGIES
Visuals - pictures, case studies with visual images
Auditory - recordings, group discussions, participate in simulation
Kinaesthetic - craft activities, participate in experiential exercise
VIRTUES/VALUES/QUALITIES TO BE NURTURED
Honesty
Harmony
Diligence
Honour
Loyalty
Respect

Responsibility
Cleanliness
Humour
Humility
Understanding
Commitment

Sacrifice
Endurance
Obedience
Patriotism
Cleanliness

TECHNOLOGY: IMPACT, USES AND ETHICS




Print and electronic media can present positive and negative images
Accessing and creating websites to make more information available
Highlight research and innovation
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RESOURCES
Calypsoes, national songs and poems
The Constitution of Trinidad and Tobago
Government websites
School broadcasting
Newspapers
Posters, banners, pamphlets and displays

National Library and Information System
Authority (NALIS)
Publications focusing on Trinidad and
Tobago
The National Archives & the Ministry of
Information
ASSESSMENT AND EVALUATION

Prepare a booklet entitled “My Country and Me”
Make an oral presentation on the topic - National Pride
Artistic presentations on National Pride
SOCIAL ACTION





Promote positive aspects of my country, whether home or abroad.
Share stories of nationals who have made special achievements.
Practise the golden rule in life – “Do unto others as you would have them do unto you”.
Teach others to respect the national anthem and symbols.
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MODULE TWO
INTER-PERSONAL RELATIONSHIP SKILLS
DEFINITION
Interpersonal Relationship Skills allow the ability to form meaningful relationships and
accept responsibility for the varied roles that individuals are required to undertake in those
relationships.
RATIONALE
During the lifetime of an individual many relationships are formed with others. It is important
that participants learn skills that will help them to be able to form these relationships in an
acceptable way but also to accept responsibility for their role in making relationships healthy,
meaningful and fulfilling.
INTERPERSONAL RELATIONSHIP SKILLS
Content:
1. Parenting
Participants will understand basic concepts of parenting and the responsibilities and joys of
being a parent and / or sibling to improve family life.
2. Gender and Relationships
Participants will understand the ways in which culture and societal institutions create,
reinforce and perpetuate gender stereotyping, and strategies to maintain wholesome
relationships.
3. Human Sexuality and Sexual Health
Participants will understand the basic concepts of human sexuality and sexual health.
4. Citizenship & Community
Participants will develop a sense of responsibility as citizens, build capacity for positive
interpersonal relations, and understand the importance of building community spirit.
5. Leadership
Participants will develop a sense of responsibility for self and others and build capacity to
lead.
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MODULE TWO - UNIT 1
PARENTING
DEFINITION
A Parent is one who has responsibility for a child/children whether by natural birth or by
adoption. A good parent is one who accepts this responsibility, is equipped with relevant
knowledge on good health and nurturing practices, and strives with diligence to train their
child/children in a holistic manner.
RATIONALE
Parenting is a lifelong responsibility for which few are prepared. Participants need to recognize
the influence of upbringing and family life on the children and how this has impact on society.
It is therefore important that participants learn the skills of good parenting to enable them to
nurture children who will have a well-balanced and cared for upbringing, and to experience the
joy of parenting.
AIM
To develop in participants an understanding of basic concepts regarding parenting - the
responsibilities and joys of being a parent and/or sibling - to enable them to foster improved
family life.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:











demonstrate the ability to communicate feelings and choices;
recognize the importance of building balanced relationships based on mutual
respect;
demonstrate an understanding of family roles, and individual rights and
responsibilities within the family;
identify positive and negative consequences of sexual activity;
analyse behaviours to delay sexual activity until one is mature and ready for family
commitments;
recognise the joys and responsibilities of consensual sex leading to parenting;
demonstrate an understanding of coping skills and relevant knowledge associated
with the adult responsibilities of childbearing, child rearing and effective parenting
practices;
identify potential conflicts in family relationships and methods of conflict
prevention and resolution;
analyse behaviours to identify when children are abused or at risk;
seek responsible help if children become victims of abuse.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: healthy self-management, self-awareness
Social Skills: communication, inter-personal relations, assertiveness, conflict resolution,
mediation, anger management
Cognitive Skills: critical thinking, creative thinking, problem-solving, decision-making,
perception

FOCUS AREAS










What is adulthood? Relationships between adults – marriage, common law, visiting,
casual
Legal rights in adult relationships
Becoming a parent
Responsibilities of parenthood: both fathers and mothers; needs of parents and children
Parent-child relationships: parent as role models; children as individuals with rights and
responsibilities
Parenting styles – authoritarian, authoritative, submissive, neglectful, democratic,
nurturing and supportive
Positive and negatives aspects of different types of family structure: nuclear, single
parent, extended family, families with adopted children
The legal adoption process in Trinidad & Tobago
Child neglect and abuse – how to respond and sources of assistance

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Acceptance
Caring
Compassion
Commitment
Contentment
Cooperation
Courtesy
Discipline

Forgiveness
Friendliness
Gratitude
Honesty
Kindness
Love
Moderation
Mutual respect

Obedience
Openness
Patience
Reliability
Selflessness
Self-sacrifice
Unity

TEACHING AND LEARNING STRATEGIES
Brainstorming
Reflective discussion
Case studies
Debate

Questioning
Problem-based learning
Reporting
Survey
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Role play
Storytelling

TECHNOLOGY: IMPACT, USES AND ETHICS




The Internet, television and other media impact on values and morals and influence
individuals’ ideas and understanding, behaviour and parenting attitudes.
Parents have a responsibility to monitor children’s use of the media especially the
Internet, because it can be a source of abuse and misguidance.
Children should be instructed in the use of the social media and other activities on the
Internet.

RESOURCES
Case studies
Stories
Surveys
Audio visual material

Resource personnel from the Family
Planning Association of Trinidad & Tobago
(F.P.A.T.T.), Families In Action (F.I.A.)
and other NGOs and FBOs

ASSESSMENT AND EVALUATION
Self-assessment
Peer assessment

Portfolio
Reflections on role play

Group and
presentations

SOCIAL ACTION





Constant application of coping skills related to parenting and family life.
Advocate for abstinence and avoid early sex.
Behave appropriately with peers and adults.
Exercise parenting skills in the wider community when the need arises.
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MODULE TWO – UNIT 2
GENDER AND RELATIONSHIPS
DEFINITION
The term Sex refers to the biological differences between men and women. These differences
are usually permanent. The most significant difference is that men do not have a womb and
that it is women who bear and give birth to children. There are also hormonal differences.
Gender is developed through socialization and defines the respective roles of men and women
in society. Gender enables men and women to act, behave and relate and conform to society’s
norms and values.
RATIONALE
As we strive to enhance our lives and achieve our potential we need to reflect on the
relationship between sex and gender in order to obtain a better understanding of
gender differences and roles.
AIM
To develop in participants basic concepts of sex and gender, foster an understanding of gender
issues and develop strategies to maintain wholesome relationships.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:









demonstrate an understanding of the differences between gender and sex;
demonstrate an understanding of factors that define masculinity & femininity and that
determine how men and women behave;
identify and practise behaviours that demonstrate gender equity;
identify and describe factors that shape gender identity;
recognise changing gender roles in relation to needs and demands of society;
recognize the need for a sense of equal opportunity, respect and partnership in
maintaining wholesome relationships, and for development;
examine cultural stereotypes and their impact on gender roles;
discuss the challenges and issues that women face both in the work place and at home.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-monitoring, self-awareness, inner strength
Social Skills: oral communication, assertiveness, understanding relationships, tolerance
Cognitive Skills: creative thinking, problem-solving, decision-making, critical thinking,
listening.

FOCUS AREAS











Sex and sexuality
Difference between sex and gender
The socialisation process
Defining masculinity and femininity
Culture, gender identity, gender stereotypes, gender roles and relationships
Gender equity, gender blindness, gender awareness and gender sensitivity
Gender needs and analysis
Gender And Development strategy (GAD)
Women In Development strategy (WID)
Issues for men and women

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Acceptance
Caring
Compassion
Commitment
Contentment
Cooperation
Courtesy
Discipline

Forgiveness
Friendliness
Gratitude
Honesty
Kindness
Love
Moderation
Mutual respect

Obedience
Openness
Patience
Reliability
Selflessness
Self-sacrifice
Unity

TEACHING AND LEARNING STRATEGIES
Brainstorming
Interactive and reflective discussion
Debate
Questioning
Problem-based learning
Reporting

Survey
Role play
Music
Storytelling
Resource personnel
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TECHNOLOGY: IMPACT, USES AND ETHICS





The Internet, cable TV entertainment and other media influence our understanding of
gender relationships.
The Internet, cable TV entertainment and other media can present gender ideas which
may be contrary to our social standards.
Technology can be a useful tool in developing gender equity.
Video games and the Internet can cultivate isolation among persons, and addictions.

RESOURCES
Pictures
Journals
Resource personnel

Posters
CDs
Films

Videos and DVDs
Related literature

ASSESSMENT AND EVALUATION
Reflections on role play
Group and individual presentations
Tutor evaluation

Self-assessment
Peer assessment
Portfolio
SOCIAL ACTION





Value the diverse views of men and women regarding their experience of and hopes for
the universe.
Promote and practise gender equity.
Practise gender mainstreaming.
Display emotional management.
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MODULE TWO – UNIT 3
HUMAN SEXUALITY AND SEXUAL HEALTH
DEFINITIONS
Sexuality is the capacity for sexual feelings and is an integral part of the total person. Sexual
activity or abstinence is influenced by socio-cultural, environmental and economic factors as
well as personal beliefs.
Sexual health refers to health related to sexual activity and the procreation of children. It can
be a barometer for personal happiness and the expression of sexuality and sexual choices.
RATIONALE
Sexuality is important to a person’s psychological and physical development and sense of wellbeing. As such it is important for participants to become more aware of human sexuality, sexual
health and the choices they have in this regard.
AIM
Participants will develop an understanding of the basic concepts of human sexuality and
sexual health in order to be able to make wise choices.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:






demonstrate an understanding of human sexuality and sexual health as an integral part
of the total person;
analyse the influence of socio-cultural, environmental and economic factors as well as
personal beliefs on the expression of sexuality and sexual choices;
exhibit individual capacity to recognize criteria and conditions for optimal reproductive
health;
develop competence to reduce vulnerability to such diseases as sexually transmitted
diseases (STDs), HIV and AIDS, and cervical cancer;
demonstrate knowledge and skills to access age-appropriate health information,
products and services related to sexuality and sexual health.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: healthy self-management, self- awareness, self-discipline, inner strength
Social Skills: communication, interpersonal relations, assertiveness, refusal
Cognitive Skills: critical and creative thinking, decision-making.
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FOCUS AREAS









The concepts of sexuality and sexual health
Chastity, abstinence and safe sex practices
Joy of sex, bonding and child-bearing
Factors affecting sexual expression – substances, family, the community, religion,
society, the media and technology
Sexually Transmitted Diseases (STDs) and stigmatisation
Recognition and response to sexual harassment
Recognition and response to sexual abuse and exploitation
Access to information and products related to sexual health

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Commitment
Courtesy
Discipline

Honesty
Love
Moderation

Reliability
Selflessness
Respect

TEACHING AND LEARNING STRATEGIES
Brainstorming
Listing
Interactive and reflective discussion
Debate
Questioning
Reporting
Survey

Storytelling
Role play
Problem-based learning
Critical viewing
Panel discussion
Music
Resource personnel

TECHNOLOGY: IMPACT, USES AND ETHICS




The Internet, cable TV and other technology can have a great influence on one’s
perception of sexuality and sexual health
The media (commercials and advertisements) offer different perspectives about healthy
sexual images/relationships
Technology can provide valuable information on the maintenance of sexual health

RESOURCES
Case studies
Stories
Surveys
Audio-visual material

Resource personnel, including persons from
the community, religious institutions,
government agencies, NGOs & CBOs
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ASSESSMENT AND EVALUATION
Group and individual participation in class
activity and discussion
Individual and group presentations
Observation

Self & peer assessment
Portfolio
Reflections on role play
Displays
SOCIAL ACTION






Assess my responsibility and readiness for engaging in sexual activity and my
responsibility to be a role model to those in my home and community.
Advise peers how to protect themselves and speak out and report sexual abuse.
Assess own capacity to enter into intimate sexual relationships with responsibility.
Demonstrate use of strategies for recognizing and managing sexual feelings and
behaviours.
Be an advocate for abstinence.
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MODULE TWO – UNIT 4
CITIZENSHIP & COMMUNITY
DEFINITION
A Citizen is one who has rights and responsibilities for his/her country of birth or
naturalisation, who fosters community-building and cohesion in society.
Community refers to the geographical locality, region and country one belongs to. It also
relates to family, social, religious, cultural or interest-specific groupings in society.
RATIONALE
The community is a very important unit of society. If one, as a citizen, enjoys the rights and
accepts responsibility for contributing positively to the community - developing and
maintaining harmonious interpersonal relationships - this will lead to the development of a
better society.
AIMS
Develop in participants a sense of citizenship, loyalty to one’s country and the capacity to
develop and maintain positive interpersonal relationships in the community.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:








analyse the nature of cooperative and democratic relationships with family, friends, the
very young, elderly and the differently-able of a community;
demonstrate an awareness of the rights and responsibilities of citizens as members of a
community;
demonstrate an understanding of how relationships can be affected by personal bias and
prejudice;
demonstrate advocacy skills regarding acceptance and inclusion of persons from diverse
groupings at all levels of society;
exhibit the capacity to value diversity within a community;
demonstrate an understanding of the importance of loyalty to country;
explain the importance of demonstrating a capacity for social justice.
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: healthy self-management, managing feelings, self-awareness
Social Skills: communication, inter-personal relations, assertiveness, refusal,
negotiation, cooperation, value diversity
Cognitive Skills: critical thinking, creative thinking, problem-solving, decisionmaking.

FOCUS AREAS










Citizens’ rights and responsibilities
Relationship with family, peers, authority figures and diverse individuals and groups
Review the origin and significance of the national anthem and symbols
The place of the Constitution and the law in national affairs
Citizens with special needs and talents
Acknowledgement of the contributions of others
A sense of community and volunteerism
Being a citizen of the Caribbean and of the world
Ethical behaviour and moral conscience and their effect on society

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Acceptance
Caring
Compassion
Cooperation
Courtesy
Democracy
Diligence
Discipline
Friendliness

Gratitude
Honesty
Humility
Nationalism
Love
Obedience
Patience
Patriotism

Reliability
Selflessness
Self-sacrifice
Service
Respect
Tolerance
Unity
Volunteerism

TEACHING AND LEARNING STRATEGIES
Brainstorming
Interactive and reflective discussion
Debates
Questioning
Survey
Storytelling
Role play
Problem-based learning
Simulations

Critical viewing
Panel discussion
Music
Resource personnel
Cooperative learning groups
Listening
Research
Speeches
Quizzes
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The Internet can be a valuable resource in gathering information re citizens’ rights and
responsibilities.
Valuable information can be obtained from Government ministries’ and state owned
agencies’ websites.
The media can highlight challenges facing the community and harness the resources to
resolve them.
The media can offer different perspectives about the rights and responsibilities of
citizens and community relationships, including those from overseas.

RESOURCES
Case studies
Stories
Surveys
Audio-visual material
Problem-based learning

Government websites
Resource personnel from the community,
religious institutions, government agencies,
organisations
and
non-governmental
community-based organizations

ASSESSMENT AND EVALUATION
Self-assessment
Peer assessment
Portfolio
Reflections on role play
Group and individual participation in class
activity and reporting

Critical viewing
Community projects
Individual and group presentations
Observation

SOCIAL ACTION



Network for community improvement.
Encourage individual and collective efforts to improve all levels of society.
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MODULE TWO – UNIT 5
LEADERSHIP
DEFINITION
Leadership is accepting responsibility for the direction and activities of a group of
persons and/or taking initiative and humbly demonstrating the way forward by example.
RATIONALE
All people possess various leadership and followership qualities needed in various
situations. An understanding of leadership traits and the potential inherent is important to self,
community and professional development.
AIM
To develop in participants a sense of responsibility for self, others and community, and a
capacity to analyse situations, recognize needs, take initiative and motivate/encourage others to
be involved in the process/activity.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:







analyse one’s own communication and leadership styles;
demonstrate an understanding of conceptual differences between ‘leadership’ and
‘management’;
demonstrate an understanding of the dynamics of successfully leading others;
demonstrate an understanding of the concept of leadership at various levels of the
society – in the home, at play, in the workplace, in the community, at the national level;
analyse the importance of good examples of leadership in the various institutions in the
community;
practise assertiveness in putting forward good choices; motivating and sharing tasks
with others and following good leaders.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: healthy self-management, self-monitoring, self-awareness, inner
strength
Social Skills: communication, assertiveness, negotiation, interpersonal relations,
cooperation
Cognitive Skills: critical thinking, creative thinking, decision-making, problem-solving

51

FOCUS AREAS






Leadership versus Management
Leadership traits, leadership styles – autocratic, bureaucratic, democratic and laissezfaire
Laws of leadership – Brian Tracey’s 12 Laws of Leadership – integrity, courage,
realism, power, ambition, optimism, empathy, resilience, independence, emotional
maturity, excellence and foresight
Supervision, influence, motivation and decision-making
Empowerment, restructuring, role model

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Caring
Compassion
Commitment
Cooperation
Courtesy
Creativity
Discipline

Friendliness
Gratitude
Honesty
Humility
Kindness
Love
Openness

Patience
Reliability
Selflessness
Self-sacrifice
Respect
Unity

TEACHING AND LEARNING STRATEGIES
Brainstorming
Interactive and reflective discussion
Debates
Questioning
Survey
Storytelling
Role play
Problem-based learning
Simulations

Critical viewing
Panel discussion
Resource personnel
Cooperative learning groups
Listening
Research
Speeches
Quizzes

TECHNOLOGY: IMPACT, USES AND ETHICS



Technology has expanded our sources of information and vastly increased the speed at
which information can be retrieved for use in decision-making and problem-solving
Advances in communication have made it possible for leaders to network and
communicate instantly with the teams they manage, regardless of distance and location

RESOURCES
Case studies
Stories
Surveys

Audio-visual material
Problem-based learning
Government websites
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Resource personnel
Computers
Newspapers

ASSESSMENT AND EVALUATION
Critical viewing
Community project
Individual and group presentation
Observation
Performance tasks
Tutor evaluation

Self-assessment
Peer assessment
Portfolio
Reflections on role play
Group and individual participation in class
activity and reporting
SOCIAL ACTION




Take initiative for involvement in community needs.
Demonstrate leadership in procedures for decision-making and problem-solving in any
situation of responsibility.
Demonstrate increased willingness and ability to reasonably and effectively delegate
responsibility.
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MODULE THREE
COMMUNICATION SKILLS
DEFINITION
Communication is the process of conveying thoughts, ideas and information - primarily through
speech and writing but also via visual and tactile methods – so that the message conveyed is
clearly understood by the receiver.
RATIONALE
Understanding the role and impact of communication will lead to improved techniques and the
selection of more effective strategies and habits leading to greater clarity, understanding,
harmony, development and peace in homes, workplaces, institutions, organisations and in
society in general.

COMMUNICATION SKILLS
Content:
1. Process, Forms, Facilitators and Challenges
Participants will learn the various types and processes for positive communication, and
strategies to overcome challenges in communication.
2. Effective Listening Skills
Participants will practise effective listening skills and share these skills with others.
3. Creating and Maintaining Harmonious relationships through Communication
Participants will practise effective communication skills to create understanding and
social harmony.
4. Effective Spoken and Written Communication
Participants will prepare for and practise written and oral presentations.
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MODULE THREE - UNIT 1
PROCESS, FORMS, FACILITATORS & CHALLENGES
IN EFFECTIVE COMMUNICATION
DEFINITION
Effective communication is the ability to receive, process and express information in a manner
that leads to understanding and development. Effective expression may be verbal, non-verbal
and/or in writing - in ways that are appropriate to the culture and the situation. There are several
forms of communication including intra, inter and mass communication. The following
communication media can be used: letters, speech, gestures and EMC/use of technology (ICT).
RATIONALE
Participants should recognize that manner, courtesy, appropriateness and a cheerful attitude are
important in everyday interpersonal communication. Participants also require the ability to
listen and observe carefully, as well as express instructions, ideas, opinions, beliefs, and
feelings, with greater accuracy and clarity, in order to create more understanding, development
and harmony in every aspect of life.
AIM
To introduce participants to the processes, forms, facilitators and challenges involved in
communication.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:








demonstrate an understanding of the processes, forms and challenges to communication;
demonstrate an understanding of the terms associated with the communication process;
examine the advantages and disadvantages of various types of communication;
explore and practise ways to avoid challenges to communication;
demonstrate recognition of situational appropriateness (family vs. workplace, etc.);
demonstrate an understanding of the dynamics of effective group communication negotiation, consensus-building, compromise, collaboration and problem solving;
demonstrate an understanding that in effective consultation when ideas are ‘given’ to the
group they then belong to the group to accept, amend or discard as the group sees fit
(detachment, reduction of stubbornly holding to one’s views, respectful listening,
exploring value of an idea from various perspectives).
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SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: understanding self, self-monitoring , self-management
Social Skills: listening skills, communication, inter-personal relations, understanding
situations
Cognitive Skills: creative thinking, problem solving, decision making

FOCUS AREAS






Sending and receiving messages - input, output, throughput, receiver, transmitter
Intra (meditation/deep thinking, prayer, communication with the inner being/self/spirit,
silent sitting/quieting and opening the mind)
Inter and mass communication
Different communication media/technologies - speech, fax, letters, EMC (including
video-conferencing)
Challenges - disturbances, hindrances, misconceptions, cultural differences, gestures,
interruptions, jargon, distractions, speech or hearing impediments, personal biases

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Awareness
Courtesy
Detachment

Empathy
Kindness
Knowledge

Respect
Understanding

TEACHING AND LEARNING STRATEGIES
Lecture
Drama/Role play
Reflective group discussion
Simulation

Miming
Critical viewing
Dramatization

RESOURCES
Resource personnel
ICT

Newspaper/Magazine
clippings
Stories

Poems
Songs

TECHNOLOGY: IMPACTS, USES & ETHICS





Technological advancements in communication
The media and globalisation – broadening horizons and awareness, interconnectedness
Effects of advertising/media on moral values, priorities and goal-setting
Unethical uses of technology in the world of work
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ASSESSMENT AND EVALUATION
Peer assessment
Self-assessment
Portfolio

Dramatic performances
Role Play
Simulations

Oral and written
presentations

SOCIAL ACTION




Using self-reflection each participant determines or identifies at least one aspect of
communication that he/she can improve on and work towards achieving.
Apply effective communication strategies in our daily life.
Encourage peers to communicate effectively.
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MODULE THREE – UNIT 2
EFFECTIVE LISTENING SKILLS
DEFINITION
Listening is a process of receiving and constructing meaning from spoken communication,
enabling appropriate and effective response.
RATIONALE
Learning to listen is a skill that has to be nurtured. When we listen we show care and interest in
the other person and what he/she is saying. Through this process we gain knowledge,
understanding and insight. Listening can provide clarification, connect us to others, build trust
and empathy, help us learn and remember material, improve our evaluation of information, and
enable us to perform more effectively. Listening before making pronouncements aids in
problem-solving and decision-making, and builds respectful relationships.
AIMS
To help participants understand the listening process: attending, understanding, remembering,
evaluating and responding (providing confirmation on information received or emotional
support).
To help participants understand and practise effective listening skills.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:





demonstrate an understanding of the characteristics of effective listening for
informational and transactional purposes, as opposed to simply hearing;
identify and analyse the personal intrinsic qualities that impact on effective listening;
examine the elements of listening;
practise the skills of effective listening.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: understanding self, self-monitoring
Social Skills: listening skills, communication, interpersonal relations
Cognitive Skills: creative thinking, problem-solving, decision-making
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FOCUS AREAS



Personal intrinsic qualities: attentiveness, confidentiality, non-judgemental behaviour,
difference between listening and hearing sound, patience, empathy, forgiveness, justice,
generosity and kindness
Understanding selective hearing (biases, prior knowledge, interest level, sense of
connection with speaker or subject area)

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Attentiveness
Confidentiality
Empathy
Forgiveness

Generosity
Humility
Justice
Kindness

Objectivity
Patience
Respect

TEACHING AND LEARNING STRATEGIES
Group discussion
Role play

Oral questioning
Oral/Written reflections

Decoding messages

Magazine/Newspaper
Clippings

ICT

RESOURCES
Resource personnel

TECHNOLOGY: IMPACT, USES AND ETHICS



Talk Shows – exercising discrimination by referring to more than one source of
information, verification and use of judgement
Technological advances in enhancing listening – e.g. hearing aids

ASSESSMENT AND EVALUATION
Peer Assessment

Self-assessment

Reflections in portfolio

SOCIAL ACTION


Participants are expected to initiate, practise and teach effective listening skills in their
daily lives.
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MODULE THREE - UNIT 3
CREATING AND MAINTAINING HARMONIOUS RELATIONSHIPS
DEFINITION
Harmonious relationships are characterized by a level of comfort, agreement, synergy and
productivity between and among all parties. It is a state of peaceful and respectful co-existence.
RATIONALE
Participants need to understand that harmony can be created and maintained and that there are
various techniques that can be learnt to prevent as well as overcome challenges to harmony.
Participants need to understand the long-term negative impacts on self, family, friends &
community of habits of back-biting, fault-finding, stubbornness, and angry behaviour.
Participants should be able to practise self-discipline, anger management and conflict resolution
techniques.
Effective communication is also one of the solutions to minimize causes of misunderstandings
and conflict, as well as for resolving issues that could be a cause of anger especially when an
emotional rather than a rational approach is used (particularly those issues caused by bias,
injustice, or a lack of understanding).
AIM
To help participants build the capacity to use coping, social and cognitive skills in order to
understand, develop and maintain harmonious relationships.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:




demonstrate an understanding of the terms, concepts and processes as they relate to
creating and maintaining harmonious relationships, anger management and conflict
resolution;
practise the steps of creating harmony, anger management and conflict resolution;
take responsibility for the way they treat others and the way they express themselves.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: healthy self-management, self-awareness, self-monitoring, managing
stress, managing feelings, self-respect, self-control
Social Skills: communication, assertiveness, interpersonal relationships, negotiation,
conflict resolution, mediation, anger management, advocacy
Cognitive Skills: critical thinking, problem-solving, decision-making, creative thinking
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FOCUS AREAS






Appropriate behaviour
Anger management
Conflict resolution strategies (confrontation,
compromise)
Justice
Mediation process, power issues, ground rules

collaboration,

accommodation,

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Attentiveness
Courtesy
Collaboration
Confidentiality
Diplomacy
Discipline
Empathy

Fairness
Forgiveness
Generosity
Harmony
Justice
Kindness

Objectivity
Patience
Respect
Trustworthiness
Truthfulness
Understanding

TEACHING AND LEARNING STRATEGIES
Brainstorming
Reflective group discussion

Critical viewing
Role play/Drama

RESOURCES
Real life experiences of anger and conflict
Pictures
Movies
Stories
Case studies

Newspaper/Magazine clippings
Cartoons
Resource personnel
Non-governmental organisations

TECHNOLOGY: IMPACT, USES AND ETHICS



Media images can impact positively / negatively on people- and can be used to stimulate
or reinforce attitudes, and peoples’ ability to work towards unity, manage anger and
resolve conflicts
Media provides more exposure to anger manifested in different forms

ASSESSMENT AND EVALUATION
Scenario creation
Portfolio/Journals
Socio-grams
Checklist

Personal development plan for creating and
maintaining harmonious relationships,
anger management and conflict resolution
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SOCIAL ACTION
 Participants use coping, social and cognitive skills to create and maintain harmonious
relationships in their daily lives.
 Participants share their understanding of creating and maintaining harmonious
relationships with others in their family, workplace, neighbourhood or community.
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MODULE THREE - UNIT4
EFFECTIVE SPOKEN AND WRITTEN COMMUNICATION SKILLS
DEFINITIONS
Effective spoken communication is the ability to express ideas, information and views clearly,
confidently and concisely in speech, tailoring the content and style to the audience and
promoting free-flowing communication.
Effective written communication is the ability to organize thoughts, ideas and information in
a logical, coherent manner and to present them with clarity and precision so that the reader
receives the message that was intended.
RATIONALE
Participants should be able to communicate clearly in speech in both formal and informal
situations; and develop the ability to write a variety of texts.
AIM
To help participants develop oral skills in formal situations; and competence in writing for
personal and functional purposes.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:




demonstrate the characteristics of effective oral communication (clarity, conciseness,
precision, use of effective vocabulary, appropriate language, tone and body language) in
executing work-related tasks such as giving instructions, explanations, making
presentations, consultation, discussion, conflict resolution, and participation in
meetings;
develop an awareness and understanding of the use, format and content of a variety of
texts that are used in the workplace to communicate information: letters, reports,
minutes, memos, faxes, e-mails.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-awareness, self-management, empathy
Social Skills: maintaining eye contact, open disposition, negotiation, interpersonal
relationship skills, awareness of target audience, respect, use of appropriate language
Cognitive Skills: critical thinking, creative thinking, decision-making, problem-solving,
mastery of the subject/topic, research skills
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FOCUS AREAS
Oral/spoken communication: body language, tone, volume, rate, pitch, appropriateness,
context
Written communication: texts, context for use of text, format, organization of ideas,
clarity, conciseness, precision




VIRTUES/VALUES/QUALITIES TO BE NURTURED
Clarity
Coherence
Courtesy

Empathy
Objectivity
Organisation

Respect
Self-control
Wisdom

TEACHING AND LEARNING STRATEGIES
Group discussion
Brainstorming

Simulation
Role play

Writing

RESOURCES
Hand-held devices
Samples of a variety of written texts
(including cartoons, statistical data and
graphical illustrations)

Computer
Multi-media projector
Flip chart
Overhead projector

TECHNOLOGY: IMPACT, USES AND ETHICS



The use and benefits of technology in oral and written communication
Need for good judgement in use of technology when communicating

ASSESSMENT AND EVALUATION
Observation
Checklist

Self-assessment
Peer assessment

Oral presentations
Written assignments

SOCIAL ACTION



Demonstrate confidence in making oral presentations to your peers and others in various
fora.
Use your knowledge of formal written communication to assist your
neighbourhood/community in writing letters/reports/ faxes/e-mails on communityrelated matters which need to be addressed by the relevant authorities.
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MODULE FOUR
EMPLOYMENT & FINANCIAL MANAGEMENT SKILLS
DEFINITIONS
Employment is the work that one does for financial gain.
Financial Management is using financial gain meaningfully and wisely.
RATIONALE
It is important that participants understand the importance of earning a regular source of income
to provide financial security for the basic necessities as well as for leisure and advancement in
their lives. Learning how to handle the finances they receive wisely will also assist in their
sense of financial security and lead to a sense of accomplishment throughout life.
EMPLOYMENT & FINANCIAL MANAGEMENT SKILLS
Content:
1. Ethics in the workplace
Participants will develop understanding that will result in improved ethical work habits.
2. Finding Employment
Participants will develop understanding of effective job-search strategies.
3. Entrepreneurship
Participants will appreciate the value of entrepreneurship and identify possible opportunities.
4. Public Relations
Participants will learn that as an employee / employer they are an ambassador for the company /
organisation / institution within which they are involved.
5. Money Management
Participants will gain knowledge of opportunities and basic skills to manage personal finances
prudently.
6. Savings and Investment
Participants will learn relevant concepts and practices, and appreciate the benefits of savings
and investment.
7. Check Listing and Record Management
Participants will recognize the importance of verification and the safe storage of personal and
financial documents, and the use of check lists for managing their responsibilities in this regard.
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MODULE FOUR - UNIT 1
ETHICS IN THE WORKPLACE
DEFINITION
Ethics in the workplace is a standard of conduct based on integrity.
RATIONALE
Ethical behaviour is a key component of positive workplace interaction, productivity and public
relations. Participants should therefore learn to develop and practise ethical behaviour.
AIM
To develop understanding and competencies in participants that will result in improved ethical
work habits, attitudes and values.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:






identify ethical attitudes and behaviours;
distinguish between ethical and unethical behaviours practised in the workplace;
analyse the relationship between ethics, work habits, job performance and productivity;
develop a personal and group code of ethics with reference to the impact of culture and
belief systems;
develop problem solving skills to treat ethical dilemmas requiring moral courage.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-monitoring, self-management and reflection;
Social Skills: communication, negotiation, conflict resolution, consensus building,
mediation and interpersonal relations;
Cognitive Skills: self-evaluation, creative thinking, problem-solving, decision-making,
critical thinking, time management.

FOCUS AREAS






Ethics
Moral and ethical principles
Courage
Integrity
Values and beliefs
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Social conscience
Diversity
Codes of conduct / codes of ethics
Compliance with applicable laws, regulations, policies and procedures

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Accountability
Commitment
Discipline
Excellence
Honesty

Responsibility
Respect
Selflessness
Truthfulness
Wisdom

Humility
Integrity
Justice
Punctuality
Regularity

TEACHING AND LEARNING STRATEGIES
Case studies
Group and peer discussions
Role play
Debate

Work place visits
Survey of newspaper reports
Mentorship sessions
Comparison of employees’ manuals

TECHNOLOGY: IMPACT, USES AND ETHICS



Positive and negative impacts on workplace behaviour and ethics
Greater exposure to different value systems can affect workplace behaviour.

RESOURCES
Resource personnel
Computer

Videos
DVDs

Employee manuals
Case studies

ASSESSMENT AND EVALUATION
Role plays
Group discussion

Peer assessment
Self-audit

Portfolio

SOCIAL ACTION





Practise ethical behaviour in the workplace and community.
Demonstrate social responsibility.
Demonstrate a personal code of ethics in any form of employment.
Demonstrate integrity and dependability.

 Respect confidentiality of information and know when privacy is important.
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MODULE FOUR – UNIT 2
FINDING EMPLOYMENT
DEFINITION
Employment is any activity for earning an income.
RATIONALE
Participants need to acquire essential job search skills and approaches in order to improve their
chances of finding employment in the changing labour market.
AIM
To develop in participants effective job search skills and strategies.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:






identify the key steps or strategies in conducting an effective job search, including skills
assessment, obtaining labour market information, assessing job markets, networking
demonstrate awareness of the main trends driving change in the labour market
reflect on their personal aptitudes and attitudes for employment
prepare appropriate employment applications, for example, letters, forms, cover letter
and résumés
demonstrate techniques and behaviours for a successful interview

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-awareness, managing stress and emotions, self-monitoring, selfmanagement, managing your expectations;
Social Skills: intra-personal communication, assertiveness, inter-personal relations;
Cognitive Skills: self-evaluation skills, problem-solving, decision-making, critical
thinking, creative thinking, listening and articulation skills.

FOCUS AREAS







Résumé construction
Networking
Job leads
Telephone and in-person contacts
Interviews
Letters
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Applications
Selection of referees, recommendations
Contract employment
Union membership, civic rights and labour legislation
Safety and health
Presentation of self

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Awareness
Commitment
Competence
Cooperation

Courtesy
Honesty
Loyalty
Modesty

Productivity
Reliability
Responsiveness
Truthfulness

TEACHING AND LEARNING STRATEGIES
Role play
Self-reflection
Research

Audio-visual recordings of self
Samples for writing résumés
Preparation for and mock interviews

TECHNOLOGY: IMPACT, USES AND ETHICS




Technology provides the participants with the opportunity to research and prepare
application forms and résumés
Email applications and online jobs
Tools for lifelong learning & potential opportunity to upgrade employment level

RESOURCES
Resource personnel
Computer and appropriate software
Videos
DVDs

Video camera
Case studies
Samples of job application forms
Multimedia projector

ASSESSMENT AND EVALUATION
Applications
Mock interviews

Portfolio

Responses to creative
scenarios

SOCIAL ACTION


Practise the key steps, techniques and behaviours for productive job search and
successful interviews.
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MODULE FOUR – UNIT 3
ENTREPRENEURSHIP
DEFINITION
Entrepreneurship is a demonstration of awareness of opportunity, creativity/innovation,
initiative and sustained action for new production and employment for self and others. It is the
key driver in the progress of a society, providing diversification and new opportunities for
employment and availability of goods and services.
RATIONALE
Participants should understand that there is an alternative to wage employment in the form of
entrepreneurship, and that they can learn the skills to engage in it successfully.
AIM
To develop in participants an appreciation of the value of entrepreneurship, and an ability to
identify opportunities to create employment.
OBJECTIVES/ LEARNING OUTCOMES
Participants will be able to:







demonstrate an understanding of the qualities and ethical practices required to be a
successful entrepreneur;
build awareness of needs and opportunities in the community to begin a new business;
analyse the basic steps involved in conducting market research;
prepare an outline of a basic business plan;
evaluate possible sources of funding and other resources required;
understand the term ‘niche markets’.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-awareness, self-monitoring, self-management;
Social Skills: communication, assertiveness, negotiation, collective action, refusal
skills, teamwork, customer relations, forming partnerships, professional etiquette;
Cognitive Skills: self-evaluation skills, problem-solving, decision-making, critical
thinking, creative thinking, visioning, risk management.
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FOCUS AREAS









Creativity
Self-reliance
Financial independence
Risk taking
Business planning
SWOT analysis
Ethical practices
Financial literacy: budgeting, delayed gratification, savings and investment, marketing,
funding, enterprise, commodities, management and employment planning, insurance.

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Cooperation
Creativity
Discipline
Honesty
Innovation
Integrity

Leadership
Motivation
Organisation
Patience
Perseverance
Professionalism

Reflection
Reliability
Respect
Responsibility
Thrift

TEACHING AND LEARNING STRATEGIES
Reflective class discussion
Role play
Market survey
Using sample business plan
Writing advertisement/ promotion
Oral presentations

Career day
Project work
Use of resource persons
Quiz
Case studies
Use of business sections of newspapers

TECHNOLOGY: IMPACT, USES AND ETHICS



Ideas from the Internet, website research, website promotion
Software for administration purposes: Accounts, organograms, worksheets, purchasing

RESOURCES
Business people
Video/DVD presentations
Credit Unions

Information samples from
lending & investment
agencies

Governmental and nongovernmental grants
Financial institutions

ASSESSMENT AND EVALUATION
Plan for conducting market research
Basic business plans

Portfolio
Promotional materials
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SOCIAL ACTION




Share the knowledge or learning gained with others.
Start a small business if and when possible.
Develop management skills – handling staff, teamwork.
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MODULE FOUR – UNIT 4
PUBLIC RELATIONS
DEFINITION
‘Public relations’ is the practice of managing the flow of information between an individual,
business or organisation and the public.
RATIONALE
Managing public perception on service, services and goods is critical in building a good name,
as is messaging and advertisement. It is important for both employer and employees to be
courteous, respectful, positive, loyal and responsible. A positive perception of the workplace
and the employee’s role in it leads to improvement in attitudes, behaviour and productivity, and
to public opinion of the company/institution/organisation.
AIM
To help participants understand that an employee is an ambassador for his/her
company/institution/organisation and to behave appropriately.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:



demonstrate an understanding of the qualities of an effective ambassador for an
institution/company/organisation;
examine roles they play within and outside of institutions/companies/organisations and
the effect of those (roles) on behaviour.

SKILLS DEVELOPMENT




Coping Skills: relaxation techniques, self-management and self-monitoring skills
Social Skills: communication skills, eye contact, open disposition, negotiation, etiquette
Cognitive Skills: critical thinking, creative thinking

FOCUS AREAS






Elements of image building (within and outside of the workplace)
Institutional strengthening
Positive institution image
Respecting the rights of others to hold a different opinion
Employer-employee relationships
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VIRTUES/VALUES/QUALITIES TO BE NURTURED
Benevolence
Confidentiality
Courtesy
Discipline
Excellence
Friendliness

Goodwill
Honesty
Humility
Loyalty
Productivity
Professionalism

Responsibility
Respect
Tolerance
Trustworthiness
Transparency

TEACHING AND LEARNING STRATEGIES
Visualising
Critical viewing
Group discussion

Brainstorming
Role play
Debate

Action research

TECHNOLOGY: IMPACT, USE AND ETHICS





Positive and negative images of workplace behaviour in the media
Positive and negative media images of services rendered
Wider audiences and rapidity of transmission
Simulations

RESOURCES
Samples of good and bad public relations
and imaging
Scenarios of workplace relations
Newspaper clippings

Video clips
Case studies
Computers
Resource personnel

ASSESSMENT AND EVALUATION
Creative expression
Poster Creation

Portfolio
Behavioural Checklist

Event plan

SOCIAL ACTION


Demonstrate positive assertive behaviour and practise courtesies in everyday situations
as a true ambassador for your institution/place of employment/training agency.
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MODULE FOUR – UNIT 5
MONEY MANAGEMENT
DEFINITION
Money management is the process of managing money which includes investment, budgeting,
banking and taxes.
RATIONALE
Participants need to understand that the ability to responsibly manage financial resources
impacts on one’s quality of life.
AIM
To equip participants with knowledge of opportunities and basic skills to manage personal
finances prudently.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:








demonstrate an understanding of basic personal money management skills (banking,
savings, insurance, investments, foresight, keeping documents safe and secure,
contingency plans, online banking);
prioritising between wants and needs;
resisting influences on impulsive buying and over spending;
formulate a personal budget based on current financial resources;
practise price comparison before purchasing;
understand and explain the meaning of the following: thrift, “keeping up with the
Joneses”, delayed gratification, membership in a credit union, credit buying;
understand the perils of gambling

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-management/monitoring skills
Social Skills: communication skills, ability to know when to spend/save, resistance to
impulsive buying
Cognitive Skills: critical thinking, creative thinking, decision-making, computational
skills
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FOCUS AREAS















Value of money
Analysis of needs and wants
Factors that facilitate unplanned spending
Planning, organising and controlling
Saving and investments
Personal budgeting
Impulse buying
Comparative shopping
Electronic commerce
Thrift
Loans/hire purchase/credit
Taxation
Financial advisors
Donations to worthy causes

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Charity
Confidentiality
Diligence
Discipline

Generosity
Honesty
Integrity
Moderation

Prudence
Responsibility
Trustworthiness
Transparency

TEACHING AND LEARNING STRATEGIES
Shopping games
Resource personnel – bankers
Case studies
Financial statements
Savings and debit slips

Introspection
Role play
Reflective discussion
Survey
Group discussion

TECHNOLOGY: IMPACT, USES AND ETHICS






The media, particularly advertising, can be beneficial or detrimental to money
management
The allure of credit purchasing and dollar down advertising
Misleading advertisements require more discrimination in our consumer society
Value of online banking, e-commerce
Use of ATM and credit cards

76

RESOURCES
Pamphlets
Brochures
Tax forms
Utility bills
Pay slips

Charts
Class shops
Pictures
Videos
Financial statements
Savings & debit slips
ASSESSMENT AND EVALUATION
Making a weekly/monthly budget
Written or log graphic representations
Creative expressions
Posters
Musical compositions
Reports

Letters
Starting a savings account
Completion of tax forms
Computation and remittance of Value
Added Tax (VAT)

SOCIAL ACTION




Practise prudent financial management.
Encourage others in prudent financial management.
Maintain a savings account.
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MODULE 4 - UNIT 6
SAVINGS AND INVESTMENT
DEFINITIONS
Savings are the part of a person’s income that is not spent. It is a financial resource that can be
built upon to achieve material and educational goals, and as a standby for emergencies such as
health.
Investment is the action or process of investing money for profit or material gain.
RATIONALE
Participants need to understand the long-term value and impact of savings and investment and to
view these as useful tools in attaining financial security.
AIM
To develop in participants concepts, practices and appreciation for the benefits of savings and
investments.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:





analyse savings and investment products to facilitate an understanding of the benefits;
become familiar with savings and investment instruments;
complete prescribed forms as part of a personal savings plan e.g. standing orders;
understand debt service ratio (DSR) for loan application.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-monitoring and self-management
Social Skills: assertiveness, negotiation and interpersonal relationship
Cognitive Skills: self-evaluation, problem solving, decision making, money management

FOCUS AREAS







Personal budgeting
Saving
Goals and delayed gratification
Investment
Financial security
Thrift
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Sou-sou
Credit unions
Banks
Unit trust
Collateral
Insurance
Stock market

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Awareness
Care
Discipline
Honesty

Patience
Responsibility
Self-control

Thrift
Trust
Wisdom

TEACHING AND LEARNING STRATEGIES
Introspection
Research
Visuals- reviewing videos and newspaper articles
Auditory- reflective and group discussions, guest speakers
Kinaesthetic- role play, shopping games, survey, case studies
TECHNOLOGY: IMPACT, USES AND ETHICS




Advertising through the media can be either beneficial by providing information on new
or less expensive products/services. It can also be detrimental to financial stability by
encouraging overspending
The media can enhance saving or investment choices by introducing new prospects and
products
Use of websites to make more informed choices

RESOURCES
Videos
Newspaper clippings
Websites
Case studies
Use of resource personnel

Sample savings and investment plans &
forms e.g. savings, deposit and withdrawal
forms, loan application forms, standing
order forms, stock market reports

ASSESSMENT AND EVALUATION
Group/Class discussion
Role play
Debate

Self and peer assessment
Performance on investment task
One-on-one interviews
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SOCIAL ACTION





Maintain a savings programme.
Participate in a youth investment programme.
Become a member of a credit union.
Share learning with others.
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MODULE FOUR – UNIT 7
CHECK LISTING & RECORD MANAGEMENT
DEFINITIONS
A check list is an informational list or schedule as an aid to assist human memory and draw
attention to what is to be done in a timely manner.
Record management is maintaining proper records and storing them in an organised fashion in
a secure and accessible place.
RATIONALE
Participants need to understand the importance of maintaining and using check lists, and
verifying, securing and storing official documents that affect management of their personal and
financial responsibilities. This skill will also be valuable in the employment market.
AIM
To develop in participants an awareness and practices that contribute towards prudent personal
and financial management.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:





identify important official personal, employment and financial documents for safe
keeping;
create check lists and schedules of personal and financial obligations;
periodically review and revise their personal and financial records, both public and
private;
periodically review assets and liabilities.

SKILLS DEVELOPMENT
Participants will develop:




Coping skills: self-discipline, self-management, self-monitoring, self-evaluation
Social skills: assertiveness, articulation, interpersonal relations, communication
Cognitive skills: creative thinking, relevant legal knowledge, computing, problemsolving, decision-making.
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FOCUS AREAS
Options for storing and securing records
Retirement planning
Making a will
Safe disposal of sensitive records

Personal documents
Financial documents, including utility bills
Legal documents
Records for maintenance (car, house, etc.)

VIRTUES/VALUES/QUALITIES TO BE NURTURED
Accuracy
Confidentiality
Discipline

Responsibility
Security
Timeliness

Honesty
Organisation
Resourcefulness

TEACHING AND LEARNING STRATEGIES
Group and class discussions
Guest speakers/Resource personnel

Role play
Case studies

TECHNOLOGY: IMPACT, USES OF AND ETHICS




Computer-assisted accounting and financial management programmes
Online banking
Identity theft, “skimming”

RESOURCES
Computers
Resource personnel

Sample forms/templates

Case studies

ASSESSMENT AND EVALUATION
Group discussions and presentations
Preparation of check lists
Make a sample will.

Produce a personal system of filing and
record keeping.

SOCIAL ACTION



Share your new knowledge and understanding with others.
Provide personal assistance to another/others in the community.
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MODULE FIVE
MANAGING THE ENVIRONMENT
DEFINITION
Environment refers to that which is around one – socially, economically and physically.
RATIONALE
Building awareness and understanding of the varied surrounding environments will assist
participants in the care, utilization and management of such environments.
MANAGING THE ENVIRONMENT SKILLS
Content:
1. The Socio-Economic Environment
Participants will learn about the opportunities and challenges that exist in the socio-economic
environment.
2. The Physical Environment
Participants will appreciate their physical environment and promote cleanliness, safety,
preservation of bio-diversity and sustainability.
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MODULE FIVE - UNIT 1
THE SOCIO-ECONOMIC ENVIRONMENT
DEFINITION
The Socio-economic environment is the standard of living, quality of life and lifestyle patterns
that vary amongst groups in society, usually determined by education, occupation and
availability of social services and employment opportunities.
RATIONALE
Participants need to understand the structure of the socio-economic environment (nationally,
regionally and internationally). It consists of various groups who have varied access to
opportunities for education, occupation and support services and systems. These socioeconomic environments provide opportunities and challenges.
AIM
To develop in participants an awareness of and readiness to participate in existing socioeconomic opportunities – locally, nationally, regionally and internationally – for the benefit of
themselves and for the development and well-being of their country.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:






analyse and understand the socio-economic environment;
identify factors that contribute to social and economic mobility;
identify investment markets and funding resources;
evaluate the relevant information to make wise social and economic choices;
demonstrate an understanding of the functions and benefits of regional and international
trade and other organizations.

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-management, time management
Social Skills: communication, negotiation, interpersonal relations, conflict
management, tolerance, appreciation of diversity, handling diverse and opposing views
Cognitive Skills: critical thinking, creative thinking, problem-solving and decisionmaking
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FOCUS AREAS






National socio-economic environment
Social mobility
Investment and funding
Trade unions
Purpose and benefits of national, regional and international organizations

VIRTUES/VALUES/QUALITIES TO BE DEVELOPED
Awareness
Cooperation
Development
Diversity
Ethics

Globalization
Harmony
Honesty
Humility
Investment

Justice
Opportunity
Patriotism
Sustainability

TEACHING AND LEARNING STRATEGIES
KWLA Approach: K – know, W – want to know, L – learnt, A - applied
Class discussion
Questions and answers
Creation of brochures
Group research and presentation
Debates

Video/Film
Case studies
Role play
Journaling

RESOURCES
Resource personnel
Paper
Pens/Pencils
Markers
Bristol board

Newspaper articles
Real life experiences
Contemporary issues
Information sheets and
brochures from the CSME

CCJ
OSH ACT
UN agreements

TECHNOLOGY: IMPACT, USES AND ETHICS



The impact of technology in creating awareness and understanding of the socioeconomic environment.
The effect of media on globalisation

ASSESSMENT AND EVALUATION
Visual and performing arts to demonstrate competencies
Drawing
Poem
Painting
Song
Speech
One-act plays
Calypso
Debates
Brochure assessment
Chutney
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Tutor evaluation
Group assessment

Portfolio
Journaling

SOCIAL ACTION




Sensitize others to the changing socio-economic environment.
Discuss the impact of socio-economic agreements on developments in this country,
integration in the region, and on the family and community.
Develop an interest in the media to keep abreast with on-going developments.
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MODULE FIVE - UNIT 2
THE PHYSICAL ENVIRONMENT
DEFINITION
The physical environment is the external surroundings and conditions in which we live.
RATIONALE
Participants should understand and appreciate order and cleanliness in their environment as a
factor for personal and social health and well-being. In addition, an appreciation of the natural
environment and awareness of the causes, effects and possible solutions to major environmental
issues affecting our country will enable participants to become agents of change and to educate
others.
AIMS
1. To develop in participants an appreciation for the diversity of the physical environment
- for life and the opportunities it provides for employment and recreation.
2. To develop in participants a sense of responsibility for cleanliness, order, preservation,
conservation and enhancement of the environment.
OBJECTIVES/LEARNING OUTCOMES
Participants will be able to:








appreciate the diversity of life and the opportunities provided by our environment;
analyse the relationship between a sustainable and healthy environment and the social
and economic well-being of individuals and the communities in which they live;
become aware and understand the diverse issues negatively impacting the environment:
ozone layer, disaster preparedness, impact of natural and man-made disasters (eg landslides,
flooding littering …), environmental laws, diverse ecosystems, recycling, natural resources
(flora and fauna, ecosystems and minerals);
contribute to a sustainable, safe and healthy environment;
have knowledge and understanding of the laws relevant to the environment;
recognize the value of a clean and orderly home and work environment

SKILLS DEVELOPMENT
Participants will develop:




Coping Skills: self-management, self-monitoring
Social Skills: communication, cooperation
Cognitive Skills: critical thinking, creative thinking, decision-making, problem-solving
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FOCUS AREAS






Sustainability of the environment - flora and fauna and their natural habitat, food chain
Challenges facing the environment – solid waste disposal, ozone layer, littering,
pollution
Energy, alternative sources of energy and energy conservation
Impact of natural disasters and disaster preparedness (ODPM)
Environmental laws (EMA)

VIRTUES/VALUES/QUALITIES TO BE DEVELOPED
Awareness
Appreciation
Beauty
Caring
Cleanliness

Conservation
Diversity
Enhancement
Harmony
Health

Investment
Love
Opportunity
Patriotism
Sustainability

TEACHING AND LEARNING STRATEGIES
Reflective discussion
Use of flow charts, skits, critical viewing of video clips, resource personnel
RESOURCES
Charts
Computer
Video
DVDs
CDs

Resource personnel
Brochures
Pamphlets
List of organisations

Newspaper and magazine
clippings
Exhibits
NGOs

TECHNOLOGY: IMPACT, USES AND ETHICS





Positive and negative impact on the environment: use of technology for research and to
forecast, track and communicate information on changing weather patterns and natural
disasters
Identifying causes of acid rain and monitoring the depletion of earth’s natural resources
Utilizing technology to solve environmental problems
Development of new tools and materials

ASSESSMENT AND EVALUATION
Use visual and performing arts to demonstrate competencies: drawing, painting, one-act plays,
calypso, chutney, poem, song, speech.
Make brochures/pamphlets/leaflets to enlighten people of laws and organisations.
Write letters to relevant authorities.
Design forms to conduct evaluation of the environment.
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SOCIAL ACTION





Initiate a conservation project in your home.
Initiate a conservation project in your community – e.g. make posters/pamphlets
describing what can be recycled and where you can take these recyclable materials, or
other conservation ideas.
Support, design and/or implement environmentally friendly community
programmes/projects.
Write a letter to a newspaper editor or municipal corporation stating your concerns and
suggestions for alleviating an environmental problem in your community.
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TEACHERS’ TOOL KIT
This section presents a resource for teachers / tutors.
It includes the following:





Qualities, attitudes, motivation and preparation of the Tutor / Teacher
Principles of Adult Learning
Training Methodology
Suggested activities, portfolio contents & checklists per Unit

The Activities, Portfolio Contents and Checklist of Performance Tasks listed in
the Tool Kit are suggestions and are by no means intended to be exhaustive.
Tutors are expected to do their own research and consult with participants to
assess and design lessons based on suitable experiential learning.
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Inspirational Focus on the Teacher
- becoming exemplary
The STUDENT says:

Thank You Teacher!

T - is for Talented – that you surely are.
E – is for Explaining so patiently.
A – is for the Ability to make the class fun.
C – is for Correcting me when I was wrong.
H – is for Helping me in every way.
E – is for Encouraging me to do my best.
R – is for Rare, there is only one of you!
You believed in me and inspired me to enjoy the journey
of life.
Things turn out best for those who make the best of the
way things turn out.
The mediocre Teacher tells
The good Teacher explains
The superior Teacher demonstrates
The great Teacher inspires
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TEACHER’S PURPOSE
The Teacher performs nobly by doing the following:

Educate – Exceptional classroom management skills are the foundation for a
productive learning environment. When expectations and procedures are clear and
consistent there is order and learning can take place. All students are capable of
learning but have varying capacity and competence. Catering for different learning
styles is essential and the use of a variety of assessments encouraged. To be in a
classroom with learners is a unique opportunity.



Motivate – Encourage students to take responsibility for learning and to develop a
pride for their own work through aiming for excellent endeavour. Implementing
intrinsic motivation in the classroom, such as being patient yet persistent when
reaching out to students will help in fostering a passion for learning. When
appropriate, use a variety of extrinsic means of motivation.



Inspire – To inspire students, a teacher must first be exemplary in character and
articulate in speech, then use excellent classroom management skills, use an effective
education curriculum and constantly motivate. The purpose of education is not only
to enable students to become successful in their lives, but also to teach them how to
be responsible and positive contributors to society.

Affirmation: “My ultimate goal as a teacher is to educate, motivate and inspire students to
value life-long learning, development and service to others.”
Purposeful alliteration: Prior preparation prevents poor performance.
STATEMENTS THAT CAN DESCRIBE A TEACHER’S PHILOSOPHY






“One who would kindle another must first glow oneself.”
“More things are caught than taught.”
“What you are is pounding so loudly in my ears I can’t hear what you are saying.” Waldo Emerson
“Bad teachers complain, good teachers explain, best teachers inspire.”
“In all situations it is my response that decides whether a crisis will be escalated or
de-escalated and a person humanized or de-humanized.”

LEARNING TIPS FOR EFFECTIVE INSTRUCTORS
1. Educators must remember that learning occurs within each individual as a continual
process throughout life. People learn at different speeds, so it is natural for them to be
anxious or nervous when faced with a learning situation. Positive reinforcement by the
instructor can enhance learning, as can proper timing of the instruction.
2. Learning results from stimulation of the senses. In some people, one sense is used more
than others to learn or recall information. Instructors should present materials that
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stimulate as many senses as possible in order to increase their chances of teaching
success.
3. There are four critical elements of learning that must be addressed:
a. Motivation: If the participant does not recognize the need for the information (or has
been offended or intimidated), all of the instructor's effort to assist the participant to learn
will be in vain. The instructor must establish rapport with participants and prepare them
for learning; this provides motivation. Instructors can motivate students via several
means:
o Set a feeling or tone for the lesson. Instructors should try to establish a
friendly, open atmosphere that shows the participants they will help them
learn.
o Set an appropriate level of concern. The level of tension must be adjusted
to meet the level of importance of the objective. If the material has a high
level of importance, a higher level of tension/stress should be established
in the class. However, people learn best under low to moderate stress; if
the stress is too high, it becomes a barrier to learning.
o Set an appropriate level of difficulty. The degree of difficulty should be
set high enough to challenge participants but not so high that they become
frustrated by information overload. The instruction should predict and
reward participation, culminating in success.
In addition, participants need specific knowledge of their learning results (feedback).
Feedback must be specific, not general. Participants must also see a reward for learning. The
reward does not necessarily have to be monetary; it can be simply a demonstration of
benefits to be realized from learning the material. Finally, the participant must be interested
in the subject. Interest is directly related to reward. Adults must see the benefit of learning in
order to motivate them to learn the subject.
b. Reinforcement: This is a very necessary part of the teaching/learning process; through it,
instructors encourage correct modes of behaviour and performance.
o Positive reinforcement is normally used by instructors who are teaching
participants new skills. As the name implies, positive reinforcement is
"good" and reinforces "good" (or positive) behaviour.
o Negative reinforcement is normally used by instructors teaching a new
skill or new information. It is useful in trying to change modes of
behaviour. The result of negative reinforcement is extinction -- that is, the
instructor uses negative reinforcement until the "bad" behaviour
disappears, or it becomes extinct. (To read more about negative
reinforcement, you can check out Maricopa Centre for Learning &
Instruction Negative Reinforcement University.)
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Reinforcement should be part of the teaching-learning process to ensure correct behaviour.
Instructors need to use it on a frequent and regular basis early in the process to help the
students retain what they have learned. Then, they should use reinforcement only to maintain
consistent, positive behaviour.
c. Retention: Trainees/participants must retain information from classes in order to benefit
from the learning. The instructors' jobs are not finished until they have assisted the
learner in retaining the information. In order for participants to retain the information
taught, they must see a meaning or purpose for that information. They must also
understand and be able to interpret and apply the information. This understanding
includes an ability to assign the correct degree of importance to the material.
The amount of retention will be directly affected by the degree of original learning. Simply
stated, if the participants did not learn the material well initially, they will not retain it well
either.
Retention by the participants is directly affected by the amount of practice during the
learning. Instructors should emphasize retention and application. After trainees demonstrate
correct (desired) performance, they should be urged to practise to maintain the desired
performance. Distributed practise is similar in effect to intermittent reinforcement.
d. Transference: Transfer of learning is the result of training - it is the ability to use the
information taught in the course but in a new setting. As with reinforcement, there are
two types of transfer: positive and negative.
o Positive transference, like positive reinforcement,
participants use the behaviour taught in the course.

occurs

when

o Negative transference, again like negative reinforcement, occurs when
participants do not do what they are told not to do. This results in a
positive (desired) outcome.
Transference is most likely to occur in the following situations:
Association - the new information with something that they already know.
Similarity - the information is similar to material that participants already know; that is, it
revisits a logical framework or pattern.
Degree of original learning - degree of original learning was high.
Critical attribute element - the information learned contains elements that are extremely
beneficial (critical) on the job.
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PRINCIPLES OF ADULT LEARNING
Having regard to the individuals that are targeted for this intervention (persons 16+ yrs, who
have attained a stage of maturity), an effective teacher/tutor/facilitator must understand how
they learn best and that they have special needs and requirements as learners.
In this regard, it is instructive to be aware of some characteristics of adult learners:
Adult learners are autonomous and self-directed - they need to be free to direct themselves.
Their tutor must actively involve them in the learning process and serve as facilitators.
Specifically, they must get participants' perspectives about what topics to cover and let them
work on projects that reflect their interests. They should allow the participants to assume
responsibility for presentations and group leadership. They must facilitate and guide
participants to their own knowledge and analyses rather than simply supply them with facts.
Tutors must show participants how the class will help them reach their goals.
Adults have accumulated a foundation of life experiences and knowledge that may include
work-related activities, family responsibilities, and previous education. They need to connect
learning to this knowledge/experience base. Tutors should draw out participants' experience
and knowledge relevant to the topic. They must relate theories and concepts to the
participants and recognize the value of experience in learning.
Adults are goal-oriented. Upon enrolling in a course, they usually have a good idea of what
goal they want to attain. They, therefore, appreciate an educational program that is organized
and has clearly defined elements. Tutors must show participants how the class will help them
attain their goals. This classification of goals and course objectives must be done early in the
course.
Adults are relevancy-oriented. They must see a reason for learning something. Learning has
to be applicable to their life, their work, or other responsibilities, to be of value to them.
Tutors must identify objectives for adult participants before the course begins. This means
that theories and concepts must be related to a setting familiar to participants. This need can
be fulfilled by letting participants choose projects that reflect their own interests.
Adults are practical, focusing on the aspects of a lesson most useful to them. They may not
be interested in knowledge for its own sake. Tutors must tell participants explicitly how the
lesson will be useful to them – in life, on the job, etc.
Adults need to be shown respect. Tutors must acknowledge the wealth of experiences that
adult participants bring to the classroom. Tutors must consider themselves as learners also.
Adults should be treated as equals and their experience and knowledge respected, and thus
allowed to voice their opinions freely yet courteously.
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MOTIVATING THE ADULT LEARNER
At least six factors serve as sources of motivation for adult learning:







Social relationships: to make new friends, to meet a need for associations and
friendships.
External expectations: to comply with instructions from someone else; to fulfil the
expectations or recommendations of someone with formal authority.
Social welfare: to improve ability to serve mankind, prepare for service to the
community, and improve ability to participate in community work.
Personal advancement: to achieve higher status in a job, secure professional
advancement, and stay abreast of competitors.
Escape/Stimulation: to relieve boredom, provide a break in the routine of home or
work, and provide a contrast to other exacting details of life.
Cognitive interest: to learn for the sake of learning, seek knowledge for its own sake,
and to satisfy an inquiring mind.
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TRAINING METHODOLOGY
The instructional strategies included in this curriculum are appropriate for adult learning.
There are clear aims at the start of each unit which allow not only expectations from the
tutor’s perspective but guide the adult learner in what to expect for purposeful engagement in
learning. Delivery of the training follows an interactive experiential approach that allows
time for reflection, constructing meaning and problem-solving. Recommended instructional
strategies include modelling and role play, case studies, group work, discussion, debate,
story-telling, peer-supported learning and experiential learning.
The didactic approach is not recommended. The teacher roles for such engaged learning is
facilitator-guide, co-learner and co-investigator while the participant roles encompass
explorer, cognitive apprentice and producer of knowledge (Jones, 1994).
DEVELOPING VIRTUE AND GOOD CHARACTER

In order to develop a firm foundation for good character a deeper understanding and
conscious application of virtues are important to promote unity, harmony and kindness in our
communities. Recognition that each has the capacity to develop these virtues and to display
them through their actions will assist in recognition of the potential within each to live and
act as a noble being. Sometimes virtues are referred to as moral values or spiritual qualities.
Whereas it is possible for the tutor to notice some of the virtues displayed by participants and
mention these, purposefully encouraging participants to notice the inner beauty of each other,
and by extension to others they interact with, teaches them to look for the good in others. In
part, this will assist in reducing the almost universal habitual practice of fault-finding. Focus
on the negative and participating in backbiting breeds insecurity, anxiety, disunity, criticism,
exclusivity, judgementalism, negative ‘acting out’, and distrust.
When people feel accepted, loved and respected, they strive to be better and to live up to the
positive image others see in them. This practice needs reinforcement and practice. It also
needs conscious understanding of the applicability of these virtues in diverse settings – for
healthy relationships, solving conflicts, creating happiness and unity, becoming more
efficient or more patient, etc.. Encouraging discussions on set situations to explore what
virtues are being used, or are absent but would be useful, will assist in this reinforcement.
When they look at how ugly and dangerous a situation can become due to selfishness and
lack of virtue, this can underline and powerfully reinforce the value of virtues and of
developing good character. In this way, participants will begin to see that use of virtues is an
option or tool they have to build positive relations or improve them. They will also begin to
see that the practice of these will redound to their good name, and encourage self-reflection
for their own inner improvement.
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The tutor needs to consistently focus on the virtues that come into play throughout this Life Skills
Education course, for such understanding to become well developed in the participants. Therefore the
course is designed to introduce the concept in the first Unit and thereafter a section is included in each
Unit to allow exploration of the virtues required for responsible and successful achievement under
each topic area.

ROLE PLAY
Role play is crucial in any life skill training. It provides the opportunity for participants to
develop and revise their understanding and perspectives by exploring thoughts and feelings
of characters and factors affecting outcomes, in given situations. Role play promotes
understanding. The tutor may assume a role and become an active participant in promoting
independent thinking and co-operative learning.
Role play helps participants to develop:
 Empathy - as the ideas, feelings, and points of view of others are examined;
 Oral expression and interpretation skills - as language is used to describe perceptions,
emotions and reactions;
 Decision-making and problem-solving skills - as experience is gained in independent
thinking and co-operative learning.
GUIDED IMAGERY






Participants may visualize e.g. a goal they want to achieve, and then imagine
themselves going through the process of achieving it
Guided Imagery refers to using the power of imagination to evoke a picture,
experience and mind/ body responses
Techniques occasionally are supplied and directed by the practitioners. Typically the
recipient is guided to a peaceful scene or to concentrate on a theme in a guided
visualization
A suggestion does not consist of making someone believe what is not true, but of
making some things come true by believing in its possibility
J.D Hadfield – “The natural healing force within is the greatest force in getting well”

DEBRIEFING AND REFLECTING
One aim of debriefing and reflecting is to sort out events and to deal with the issues, and then
to structure group discussions to allow individuals to express their reactions to the key
incident, develop understanding of the event(s) in relation to their own emotions, and to work
out what virtues come into play.
Encouraging participants to clarify information, to reflect on and analyse data are useful life
skills to develop to assist participants in their own handling of challenges and onward
systematization of planning and analysis for improvement of self, goals set and strategies to
be implemented.
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Practice of the process of reflection helps the individual to increase feelings of personal
control.
1. Initial session: role play about key issue
2. Debriefing session:
Key Actions of debriefing/reflecting are:
 Establishment of ground rules
 Exploration of facts
 Sharing of feelings and ideas
 Learning about future possibilities
Basic Sequencing of Debriefing
 Investigate the facts
 Elicit feelings
 Analyse the problem
 Provide a solution
The Leadership/Tutor Style can vary but the qualities of warmth, acceptance and a noncombative and non-threatening environment, combined with the ability to control the group
process, are particularly helpful.
ASSESSMENT OF PERFORMANCE TASKS
A performance task is an activity prepared by the tutor to determine a participant’s mastery
of a group of skills and/or concepts. Performance tasks require participants to perform a task
that can be used in real life situations. A finished product is usually constructed,
demonstrating the participant’s understanding of the concept measured. A life skills outcome
may involve community action.
Performance tasks promote authentic learning and can accommodate and incorporate many
learning styles and multiple intelligences as they provide opportunities for participants to
express creativity. This process encourages the use of higher order thinking skills and
develops real life skills. It is a valid indicator of participant knowledge and ability and leads
to higher retention rates than the lecture mode (Oswego, 2002).
Performance tasks can be formative and summary effective and make problem solving
intrinsic to the learning process. Rubrics are agreed to by tutor and participants prior to the
assignment so that expectations are clear. The process of tutor modelling and supplying
samples is helpful to the participant. Assessment of Life skills is largely qualitative and self
and peer assessments are thus facilitated; both the grade by the participant and that by the
tutor/facilitator are considered for the final grade (Alfeiri, 2003).
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THE IMPORTANCE OF THE PORTFOLIO
A portfolio is a purposeful collection of the participant’s work that tells the story of his or her
efforts, progress, or achievement (Arter, 1992). It also includes participant participation in
selecting and organising content, the criteria for judging merit, and evidence of participant
self-reflection (Paulson, Paulson, and Meyer, 1991). It enhances learning, instruction and
assessment.
The Life Skills portfolio is a collection of pieces of work or ‘artefacts’ and reflections from
every session. The developmental portfolio shows the participant’s progress towards
completion and mastery of the performance tasks and the aims of each life skills theme. It
enhances learning through the process of reviewing, revising and evaluating the final
product. The feedback obtained at intervals serves a diagnostic purpose and can shape further
instruction and learning for the participant.
The major components of the portfolio comprise the evidence: artefacts, reproductions,
unsolicited attestations and portfolio productions.
Artefacts are the major part of the portfolio: any piece of work produced by participants as a
normal part of the teaching-learning process in the Life Skills session. An artefact may
include a sample of assigned tasks such as a summary, drawing, budget calculations,
questionnaire, savings and investment plan, diagram, personal developmental plans, letter,
project, report or other product developed as performance tasks of the Life Skills course
work.
For each performance task a checklist must be agreed on so that the participant knows
exactly what will make an acceptable performance task. Self, peer and tutor assessments are
also facilitated by a checklist with its rubric of statements and grading. These form part of
the artefacts of each theme.
Each piece of work must have a caption in which the participant describes his/her work in a
few lines, and indicates why it is important to the portfolio and how it was assessed. The
personal journal is also helpful.
During learning sessions, reproductions are done to capture events, processes and products
e.g. a photograph of displays, models, individual and group activities, visual, audio, video
productions of performances and presentations.
Attestations are testimonials of the participant’s work. It may be a letter of commendation
from a peer, tutor, or organisation. While the attestation adds value to the portfolio it must
never be solicited. Participants should be encouraged to write short letters complimenting
and encouraging one another and stating exactly what they liked in a particular piece of
work.
Portfolios are prepared by the participant and produced towards the end of the Life skills
programme. It includes the purpose statement which informs the reader of the knowledge,
skills and competencies that the portfolio evidence provides, and the participant’s overall
reflective summary. A generic format for organizing portfolios include: table of contents,
autobiography/information sheet/personal statement; purpose statement, entries and related
captions, and the reflective summaries.
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* * * *
SUGGESTED ACTIVITIES, PORTFOLIO CONTENTS
AND CHECKLISTS OF PERFORMANCE TASKS
* * * *
NB - At the start of each session, share with participants the topic,
the intent, the expected outcomes and performance tasks.
* * * *

MODULE 1
INTRAPERSONAL RELATIONSHIP SKILLS
1.1UNIT 1 – KNOWING YOURSELF
Tutors should be engaged in their own holistic self-development and understand the
difference between spirituality and religion.
1.1.1. Activity 1 - ANGEL WALK
One by one, participants stand up and the others, in turn, say one thing they have noticed that
is good / positive.
1.1.2.Activity 2 - “Silent Sitting”
Participants are asked to close their eyes and sit silently for a few minutes. During this time
they are expected to ‘tune-out’ whatever distractions they may be surrounded by. Selected
music or mental visioning/’mental walk’/guided imagery initiated by the tutor can be used
instead of silence.
At the end of the period, participants open their eyes, and are invited (if they want) to share
how they felt.
1.1.3.Activity 3 - Affirmation Exercise
Participants sit with feet on ground, palms on lap facing up, eyes closed.
Tutor leads and participants repeat:
“I am ME. I am glad to be ME. I like the ME that I am.”
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1.1.4.Activity 4 – Reflecting on Self & Self Audit
a) Tutor leads discussion on the innate capacities of body, mind & spirit/soul, that
we are responsible for our self-care, that we have choices and we have willpower.
b) Self-Audit - Participants draw three 3-leafed stems. On each stem label the three
leaves: ‘body’, ‘mind’, ‘spirit/soul’. Then, title the first 3-leafed stem with ‘the
strengths I have now’ and write in each leaf 3 or 4 words that best describe his/her
present strengths. Then, title the second leaf with ‘the strengths I wish to develop’
and again write in 3-4 words that best describe their goals. Title the third stem
“Capacities I have to help me achieve my goals” and in the leaves write in those
capacities.
1.1.5.Activity 5 - Use reflective / inspirational quotations, songs or stories and analyse
their meaning and effect, as a group.
Song examples: “I think you’re wonderful!” by Red Grammer,
“Be still and hear the Word of God”
1.1.6.PORTFOLIO CONTENTS
1.
2.
3.
4.

Reflections on the ‘Angel Walk’ experience
Reflections on the practice of silent sitting
Self-audit
List a quotation, song & story that helped me to understand myself better or inspired
me to be a better person

1.1.7.CHECKLIST OF PERFORMANCE TASKS
i. Reflections on ‘Angel Walk’
RUBRIC of performance criteria
1. I was able to express something
positive about each person
2. I noted my reflections on how it felt
to have positive things said about me

Very Well Well
Done
Done

OK Not Ok- Will
Redo By…….

Very Well Well
Done
Done

OK Not Ok- Will
Redo By…….

ii. Reflections on Silent Sitting
RUBRIC of performance criteria
1.
2.
3.
4.

I was able to sit with my eyes closed
I was able to control my thoughts
I was able to focus
I experienced inner peace
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iii. Reflections on Quotation/Song/Story
RUBRIC of performance criteria
1. I
listened
attentively
to
the
quote/song/story
2. I understood the quote/song/story
3. I understood the message/value of the
quote/song/story
4. I reflected on the message/value of the
quote/song/story and shared it with
someone else

Very Well Well
Done
Done

OK Not Ok- Will
Redo By…….

iv. Reflections on Affirmations
RUBRIC of performance criteria
1. I maintained the posture with my feet
firmly planted on the ground
2. I repeated aloud the affirmations
3. I thought deeply about liking myself
4. I felt self-confident and motivated

Very Well Well
Done
Done

OK Not Ok- Will
Redo By…….

v. Reflections on Self Audit / Knowing Self
RUBRIC of performance criteria
1. I participated in the discussions and
recognized more about my innate self
2. I reflected on my present strengths
3. I reflected on attributes I wish to
develop more
4. I considered the capacities I have to
help achieve my goals

Very Well Well
Done
Done
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OK Not Ok- Will
Redo By…….

1.2 UNIT 2 – SELF-ESTEEM AND SELF-IMPROVEMENT
1.2.1.Activity 1
The Three Pillars Upon Which A Healthy Self-Esteem Is Developed

Sense of Competence

Sense of Belonging

Sense of Worth

Note:
a. Sense of Competence – I can do it! A positive attitude, willingness to learn and making
an effort when facing a new task.
b. Sense of Worth – is a feeling of being acceptable to you, feeling whole inside, “I like
myself, I feel good about me, I respect myself and I feel respected by others.”
c. Sense of Belonging- is a sense of valued membership in a group or team.
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1.2.2.Activity 2 - My Wheel of Life
Maintaining a positive balance

SPIRITUAL

Strengths

Achievements

Weaknesses
PHYSICAL
SOCIAL

INTELLECTUAL

EMOTIONAL

CULTURAL

1st Circle: My Strengths
2nd Circle: My Achievements
3rd Circle: Things to improve on (my weaknesses) and what I plan to do to improve
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1.2.3.PORTFOLIO CONTENTS
1. Completed Wheel of Life;
2. Beginnings of a Personal Development Plan, consideration could be given to using
plans from the Wheel of Life and continue with plans and decisions from other
themes;
3. Picture or representation of self.
1.2.4.CHECKLIST OF PERFORMANCE TASKS
i. WHEEL OF LIFE

RUBRIC of performance criteria

1. I have written down my spiritual strengths,
2.
3.
4.
5.
6.

Very Well Well
Done
Done

OK Not Ok- Will
Redo By…….

Very Well Well
Done
Done

OK Not Ok- Will
Redo By…….

weaknesses and my plans to improve on
these
I have written down my physical strengths,
weaknesses and my plans to improve on
these
I have written down my intellectual
strengths, weaknesses and my plans to
improve on these
I have written down my cultural strengths,
weaknesses and my plans to improve on
these
I have written down my emotional strengths,
weaknesses and my plans to improve on
these
I have written down my social strengths,
weaknesses and my plans to improve on
these

ii. PERSONAL DEVELOPMENT PLAN
RUBRIC of performance criteria
1. I have spoken about my likes in my
portfolio
2. I have spoken about my dislikes in my
portfolio
3. I have included my accomplishments in
my portfolio
4. I have begun my Personal Development
Plan based on the elements in the Wheel
of Life
5. I have completed a
picture/collage/representation of myself
6. I have spoken about my opportunities in
my portfolio
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1.3.

UNIT 3 - VALUES CLARIFICATION AND MORAL REASONING

1.3.1.Activity 1
A.

Preparation for Values Game
 Participants list the things they would like to have or experience in this life. What
would give you joy? What would you really like to do or to have? You can be
specific as far as a time frame or cost or location is concerned.
 Re the list above select and write the three most important and hand them in to the
tutor.
 The tutor ensures that there is no duplication and adds some key others to surprise
the participants. Do not have more than 10 pairs of options to auction.
 Tutor puts the items in pairs to be auctioned. No one but the tutor can see these
pairs of items. Most items would cost 1 circle, a few cost 2 or 3 circles.

Have one Bonus item in the middle and give the buyer back 2 more circles for purchasing
that option e.g. a healthy family. “Has everyone made a choice? Good. If you chose ‘y’, you
get 2 circles back. Just draw 2 additional circles on your paper.”
Have one punitive item (in the middle too but not next to the one above) e.g. Option like 3
years of doing what you want when you want: “Has everyone made a choice? Good. If you
chose ‘y’, you pay an extra circle for this option for some things cost more than we expect.”
B.
The Game begins – The Silent Auction – no one is allowed to say a word.
Instructions1. Draw 10 circles that represent your currency – yourself, your energy, your time,
interests, time, resources, and identity. Use them well.
2. You will be given a choice to spend or save your circles. Several pairs of items
will be up for auction. You can buy only one at a time-or you can choose not to
buy. When all your circles are used you can buy nothing more. No question! This
is a Silent Auction!
3. The auctioneer alone talks, “Option A is ‘z’. Option B is ‘y’. Who would like to
purchase a ‘z’ or a ‘y’? If you wish to purchase either item, mark an ‘X’ through
one circle and write the item you purchased in that circle.” At the end “How many
circles do you have left?”
“How many of you have spent all your circles?”
Any circles that are left are now worthless. Please put a big ‘X’ through them.
C.

Analysing the Silent Auction
In groups of 3 – 6, discuss your purchases by answering these questions:
o Any regrets about what you might have purchased?
o What does this bring to mind?
o Check each of your choices – what do they reflect?
o Do they match your five main values written before?
o What element of the game would you like to change and why?
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1.3.2.Activity 2
Another Game
Make up a game/ cartoon / story to give someone the opportunity to examine his or
her values. (Write the instructions for the game clearly. Play the game with someone.
Put the game in your portfolio).
1.3.3.Activity 3
Another Activity
1. List the values you hold dear (e.g. spirituality, wealth, consideration for others,
popularity).
2. Share these and the reasons for selecting them with your partner.
3. Number the most important five in order of priority.
4. For each of the five values, discuss, write, dramatise or draw your answer to:
 Why is it important?
 Who taught you?
 How has it affected your behaviour and your life?
 In what ways can you affirm through future behaviours?
5. Include in your portfolio.
1.3.4.PORTFOLIO CONTENTS
1. Illustrated list of five most important values in order of priority.
2. Circles of options chosen in Silent Auction and reflections on these.
3. Personal Development Plan to include values selected to be demonstrated that
week(s).
1.3.5.REFLECTIONS
1. Do my choices in the Auction Game reflect my values?
2. Have I written my plans for demonstrating these values more in my life?
1.3.6.CHECKLIST OF PERFORMANCE TASKS
i. Illustrated list of five most important values in order of priority
Reflections on the Auction Game
RUBRIC of performance criteria
1. I have listed my five 5 most important
values
2. I have put these in order of priority
3. I have illustrated these values
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Very Well
Done

Well OK Not OK- Will
Done
redo by …….

ii. Reflections on performance
RUBRIC of performance criteria
1. I played the game fully, taking everything
said by the auctioneer into consideration
2. I made a list of 5 of my main values in the
order of priority from 1 to 5
3. I note that my choices in the auction game
reflected my values accurately
4. I stated why each value is important to me
5. I stated how each value is demonstrated in
my life so far
6. I stated how I plan to use this value more
in specified decisions and actions every
day
7. I thought deeply and wrote or/and drew
my reflections

Very Well Well OK Not OK- Will
Done
Done
redo by …….

iii. Creating a game/cartoon/story to give someone the opportunity to examine his or her
values
RUBRIC of performance criteria
1. I have created a cartoon/story called
_____________________
2. I have shared the cartoon/story with
someone
3. I have created a game called
_____________________
4. I have written the instructions clearly
5. I have played the game with someone
6. I wrote a story that involves my values
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Very Well Well OK Not OK- Will
Done
Done
redo by……..

1.4.

UNIT 4– GOAL SETTING

1.4.1.Activity 1 – Envisioning future / Dreams of success
"The Impossible Dream” from MAN OF LA MANCHA (1972)
music by Mitch Leigh and lyrics by Joe Darion




Reflective discussion on what you consider to be your “unreachable star”. What steps
would you take to reach your “star”? Why would some say it is ‘unreachable’?
Drawing My Life Today and My Life after Today – on outlines of your left and right
hand respectively
Reading and discussion of Martin Luther King’s “I Have a Dream”

Reflect on the following:



How the past informs the present
Short term, medium term and long term goals

1.4.2. Activity 2 - GAME- Goal Scoring
A bin is placed in the front of the classroom and participants are asked to throw crumpled
paper into it from different distances.
Participants are then questioned to elicit:
i.
If getting the crumpled paper into the large container (bin) was difficult?
ii. If it is, why?
iii. What in real life does it remind them of?
Discussion on the meaning of the following words: goal, and aim.
Note: Difficulties encountered may be parallel to hindrances found in achieving one’s goals.
1.4.3 Activity 3 – Setting Goals
Tutor leads discussion: Why is it important to set goals?
 Explain the difference in long term (5 yrs and more), medium term (1-4 yrs) and short
term goals (Up to 1 yr).
 What goals are priorities to happiness and success?
 Understand the importance of short term goals as a part of meeting the long term
goals.
 Why and when is it important to be cautious, a risk taker, or persistent in order to
achieve one’s goals? Bear in mind that an individual will encounter difficulties in
trying to achieve his/her goals.
 Setting goals – (see over page)
o SPECIFIC: Clearly stating what task (goal) the participant would like to
accomplish
o MEASURABLE: Describes goal in terms that can clearly be evaluated
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o ATTAINABLE: Given the required effort, the goal is manageable and can be
reached
o REALISTIC: A goal you know you are actually capable of obtaining
o TIME BOUND:A realistic time frame for achieving the goal


Participants reflect on their position - risk taker, very cautious or at some point on the
continuum. What goals would a participant therefore not consider? What goals are
priorities for success and happiness?
GOAL SETTING

1.4.3.

LONG TERM
GOALS

5 – 10 years

MEDIUM TERM GOALS
1 - 5 years

SHORT TERM GOALS – up to 1 year
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1.4.4. PORTFOLIO CONTENTS
1. List of your personal/professional timeline of goals for the next 5 years or more.
2. List of five or more steps /strategies to attain your major goals.
Later reflection: A short note on whether your goals are being accomplished within the time
frame set, or if you need to re-structure your goals.
Further Reflections:
Have I planned sufficient time to achieve my goals? Am I mature enough and am I capable
of managing my time efficiently? What supports do I have?
1.4.5.CHECKLIST OF PERFORMANCE TASKS
i. A personal timeline for the next 5 years (showing your goals and how you plan to
achieve them).
RUBRIC of performance criteria
1. My personal timeline for the next 5
years includes 2 long term goals
2. My personal timeline for the next 5
years includes 4 short term goals that
lead to attaining my long term goals
3. My personal timeline for the next 5
years includes 3 medium term goals
4. My goals are SMART
5. I have included these goals in my
Personal Development Plan

Very Well Well
Done
Done

OK Not Ok- Will
Redo by…….

ii. Prioritising goals
RUBRIC of performance criteria
1. I have prioritised my goals in terms of
how important they are to me
2. I have prioritised my goals in terms of
how much time I may need to make
them a reality

Very Well Well
Done
Done

OK Not Ok- Will
Redo by…….

Very Well Well
Done
Done

OK Not Ok- Will
Redo by…….

iii Cognitive and social skills
RUBRIC of performance criteria
1. I have composed a
rap/story/poem/song on Goal Setting
2. I have presented this
rap/story/poem/calypso to the group

112

1.5. UNIT 5 – TIME MANAGEMENT
1.5.1.Activity 1
 Participants list idioms and proverbs related to time. e.g. “Time and Tide wait on no
man.”
 Proverbs and idioms are presented to the class for discussion.
1.5.2. Activity 2 -Time Savers/Time Wasters








Organize participants in groups to make a list of time savers and time wasters. Have
participants present these lists to the entire participant group.
State ways in which time wasters can be turned into time savers.
Time wasters: - procrastination and excuses, indecision, idle chat, running errands,
meetings, computers, rushing.
Time Savers:- schedule your day, relax, understand what must be done, build the right
habits, use idle time to your advantage, use technology but do not get bogged down
with it, plan to work and work your plan, implement your action plan and prioritize
on importance and need.
Participants can look at video clips showing the behaviour of teenagers at school.
Participants look at video clips and compare characters by identifying their actions –
productive/ wasteful.
Prepare a study timetable in preparation for examination/evaluation.

1.5.3. Activity 3 – Time Lines


Tutor reviews for the benefit of participants, goals achieved when he/she was younger
and how these goals were achieved. Tutor may also talk about his/her future plans
and how these will be achieved. Use the framework below to focus on the present
reality.
o I am able to do… I can meet this
level of challenge.
o I have these resources, support,
expertise, time…
o I have these goals… Reflect on
what these mean to you and why.





Participants prepare a timeline to achieve their career and life goals of what they plan
to achieve in the next 1-5 years.
Participants in pairs follow the process the tutor modelled.
Request participants to prepare a timeline for the next 5 years, showing all that they
would like to achieve and how they plan to achieve these goals.
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1.5.4. Activity 4 - Monthly Plan



1.5.5

Tutor should inform participants that good time management, patience and
persistence are really what make goals a reality.
Tutor models making a monthly plan.
Participants prepare a monthly plan.
Activity 5 – A To-Do List

1. Tutor models how to make a to-do list of activities for a week.
2. Participants create or present a rap/song/calypso on the topic.
1.5.6 PORTFOLIO CONTENTS
1.
2.
3.
4.
5.

To-do list
Weekly plan
Monthly plan
List of time savers and time wasters
Time wasters inventory

REFLECTIONS

1. Am I now more capable of managing my time efficiently?
2. Have I eliminated time wasters from my daily routine?
3. Do I prioritize my daily activities?

1.5.7

CHECKLIST OF PERFORMANCE TASKS

RUBRIC of performance criteria
1. Make a short list of time savers and time
wasters
2. I have written at least three time savers

Very Well Well
Done
Done

3. I have written at least three time wasters
4. I have stated three proverbs/idioms
about time
5. I have completed my to-do-list and am
using it
6. I have made my monthly planner
7. I have composed a rap/story/poem/song
on time management
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OK

Not Ok- Will
Redo by…….

1.6 UNIT 6 – NUTRITION & SELF-CARE
1.6.1



1.6.2

Activity 1
Survey of participant’s eating choices during one week - at home and/or in
community
Analysis of survey material and comparison with results of other participants
Reflective discussion on recommendations
Activity 2

1. Tutor explains what proper nutrition is, including characteristics of a balanced diet.
 Participants should discuss what they consider to be a proper diet.
 Participants should say what they believe can be done to raise awareness of the
importance of proper nutrition.
 Participants should discuss the importance of water in a proper diet.
 Participants should share information on their own use of vitamins, supplements and
trace elements and their role in nutrition.
2. Group work - To devise a seven-day plan showing the nutritionally balanced meals they
intend to have (breakfast, lunch and dinner).
3. Share the prices of selected foods and compare costs at different market/supermarket
outlets, before making a price list.
1.6.3

Activity 3

1. Tutor input and reflective discussion by participants on the various lifestyle diseases that
can be brought about by poor nutrition such as diabetes, obesity, heart disease, hypertension,
stroke and some forms of cancer.
2. Group discussion led by the Tutor on other diet related diseases such as anorexia nervosa,
bulimia.
3. A debate/discussion on what participants believe can be done to raise awareness of the
importance of proper nutrition. This can be followed by creation of a brochure or poster.
4. Group work – Participants create short quizzes based on the basic tenets of good nutrition.
These quizzes are then exchanged and completed by the other participants.
1.6.4

Activity 4

‘The Fruit Basket’ (containing local fruits). Each group chooses one fruit, prepares and
makes an oral presentation on its nutritive value and strengths: e.g. paw-paw, coconut,
tamarind.
1.6.5 PORTFOLIO CONTENTS
1. Written work on nutrition survey
2. Seven-day meal plan
3. Advertisement/quiz/debating points to convince peers to eat nutritious food
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1.6.6 REFLECTIONS
 Am I now more determined to make healthy food choices? How?
 Am I now more able to plan appropriately balanced meals? How?
1.6.7

CHECKLIST OF PERFORMANCE TASKS

i.

Participants should develop a seven-day plan showing the nutritionally balanced
meals they intend to have (breakfast, lunch and dinner)

1.
2.
3.
ii.

RUBRIC of performance Criteria Very Well Well
Done
Done
I have included a balanced
breakfast in my plan
I have included a balanced lunch
in my plan
I have included a balanced dinner
in my plan
Meal composition

I included the
following for
breakfast /
lunch / dinner

ii.

Oil Green Leafy Legumes Protein Sugar Carbohydrates Yellow
vegetables
vegetables

Creation of short quizzes by groups based on the basic tenets of good nutrition, these
quizzes will then be exchanged and completed by the other participants
RUBRIC of performance Criteria

1.
2.
3.
4.
5.

Ok Not Ok- Will redo
by…….

I created a quiz based on good
nutrition
I completed a quiz based on good
nutrition
I had a nutritionally balanced
breakfast/lunch/dinner
I created a 7-day plan of
nutritionally balanced meals for
breakfast, lunch and dinner
I prepared a budget to purchase
the required food for my 7-day
plan

Very Well Well
Done
Done
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Ok Not Ok-Will redo
by…….

1.7 UNIT 7 –FITNESS
1.7.1

Activity 1 – Exploring the concept of fitness

‘Movin’ - Marvin Lewis
Moving to the left
Moving to the right
Down South
Up North
Tutor encourages discussion and explanations about what exactly fitness is, the desirability to
function at optimum levels, and the different levels of fitness attainable.
Information (oral, written, visual) is given to participants to assist their discussions.
1.7.2




Activity 2 – Types of Exercise
Tutors continue discussion and demonstrations to explain the various types of
exercise and their main functions (cardiovascular, weight lifting, walking, cycling,
swimming, ball- sports).
Participants discuss how they intend to maintain their personal level of fitness.
Participants complete the table below:

Goal
Strategy/Procedure Desired Outcome Time Frame
Weight
Management
Improved
physique
Improved
health and
stamina


1.7.3

Plan and discuss what programmes can be implemented - in institution and
community - to raise participation in fitness and sporting activities.
Discuss human resources or organisations that can assist.
PORTFOLIO CONTENTS

1. Notes on discussions and what I have learnt
2. Reflections on my present fitness and the exercise I take
3. A fitness plan stating how I intend to maintain or improve my fitness level
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1.7.4

CHECKLIST OF PERFORMANCE TASK

i. Reflections on personal state of physical fitness
RUBRIC of performance Criteria
1. I reflected deeply on “How fit am
I?”
2. I participated actively in the
discussions
3. I completed my fitness plan
4. I identified the relevant exercise I
intend to engage in

Very Well Well
Done
Done

Ok Not Ok-Will redo
by…….

5. I decided on the times for exercise
ii. Showing determination in Fitness plan to maintain/improve fitness levels
RUBRIC of performance criteria

I have started and am continuing in
the exercises I selected in my fitness
plan as regularly as I intended e.g.
walking for 30 minutes every day

Very
Done

Well Well
Done

I have reflected on the impact these
exercises are having on my sense of
well-being, and on progress towards
my goal(s)
I have shared what I learnt on the
importance of regular exercise with at
least one other not in this course, and
encouraged him/her/them to also start
exercising regularly
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Ok

Not
Ok-Will
redo by…….

UNIT 8 - STRESS MANAGEMENT

1.8
1.8.1

Activity 1 - Gift-wrapping exercise

Hands tied behind back, participants in pairs wrap a gift in 2 minutes without speaking to
each other.
1. What were your feelings while doing the activity?
2. Why did you feel that way?
1.8.2

Activity 2

DEFINITIONS
Stressor – A real or perceived life demand; anything that throws a body or mind out of its
normal state.
Stress – a negative emotional and/or physical response to a real or perceived life demand or
situation.
Participants to complete:
My Stressors and Stress Events in my life are mostly the result of (Tick One Only)
My Actions
Other People
Fate or Luck
1.8.3

Activity 3

This activity is intended for participants to gain insight into their own responses to
environmental stress through a stress and control exercise e.g.
Step 1. Participants use a handkerchief to blindfold themselves and remain in their seats.
Step 2. The tutor then plays a range of sounds that evokes feelings of intimidation. Sounds
can include cars braking heavily, alarms, quarrelling, berating and orders being shouted.
Step 3. The tutor then documents on a flip chart feedback of participant responses – mental,
environmental and physical.
Discussion in pairs on strategies employed to survive stress and patterns of behaviour from
stress (victimization of others, hyper-vigilance, toughness, social invisibility, depression,
self-monitoring.
Stressor
Separation from loved ones
General environment
Negative environment
Ambiguity of the situation and not knowing what to do
Other participants

119

Rating (1-10)

1.8.4

Activity 4 - STRESS AND COPING STRATEGIES

In order to elicit information regarding particular stressors to which participants are
responding, the participants should be asked to report the stressors/difficult situations they
have had to face. They should be asked to rate how stressful they appraised these stressors,
using a scale of 1 – 10. Then they should be asked what strategies they used to cope with
these stressors when they first entered the course/institution, as well as how they cope at
present. Lastly they should be asked to respond to a question regarding their perceived locus
of control.
Stressors in first few days

Rating

Coping Strategies used

1
2
3
Stressors
4
5
Qualitative Coping Strategies Reported by Participants
Coping Strategy
Spirituality
Organised Support
Peer or Family Support
Activities
Crying
Problem Solving
Maladaptive coping habits (lashing out, giving up)

Popularity (1-10)

Reflections on how I see my locus of control.
1.8.5

Activity 5 - When stress is not dealt with appropriately

Discuss the problems associated with not dealing with stress appropriately on the individual.
Prolonged stress along with ineffective coping strategies can lead to physical or psychoemotional illness. Once the body has reacted to stress, it needs to get back to normal. The
process of trying to get the body back to its normal state makes it more difficult to fight off
infections and cope with disease. It has also been shown that the way in which individuals
cope with stress has a greater effect on the individual’s outcome than the frequency or
severity of the stress which they experience (Lazarus & Launier, 1978; Lipowski, 1975).
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1.8.6

Activity 6 – Recognizing your different methods of handling stress

1. Tutor presents the following:
Understanding & using the Carver Coping Scale (Carver, Scheier, & Weintraub, 1989)
The Carver Coping Scale contains 50-60 items for which participants are asked to denote
how often they usually employ a particular coping style (check Internet for further details
/ options, one such table is presented below).
Although people will use different strategies in different situations, participants are asked
to rate which coping strategies they “generally” use. This may indicate an overall
disposition towards certain coping styles but participants must recognize that different
situations can elicit different responses from the same person, and so there should not be
any branding of type. The goal is to find and develop habitual use of pro-active strategies
that help both the individual and the situations they may face.
2. Participants rate each of the following items from 1 to 5 in the space provided to show
how they normally react when they encounter a difficult, stressful or upsetting situation.
NEVER
1
No

RARELY
2

SOMETIMES
3

OFTEN
4

1

I take additional action to try to get rid of the problem

2

I try to come up with a strategy about what to do

3

I put aside other activities in order to concentrate on this

4

I force myself to wait for the right time to do something

5

I ask people who have had similar experiences what they did

6

I talk to someone about how I feel

7

I look for something good in what is happening

8

I learn to live with it

9

I seek God’s help

ALWAYS
5

10 I get upset and let my emotions out
11 I refuse to believe that it has happened
12 I give up the attempt to get what I want
13 I turn to work or other substitute activities to take my mind off things
14 I concentrate my efforts on doing something about it
15 I make a plan of action
16 I focus on dealing with this problem, and if necessary let other things
slide a little.
17 I hold off on doing anything about it until the situation permits
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1 2 3 4 5

18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35

I try to get advice from someone about what to do
I try to get emotional support from friends and relatives
I try to see it in a different light, to make it seem more positive
I accept that this has happened and it can’t be changed
I put my trust in God
I pretend that it hasn’t really happened
I just give up trying to reach my goal
I go to movies or watch TV to think about it less
I learn something from the experience
I get used to the idea that it has happened
I try to find comfort in religion
I talk to someone to find out more about the situation
I make sure not to make matters worse by acting too soon
I keep myself from getting distracted by other thoughts or activities
I think hard about what steps to take
I do what has to be done, one step at a time
I discuss my feelings with someone
I reduce the amount of effort I’m putting into solving the problem

36
37
38
39
40

I daydream about things other than this
I take direct action to get around the problem
I try to grow as a person as a result of the experience
I think about how I might best handle the problem
I try hard to prevent other things from interfering with my efforts at
dealing with this
I feel a lot of emotional distress and find myself expressing those
feelings a lot
I restrain myself from doing anything too quickly
I talk to someone who could do something concrete about the problem
I sleep more than usual
I get sympathy and understanding from someone
I drink or take drugs in order to think about it less
I pray more than usual
I get upset, and I am really aware of it
I say to myself “this isn’t real”
I admit to myself that I can’t deal with it, and quit trying

41
42
43
44
45
46
47
48
49
50

1.8.7

Activity 7 – Role Plays

1. Teacher leads further discussions on some long-term effects of stress and the habitual use
of certain coping strategies - on the individual, the workplace and on the community –
recognizing that we are not isolated but our actions will have effect that will also rebound on
us.
2. In groups, participants will present role plays to demonstrate some of the effects of prolonged stress and habitual use of certain stress-relievers on themselves, and on their family or
community.
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1.8.8 PORTFOLIO CONTENTS
1. Illustration/writing/diagram of one’s most usual methods of stress relief including
stressors.
2. Reflections on my own stress levels, how I would usually handle difficult situations,
and recognizing that my reactions also affect others – what changes (if any) I wish to
make to improve myself
3. Reflections on the how an individual’s behaviour and reactions affect those around
them.
1.8.9 CHECKLIST OF PERFORMANCE TASKS
i.

Complete a table on one’s personal methods of stress relief (how one relieves stress at
present and ways in which one plans to relieve stress)

RUBRIC of performance criteria
1.

I included my stressors

2.

I included my stress coping strategies

3.

I included my stress management
options (whether I used them or not).
I included what I do to reduce feelings
of stress
I wrote my reflections/ poems/ stories
regarding my emotions and stresses.
The effectiveness / non-effectiveness
of stress management strategies so far
I considered what I could improve in
my management of stress

4.
5.

6.

ii.

2.
3.

Well
Done

Ok Not ok- Will
redo by……

Role-play demonstrating the effects of stress and certain stress-relieving strategies on
the individual

RUBRIC of performance criteria
1.

Very Well Done

Very Well Done

I demonstrated the short-term effects
of stress
I demonstrated the long-term effects
of stress
I demonstrated solutions to being
negatively stressed
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Well
Done

Ok

Not ok- Will
redo by…….

1.9

UNIT 9 – SUBSTANCE ABUSE

1.9.1 Activity 1 - Group discussion
(a) Participants share, in pairs, their experiences or that of their friends where use of the
drugs: cocaine, marijuana, alcohol, cigarettes, etc are concerned.
(b) Tutor checks with the participants on their current awareness and knowledge of the
drugs, their effects and experiences (their own and others).
(c) Tutor sensitizes participants on such agencies as NADAP and AA, including the 12
steps of AA.
1.9.2
Activity 2 – Pair work
Participants work in pairs doing a 6 column graphic with the following headings:
Topic

Present
knowledge

Desired
knowledge

Strategies for
data gathering

Alcohol /
Alcoholism
Marijuana
Cocaine
Tobacco
Other



1.9.3





Learning

Individual /
Social Action
Plan

Participants complete the first two columns to note what they know and what they
want to know about the topic: for example ‘alcoholism’.
One participant to speak on what he/she knows about alcoholism or shares a personal
experience about the use of the drug under discussion - whether by self, relative or a
friend.
Tutor leads so that each drug- cocaine, marijuana, alcohol and tobacco- is covered.
Activity 3 - Group work on Knowledge-Gathering & Knowledge-Sharing
Each group selects one particular addictive drug. Tutor provides main headings to
work on: the facts, causes, effects and solutions to addiction, and time-frame for
activity. Group decides on strategies and deployment to gather information.
Participants complete their own table (above) with key points learnt and their action
plan. [Among the solutions/action plan participants are to consider helping self and
others, especially family members and children of alcoholic parents to refrain from
drug use.]
Tutor assists in the preparation of reading comprehension exercises on the given and
researched information from tutor notes, books, magazines, on the themes.
Each group to create a diagram (or other visual) using the information obtained,
showing the various causes and effects of use of the particular drug. Each group is to
also create a brochure for a selected group at risk.
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1.9.4

Panel Discussion - One representative from each group prepares to speak on ‘the
negative effects of drug use on the individual and society.’ Participants are asked to
refer to their diagrams and brochures.
Activity 4

Role Play – Demonstration of practice of coping skills to resist drug use, reinforce selfcontrol, relaxation strategies, assertiveness skills, exercise, coping skills to deter behaviours
and life styles associated with crime and violence.
1.9.5 Activity 5 - Creation of personal action plan against drug addiction


TASK







Participants to work in pairs on an action plan they can handle against drug use individual and/or group action for their community, based on their conclusions and
recommendations after the information gathering process
ACTIVITIES

PERSON/S
INVOLVED

RESOURCES

TIME FRAME

INDICATORS

Tutor checks completed Action plans before participants begin actions at home or in
the community in pairs or groups.
Participants report regularly to small group on how well they have persisted with their
actions and what support they need to do better to achieve an indicator of success.
Participants write report for their portfolio.
Participants use visual and performance arts to demonstrate their findings through
drawing, brochure, painting, one-act play, calypso, chutney, poem, song or speech.
Games: Creating and completing a puzzle on Drug Abuse.

1.9.6 PORTFOLIO CONTENTS
1.
2.
3.
4.

Notes on class and panel discussions.
Illustrations and writing based on research on personal action plan
Illustrations, writing and diagrams based on research on community action plan
Summary from information gathering on the facts, causes, effects and solutions of
each drug discussed
5. Brochures and other illustrative materials that convinced others to abstain from drug
use
6. Reflections on: ‘My views on the use of illegal drugs after this topic’.
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1.9.7 CHECKLIST OF PERFORMANCE TASKS
i.

Summary of Information researched

Rubric of performance criteria

Very Well Done

1. I wrote two statements on how the
use of alcohol impacts on the quality
of a user’s life
2. I wrote two statements on how use of
cigarettes impact on the quality of a
user’s life
3. I wrote two statements on how use of
cocaine impacts on the quality of the
user’s life
ii.

Not
Ok-Will
redo by………

Well Ok
Done

Not
Ok-Will
redo by…….

Making and displaying a poster/ brochure

Rubric of performance criteria
I designed one poster/brochure
appropriate life style choices
iii.

Well Ok
Done

Very Well Done
on

Sharing and presentation of related information

Rubric of performance criteria

Very Well Done

1. I wrote in my personal journal on the
effects of using marijuana (and/or
other drug(s) selected)
2. I shared my opinion with my peers,
on the effects of using cocaine
(and/or other drug(s) selected)
3. I did an oral presentation on the
impact of using cigarettes and
alcohol (and/or other drug(s)
selected)
4. I made a brochure and/or other
illustrative materials to convince
others to abstain from drug use
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Well Ok Not
Ok-Will
Done
redo by……..

1.10

UNIT 10– NATIONAL PRIDE

1.10.1 Activity 1
Read and discuss Dr. Eric Williams’ speech to the children of the Nation on 30th August
1962.
http://www2.nalis.gov.tt/Research/SubjectGuide/IndependenceDay/tabid/183/Default.aspx?PageC
ontentMode=1#192

1.10.2 Activity 2
Participants recite or learn the national anthem, pledge and other songs, and discuss the
meaning of the words used.
1.10.3 Activity 3
Participants draw a national flag using the appropriate ratio.
1.10.4 Activity 4
Participants conduct research on hoisting and lowering the national flag - flag etiquette.
1.10.5 Activity 5
Participants obtain a replica of the Coat of Arms and explain the significance of the symbols
on it.
1.10.6 Activity 6
Participants compile a list of our leaders: governor-generals, presidents, prime ministers,
chief secretaries of the Tobago House of Assembly (THA), from 1962 until the present.
1.10.7
1.
2.
3.

PORTFOLIO CONTENTS
List of all our national holidays
An essay on “Things I Love about my Country”
Reflections on an activity for which I volunteered in the interest of uplifting my
community
4. Photographs of beauty spots in Trinidad and Tobago
5. A booklet entitled “My Country and Me”
6. My reflections on National Pride.
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1.10.8 CHECKLIST OF PERFORMANCE TASKS
i.

National Songs and Pledge

Rubric of performance criteria

Very Well Done

Well Ok
Done

Not
Ok-Will
redo by………

Very Well Done

Well Ok
Done

Not
Ok-Will
redo by………

Very Well Done

Well Ok
Done

Not
Ok-Will
redo by………

Very Well Done

Well Ok
Done

Not
Ok-Will
redo by………

1. I understand the meaning of the
national anthem and national songs
2. I understand the meaning of the
national pledge
3. I stand at attention when the anthem
is being played
ii.

National Flag

Rubric of performance criteria
1. I know the exact ratio used in the
design of the national flag
2. I know the meaning of the colours
3. I understand flag etiquette
iii.

Coat of Arms

Rubric of performance criteria
1. I know the symbols on the Coat of
Arms
2. I know the meaning of the symbols
iv.

Our Leaders/National Leaders

Rubric of performance criteria
1. I made a list of all our leaders from
1962 until now
2. I learnt the names of the leaders in
succession
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MODULE 2
INTERPERSONAL RELATIONSHIP SKILLS
2.1 UNIT 1 – PARENTING
2.1.1 Activity 1 – Exploring the value of families
Participants and tutor discuss the value of families, and what constitutes a strong family.
List attitudes and behaviours that are acceptable/not acceptable in nurturing children.
2.1.2 Activity 2 – Understanding the responsibilities of parenting
1. Introduce a stimulus: song, poem, story which highlights parenting. From this,
participants can be encouraged to discuss what the song, poem or story attempts to
discuss.
For example:
Calypso- Remember When
Remember when you couldn’t even talk
Remember when you couldn’t even walk
I say remember who, who use to wipe your nose for you
Who use to wash your clothes for you
And who use to hug and kiss you
I say remember who, who use to change your diaper
Who use to find your supper
Don’t forget is your mother and your father
Suggested Poem
Where Are Yu Children by Paul Keens Douglas
Suggested Story
Bringing Up Baby by Paul Keens Douglas
2. Participants recognize that parenting is a life-long responsibility; brainstorm ideas on ideal
parenting, and share understandings on the consequences of various parenting situations on the
parents, on the children, on the wider family circle and community (e.g. teenage
fatherhood/motherhood, alcoholic father, mother abandoned home, etc.). Demonstrate and
encourage the use of organisational strategies such as KWLA, and DRTA (Directed Reading &
Thinking Activity) or other reading comprehension strategies.
3. In pairs/groups discuss how to deal with one problem (e.g. teenage fatherhood) and prepare
role-play (2-3 minutes).
The entire group comments on problem-solving methods and develops a written comment on the
process.
Share the main points in presentations in plenary.
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2.1.3 Activity 3 - Group problem solving exercises.
Participants are formed into two groups. The topics below are assigned – one to each group - to
discuss and use their ideas to present a short one act play or role- play.
i. “My four year old child is so much trouble. Always asking why and so self-centred!
What can I do?”
ii. “I want to be a good father, but I am so busy. I have no time for my children.” For further discussion: What are the qualities of a good father/mother? What are the behaviours
and the activities of a good father/mother?
2.1.4 Activity 4 - Presenting positive elements in family life (encouragement, organisation,
love, discipline, spirituality, cleanliness).
The family is the first ‘school’ for children and a place for encouragement and the setting of
standards. The mother is normally the first educator.
e.g. “Mummy, Miss praised me today. My school work and behaviour have improved; take a look
at my book.”
i. Mother reinforces praise.
ii Mother encourages continuing positive behaviour.
Participants discuss how they learn about parenting, where they can receive good guidance,
whether they feel they have the right attitude, knowledge and skills at present to be a good parent.
2.1.5 Activity 5 – One-Act Play
(i). You see some white powder in the backpack/messenger bag of your teenage offspring. What
should you do, and how should you speak?
(ii). You have learnt that the teenage child of a close family, neighbour or friend has been taking
drugs. What would you do to help prevent your teenage children from becoming substance
abusers?
Remind participants through demonstrating the graphic of a story/one-act play that there should
be progress from the problem or sense of conflict (demonstrated in several ways) to attempts at
resolving the problem leading to a climax and eventual solution. ie moving from a sense of
concern/outrage to a sense of progess and peace.
Plenary for the presentation of the one act plays in a stated time e.g. each group 3-5 minutes.
Reflections by each group of players and then by the rest of participants on what was learnt from
the one act plays.
2.1.6 Activity 6 – Writing
Participants write a paragraph on a child-parent problem you have heard of/come across – either
from the perspective of parent or child – describing how the problem was / was not dealt with.
Participants then write a paragraph on how and why they would deal with the matter differently –
giving details of the behaviour they would display, sanctions given (if any) and manner of speech.
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2.1.7 Activity 7 - Discussions (select from the following)
1. Tutor distributes articles to group (for reading) to select main points for discussion.
2. Discuss parenting issues and record and discuss comments.
3. Discuss the legacy of parenting with participants - importance and relevance.
4. Share and discuss personal experiences of parenting as it relates to values and beliefs.
2.1.8 Activity 8 – Research
Develop a list containing the names, addresses, phone contact of possible support/resource
persons for distressed parents in the community.
2.1.9 Activity 9 – Reflecting on attitudes
Stimulus on Single Parenting
by Barbara King, Parent Educator
As I take part in parent workshops, and discussions on parenting issues, I often hear the term
‘single parents’ used with scorn and an air of near-contempt. There is a subtle suggestion that
these people are villainous elements of society responsible for numerous wrongs including:
violence in school, crime, immoral behaviour, HIV/AIDS and juvenile delinquency.
Something inside me burns when I hear that tone. It has a lot to do with the fact that I am the
product of lone parenting. And I’m pretty sure that while I’m far from perfect, I’m certainly not
dysfunctional (on good days anyway).
I was delighted to be invited to discuss this topic with a group of parents in St. James who
provided a lively discussion. Following is some of the wisdom that emerged from this group.
What is a single parent?
Someone who has taken on the responsibility for raising a child. It was noted that that person
does not have to be a biological parent.
Who are the people doing parenting in Trinidad and Tobago?
Mothers, fathers, grandparents, aunts, uncles, siblings of the parents, persons who have adopted
children, institutions e.g. St. Dominic’s Home
Why are these people raising children alone? Some of the reasons are:
 Divorce or separation
 Desertion by the other parent
 Death of the other parent
 The father denied parentage of the child
 The child was orphaned/abandoned/given away
 The child’s parent(s) is/are working abroad
 The child’s parent(s) is/are an addict/mentally ill/unfit to parent
 By choice – woman selects man as ‘sperm donor’ and opts to raise the child alone
 Unplanned pregnancy/uncertainty of father/rape
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In the majority of cases the single parent is likely to be a woman; however, in recent times, more
men are choosing to raise their children. There are also increasing instances of divorced couples
sharing the parenting, but each one is essentially a single/lone parent.
Things we’ve heard about single parents in Trinidad and Tobago:
 They are bad parents
 They have no time for their children
 They work long hours so their children are unsupervised and get involved in “bad”
activities
 They don’t teach their children morals and values
 They can’t control their children
 They are over indulgent
 They can’t help their children with school work / homework
 Their children do badly in school
When these ideas were examined, it was noted that many of these could also be applied to
parenting couples. In fact, it is not uncommon in two-parent families to find one parent who feels
that he / she is parenting alone. The main difference may be that there is an additional pay-packet
coming into the home. Everyone in the group knew single parents to whom none of the above
applied. There are numerous examples of excellent single parents who have raised their children
to be successful, respectable, responsible citizens. There are many single parents who make time
to be with their children, just as there are many couples who do not have/make time to give
attention to their children, or pay others to attend to their children while they work or do other
things.
This way of thinking about single parents is not unique to Trinidad and Tobago. Loanda Cullen,
author of Single Parenting in the Nineties, identified some other myths of single parenting:
Myth: Children in single-parent families always have deficits, do poorly in school and suffer
emotionally and behaviourally.
Truth: There is significant research which shows that this disadvantage does not exist.
Myth: Single-parent families are “broken homes.”
The truth is: Many single parents who divorced or didn’t marry made the healthiest choice in
creating a peaceful and stable home for their family.
Myth: Children from single-parent families have lower self-esteem.
Truth: A carefully controlled study found income level to be the deciding factor related to
children’s self-esteem. Because single-parent families are often also low-income households,
children’s self-esteem is likely to be lower, just as in low income two-parent homes.
The problem is that which always happens when everyone is tarred with the same brush. Yes,
there are very blatant problems linked to some single parent families, but before we label all
single parents let us look a little closer. Who are the single parents that are the ‘problem’? A
closer look shows that in most instances, the so-called ‘problem’ parents are the unsupported, the
unprepared, the uninformed, the misinformed, the abused, the uneducated and unemployable.
Some have mental health problems, others substance abuse addiction and some are victims of
domestic abuse in various forms. From teenagers to mature mothers, where there is a lack of
solid, consistent support, there is a greater chance of things going wrong, of children being
damaged, deprived or becoming angry, bitter individuals.
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It is time that we started looking at causes:
 Listening – to hear the needs of these lone parents and their distress.
 Reaching out – to offer some constructive support – from simply offering to baby
sit, to sponsoring a child’s school books, to saying a prayer to ease them through
their difficulties.
 Forgiving those in our own families for the mistakes they made, the hurt or
disappointment they caused.
2.1.10 PORTFOLIO CONTENTS
1. Reflections on the value of families and factors that help make a strong family relationship
2. Based on discussion and research findings, a list of critical parenting issues
3. Reflections on role play/one-act play about resolving problem associated with parenting
4. Personal action plan of attitudes, values and behaviours to put into action as a good parent.

2.1.11 CHECKLIST OF PERFORMANCE TASKS
i.

Listing the main points/issues in the forefront of parenting based on readings and
discussion
RUBRIC of performance criteria

1.
2.

I have written two main points from
the article our group read
I have summarised the main points
shared by the other groups in
plenary
ii.

2.
3.
4.

OK

Not Ok- Will
redo by …….

OK

Not Ok- Will
redo by …….

Personal Action Plan to be a good parent

RUBRIC of performance criteria
1.

Very Well Well
Done
Done

I have stated six actions I would do
as a parent, if I were a parent
I have listed two actions that would
be taboo to me as a parent
I have written how I would like my
children to speak of me at my
funeral
I have made a list of possible
resource persons in my community

Very Well Well
Done
Done
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iii.

Role Play – Interpersonal Relations: Parenting

RUBRIC of performance criteria
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

11.
12.

13.
14.
15.

I chose a topic or theme that has a
number of relevant concepts
I identified relevant concepts using
webs
I selected a concept that involves a
compelling issue
I decided upon a key question about
the concept/issue selected
I listed possible viewpoints that
might be adopted
I placed selected viewpoints within
a situation/circumstance
I resolved the problem faced in the
given situation/circumstance
I selected roles for the participants
as well as the tutor
I/We decided how I/We will enter
each role
I/We inserted some type of tension
into the role play (e.g. conflicting
priorities, a challenge, a sense of
urgency, secrecy, a problem to
solve, mystery)
We discussed possible ways the
issue may be resolved
I/We established ground rules (e.g.
acceptance of diverse views,
participation in group process
quietly)
I/We kept within the required time
frame
I observed the role play attentively
I shared (responded and discussed)
in group discussion following the
role play

Very Well Well
Done
Done
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OK

Not Ok- Will
Redo By…….

iv.

Debriefing or reflecting on role play on parenting.

RUBRIC of performance criteria
1. I/We followed established ground
rules
2. I explored/investigated the facts of
the role play (5 W’s, 1 H – Who,
What, Where, When, Why; How)
3. I shared feelings/elicited the feeling
of others about the role play and
included them in my reflections
4. I analysed the problem and explored
the facts of the conflict, climax and
resolution of issue
5. I reflected on insights the role play
and its solution gave to future
possibilities

Very Well Well
Done
Done
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OK

Not Ok- Will
Redo By…….

2.2UNIT 2 – GENDER AND RELATIONSHIPS
Note to Facilitator
To mainstream gender, the facilitator/tutor should
 Use inclusive language
 Avoid gender stereotyping: using sexist sayings, some proverbs, superstitions, taboos
 Use evidence based information vs. hearsay
 Plan and allocate appropriate resources in support of family friendly measures
 Monitor and evaluate how the training and delivery are impacting on the ‘life
situations’ of male and female participants
2.2.1 – Activity 1 – UNDERSTANDING GENDER CONCEPTS

Sex refers to the biological differences between men and women. These differences are
usually permanent. The most significant difference is that men do not have a womb and that
it is women who bear and give birth to children. There are also differences in the type and
balance of hormones that are involved in procreation.
Gender refers to the roles that men and women play and the relation that arises out of these
roles. Gender also refers to the social programming of behaviour so that men and women
act, behave and relate in ways that their society expects and accepts, thereby conforming to
the society’s norms and values.
Gender roles and relationships are culturally specific but differ within and between cultures.
They are learnt through socialization and can change over time.
What a particular society considers to be ‘natural’ behaviour for a man or woman is not
always based on biological differences but is more the result of how the society is organized.
When we say “all girls like playing with dolls” or “all boys like to play football” there is no
biological or scientific proof that this is natural behaviour for either boys or girls. But, when
each generation learns that it is appropriate behaviour for girls and boys, it is passed on
through socialization in child-rearing practices in the home and school.
Mainstreaming gender
The integration of gender concerns into the analyses, formulation and monitoring of policies,
programmes and projects, with the objective of ensuring that these reduce inequalities
between women and men.
Gender equity
This refers to fairness and justice in the distribution of benefits and responsibilities between
men and women in the family and society. It relates to the concept of equal pay for equal
jobs/responsibilities in the workplace; attitudes, roles and responsibilities in the family and
society. The concept recognises that women and men have some different needs and powers
and that these differences should be identified and addressed in a manner that rectifies the
imbalance between sexes.
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Gender roles
Gender roles refer to the particular economic and social roles which a society considers
appropriate for women and men. Men are mainly identified with productive roles which tend
to be sequential, while women have a triple role: domestic responsibilities, productive work
and community activities which often have to be carried out simultaneously. Gender roles
and responsibilities vary between cultures and can change over time. In almost all societies
women’s roles tend to be undervalued.
Gender blindness
This refers to a failure to recognize that gender is an essential determinant of social outcomes
including health.
Gender awareness
This refers to an understanding that there are socially determined differences between women
and men based on learned behaviour, which affect women’s ability to access and control
resources.
Gender sensitivity
This is the ability to perceive existing gender differences, issues and inequalities and
incorporate these into strategies and actions.
Strategic gender needs
This relates to gender divisions of labour, power and control and may include such issues as
legal rights, domestic violence, access to resources, equal wages and women’s control over
their bodies.
Gender analysis
This examines the differences and disparities in the roles that women and men play, the
power imbalances in their relations, their needs, constraints and opportunities and the impact
of these differences on their lives.
Gender and development strategy (GAD)
GAD focuses on the social, economic, political and cultural forces that determine how
women and men benefit from and control resources, and participate in independently of, but
in relation to that of men.
Women in the development strategy (WID)
This is an approach which gives recognition to the distinct needs and capacities of women
with consideration and focus on developing strategies and action programmes that will
facilitate their participation in the productive sector.
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2.2.2 ACTIVITY 2 – UNDERSTANDING THE FORMATION OF SEX AND GENDER
IDENTITY
SEX

GENDER

Biological
Born with
Usually unchanged
Biological characteristics are inherent
at birth
Only women have wombs

Socially constructed
Not born with
Can be changed
Attitudes, behaviour and roles are socially
constructed
Both men and women can learn to take care of
children
Women can learn to do jobs that are traditionally
seen as “men’s” jobs
Women, as well as men, can be good leaders

Only women menstruate
Only men can produce sperm
FORMATION OF GENDER IDENTITY:
EARLY INFLUENCES

Children learn how to speak, act and behave not only from their parents but from other adults
and their peers. Adults speak to them differently and expect that they in turn will act and talk
differently. Boys are encouraged to be competitive and girls to be cooperative. Research by
anthropologist Marjorie Harness Goodwin and sociologist Janet Lever confirms widely
different observed behaviours in the games that boys and girls play.
Generally, boys tend to play outside in large groups that are hierarchically structured. Boys’
games have winners and losers and elaborate systems of rules that are frequently the subject
of argument. It is by giving orders and making them stick that high status is negotiated.
Boys achieve status by taking centre stage, by telling stories and jokes, or by side-tracking or
challenging the stories and jokes of others. They often boast about their skills and argue
about who is best at what.
Girls, on the other hand, tend to play in pairs or in small groups and within the group where
intimacy is key. A girl’s best friend is central to her life and most times they just sit and talk.
In their most frequent games like skip and hop scotch, everyone gets a turn and in many of
their activities, such as playing house, there are no winners or losers.
Girls are not accustomed to jockeying for status in obvious ways and are more concerned that
they are liked. They are not expected to boast or to show that they are better than others are.
Girls do not give orders or challenge people directly but rather they express their preferences
as suggestions that are likely to be accepted.
These behaviours learnt in childhood games contribute to the formation of one’s gender
identity, determine what society expects of men and women and define the gender roles that
men and woman will play in adulthood. Men and women therefore, not only behave and
speak differently but their behaviour and their speech reflect their different priorities. Men
are more concerned with gaining respect and independence, women with feeling connected
to other people and with being liked.
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GENDER ROLES

PRODUCTIVE

Paid or unpaid work in or outside the home, wealth generation

FAMILY CARE

Taking care of the household, especially the young

KIN RELATIONS

Taking care of the extended family

COMMUNITY RELATIONS

Involvement in the immediate and/or national community

SELF DEVELOPMENT

Taking care of the self for personal, social and professional
development

SPOUSE RELATIONS

Focus on maintaining marital relations

GENDER

2.2.3

HOW CONSTRUCTED

HOW REINFORCED

Culture and Ideology

Social Expectations

Social Institutions,
Structures and Systems

Socialisation

Gender Identity and
Roles

Gender Division of
Labour

Sex and Gender
Stereotyping

Men’s Work, Women’s
Work
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2.2.3 Activity 3 - BEING A MAN, BEING A WOMAN
1.
2.
3.
4.
5.
6.

I am praised/rewarded for being a woman/man when I ……
I am sanctioned/punished as a woman/man when I ……
Some advantages of being a woman/man in Trinidad and Tobago are ….
Some disadvantages of being a woman/man in Trinidad and Tobago are…
Because I am a woman/man I must ………
If I were a woman/man I would ……

Have male participants share:
(a) What is great about being a man?
(b) What is challenging about being a man?
(c) What are the strengths a man has?
Have female participants share:
(a) What is great about being a woman?
(b) What is challenging about being a woman?
(c) What are the strengths a woman has?
Participants share what support they would like to have from the opposite sex.
Participants discuss the value of concepts such as: equal opportunity and respect, partnership,
and the importance of harmonious relations for development.
Participants reflect on the way they wish to be treated by, and how they will behave towards
the opposite sex.
2.2.4 Activity 4 - THE SOCIALIZATION PROCESS
Objectives:

To increase participants’ understanding of how the socialization process
shapes values and attitudes, and gives individuals their gender identity.
To enable participants to identify people, events and things that
helped to shape their perceptions and attitudes towards the opposite sex.

Materials:

Flipchart paper, markers, masking tape

Preparation:

Flipchart Task

Facilitator’s instructions to participants:
a) Draw a ‘Life Line’ and divide it into sections to represent different stages of life from
birth to the present – infancy, childhood, adolescence, young adult, middle age,
elderly.
b) Use words, symbols or drawings to show the people, events and things that
influenced their perception of themselves, their attitudes towards and their beliefs
about men and about women.
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c) Present on flipchart, display life lines on the wall and walk around and look at other
representations.
Facilitator seeks participants’ reactions to the exercise and then guides them to discuss the
points on the flipchart.
Flipchart tasks
1. The people and events that had the deepest impacts in the various stages of your life.
2. The resulting perceptions, beliefs and attitudes of those impacts.
3. The importance of early socialization and the need to pay attention to child rearing
practices, if the perceptions and attitudes of men and women towards each other are to
change.
2.2.5 Activity 5 - SOCIETAL EXPECTATIONS
Objectives: To increase participants’ understanding of what determines societal norms
and expectations.
To show how men and women are socialized to conform to societal norms
and expectations.
Facilitator distributes flip chart paper and asks participants to think about what males and
females are told, and how they are expected to behave, at each stage of life. List points on
flipchart.
Small Groups:
Facilitator divides participants into small groups to share what they wrote and to discuss the
points listed on the flipchart.
Facilitator asks group to display their flipcharts and to walk around and read other
presentations.
Flipchart task 1
Discuss
1. How males and females are conditioned to act and behave in ways that are acceptable in
their societies.
2. Why they conform to societal expectations.
3. Summarize discussions and information using flipchart.
Flipchart task 2
Discuss
1. The relationship between socialization and societal norms and societal expectations.
2. Ways in which societal expectations influence how men and women behave
a) in their homes, in the workplace and in the community;
b) as wives and mothers, as husbands and fathers, as workers.
2.2.6 Activity 6 - DEFINING MASCULINITY AND FEMININITY
Objectives:

To identify some of the messages that men and women receive from
societal institutions and examine how these messages:141






define their masculinity and femininity
shape their different realities
determine how they act and behave in society
determine what they expect from each other

Materials:
 A profile of a family
 A religious document that sets guidelines for males’ and females’ behaviour
 Newspaper clippings or advertisements in which women and men are
used to promote products
 Pictures and/or text from school books showing women and men in different
situations
Small groups:
Facilitator divides participants into four small groups.
Each group is asked to examine one of the following societal institutions and given an
appropriate handout to read.
 The family
 Religion
 The media
 The school
Flipchart task:
1. Identify some of the different messages that the institution sends to males and females.
2. Discuss the power and effect of these messages.
3. Plan a creative presentation to highlight some of the key issues that emerged on the
impact of the messages sent by the institution.
Total group:
Each group makes a presentation followed by a brief discussion.
The tutor lists the key issues that emerged from the group discussions and refers to this list to
guide the plenary discussion:a) Defining masculinity and femininity.
b) Male and female behaviours.
c) The social construction of gender.
2.2.7 Activity 7 - CULTURE, GENDER IDENTITY, ROLES AND RELATIONSHIPS
Objectives:

To increase participants’ awareness and understanding of how culture:
 Shapes gender identity
 Defines gender roles
 Influences gender relationships
 Perpetuates stereotypes

Materials:

Five cards each with one of the following components of culture written:
 Traditions and customs
 Superstitions and taboos
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Music and songs
Everyday speech
Proverbs and sayings

Small groups:
Facilitator divides participants into five small groups and randomly assigns one card to each
group.
Facilitator asks each group to identify and list three items that relate to the ‘culture” listed on
their card.
Flip chart task
Discuss and list the ways in which each of the three items can and does:1. Determine and reinforce the role and status of women in society.
2. Contribute to and reinforce sex and gender stereotyping.
3. Affect the self-esteem of men and of women.
4. Determines the way work is divided in the society.
5. Influence the relationships between men and women.
6. Each group creates a presentation that captures the issues that emerged from their
discussion of the flipchart task.
Total Group:
Facilitator focuses the discussion on:a) How the various components of culture relate to the objectives of the exercise.
b) The links and relationships between culture and gender.
2.2.8 Activity 8
Riddle
To highlight the prevalence of stereotypic thinking relative to sex roles, the instructor should
distribute the following handout.
A father and his son were involved in a car accident in which the father was killed and the
son was seriously injured. The father was pronounced dead at the scene of the accident and
his body was taken to a local mortuary. The son was taken by ambulance to a local hospital
and was immediately wheeled into an operating room. Upon seeing the patient, the attending
surgeon exclaimed, “Oh my God, it’s my son!” Can you explain this? (Keep in mind that the
father who was killed in the accident is not a step-father, nor is the attending physician the
boy’s stepfather.) Think about the ‘riddle’ for a few minutes. If you think you have the
answer, write it on a sheet of paper.
The surgeon was the boy’s mother.
Discuss the response of participants to the riddle.
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2.2.9 Activity 9
JQ is 23 years old. As a child JQ liked fashionable handbags of all colours and descriptions
and enjoyed stealing every opportunity to wear Mommy’s shoes; when JQ did that Mommy
used to laugh, because this picture of JQ was indeed a funny one.
Now JQ still likes handbags but prefers to purchase shoes out of money earned. JQ has
changed a bit however. JQ no longer appreciates being called Johnny but prefers Jenny.
A discussion is held on the sex role of an individual which is biological in nature. It must be
understood that gender roles are socially, historically and culturally determined and that
gender roles relate to different social and cultural codes for behaviour, role expectations, life
styles, power and influence.
2.2.10 Activity 10
WOMEN AND MEN IN NON-TRADITIONAL OCCUPATIONS: CONFRONTING
GENDER ISSUES AT HOME AND IN THE WORK PLACE AND SECURING LEGAL
RIGHTS
Objectives:
1. To discuss and develop strategies to respond to issues related to the participation of
women/men in occupations traditionally dominated by the opposite sex.
2. To be aware of laws, labour laws and other systems that protect the rights of
men/women in situations in the home and working environment.




Participants discuss in groups some of the issues and challenges they experience or
anticipate in participating in non-traditional training/occupations.
Participants review laws and support systems provided by the state, religion,
community etc. that could assist in overcoming the challenges.
Participants develop strategies to reduce challenges of participating in non-traditional
occupations.

Group discussions into the following categories:
 Cultural attitudes relating to men/women.
 Family relations and responsibilities – support.
 Education and training issues.
 The work environment.
 Gender-based violence – harassment, discrimination, abuse, on the job intimidation.
 Labour market - opportunities, wages, facilities.
 Other.
2.2.11 Activity 11 – Exploring traditional ideas
Ann and Philip have been partners for seven years, since she was seventeen and he was
twenty-three. They have two children, a boy aged six and a girl aged four. Ann has worked
from home over the years. She is now interested in improving herself by taking up training to
be a mechanic. Philip is employed as a Warehouse Foreman and although things are tight
financially, he feels that he is responsible and that Ann should stay at home, look after the
family and live on his income. He is definitely against her determination to become a
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mechanic, of all things! Conflict has developed in the family as a result. This is the worst it
has been. He says he will not provide financial support for her to attend the training
programme.
Small group discussions –
 What kinds of intervention can be made in the situation?
 What should Ann do?
 How is power shown in the relationship?
 Who has power and what is the basis of power that is shown?
2.2.12 Activity 12 - GROUP DISCUSSIONS
Small group discussion and presentation on the following:
 Equal pay for men and women
 National minimum wages
 Maternity/Paternity provisions
 Sexual harassment
 Protection against domestic violence
2.2.13 PORTFOLIO CONTENTS
1. Reflections on when I became aware of my gender.
2. Reflections on the messages, images, emotions, perspectives, experiences and hopes
regarding my gender, and where the messages came from.
3. How did my early learning shape my adult values and assumptions regarding
masculinity/femininity and gender?
4. My hopes for gender relations.
5. The importance of socialization in changing the attitudes and perspectives of men and
women towards each other.
6. Reflections on how culture contributes to and reinforces gender stereotyping.
7. Reflections on gender equity regarding home and occupations.
2.2.14 CHECKLIST OF PERFORMANCE TASKS
i.

Understanding gender, gender roles and relationships
RUBRIC of performance criteria

1.

Very Well Well OK
Done
Done

4.

I discussed the differences between
gender and sex
I listed what I believe to be positive and
negative male/female behaviour
I wrote my reflections on when I knew
my gender
I wrote my reflections on my gender roles

5.

I wrote my reflections on images, emotions,

2.
3.
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Not Ok- Will
redo by …….

perspectives, experiences and hopes regarding
my gender
I understand the importance of early
socialization in changing the perceptions and
attitudes of men and women to each other
I wrote my hopes for gender relations

6.
7.
8.

I wrote my views from the male and from the
female perspective on education and training,
economy, power and decision making, health,
media, and girl child/boy child

9.

I wrote about how my early learning shaped
my adult values and assumptions regarding
masculinity/femininity and gender
I wrote my reflections on how culture
contributes to and reinforces gender
stereotyping

10.

ii.

Sex as an important factor in a relationship

RUBRIC of performance criteria

Very Well Well
Done
Done

OK Not Ok- Will redo
by …….

I wrote my views on what is important in
relationships regardless of gender
iii.

Confronting gender issues at home and in the workplace
RUBRIC of performance criteria

1.
2.
3.
iv.

Very Well Well
Done
Done

OK

Not Ok- Will
redo by …….

I wrote three important things I learned about
addressing sexual harassment in the
workplace
I wrote three important things I learned about
gender discrimination in the home/workplace
I am aware of the resources that are available
to me to deal with gender-based violence
Participation in group activities
RUBRIC of performance criteria

1. I was encouraging and supportive
during role play
2. I gave positive feedback

Very
Done

3. I ensured that I did not blame the
person
4. I delivered the message clearly
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Well Well
Done

OK Not Ok- Will redo by
…….

2.3 UNIT 3 – HUMAN SEXUALITY AND SEXUAL HEALTH
2.3.1 Activity 1 - Reflective discussion
a. Human sexuality as an integral part of the total person, and sexual health as a
barometer for personal happiness
b. Influence of socio-cultural environmental and economic factors as well as
personal beliefs on the expression of sexuality and sexual choices
Distribute pieces of paper to participants. Mark one of the papers very discreetly with a dot.
(This dot helps the facilitator to identify the infected person)
Participants are then asked to acquire as many signatures as possible within one minute.
After the time has elapsed, the facilitator begins,
“How many persons were able to acquire 15 signatures …” (In an attempt to find out who
collected the most as well as the least)
The facilitator then says, “What if I were to tell you that each signature you collected
represents the number of sexual encounters you have had and that one participant among you
was in fact infected with….?”
Participants then go through tracing the number of persons now infected because of the
interactions….. (Trace is done by finding out the persons who signed the infected
individual’s card as well as the cards which were signed by the infected individual.
2.3.2 Activity 2
Undertake a KWLA exercise on what you know of the various types of STDs (sexually
transmitted diseases), the way in which they are transmitted and their possible treatments and
cures.
2.3.3 Activity 3
Tutor conducts discussion session and shares information with participants on:
i. The various methods of contraception available at present.
ii. Methods for protection against HIV / AIDS & other STDs.
iii. Criteria and conditions for optimal reproductive health and ways to reduce
vulnerability.
iv. Concerns regarding having sexual relationships and relevant consequences include abstinence, chastity before marriage, peer-pressure, STDs, pregnancies,
abortion, jealousy & shame.
v. Refer to individual portfolios and development plans, discussion on “How I want
my Ideal Sexual Relationship to be.”
vi. Examine examples of real life cases. Reinforce the importance of human rights
and responsibilities, morality, respect for self & others, tolerance and acceptance
of difference.
2.3.4 Activity 4
Participants can be encouraged to simulate a talk show. Use one or two participants as the
talk show hosts while others can be callers to the programme.
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2.3.5 PORTFOLIO CONTENTS
1. Report on “How I want my ideal sexual relationship to be”
2. The influence of socio-cultural and economic factors on my sexual relationships /
practices
3. Information and reflections on sexual practices, their probable consequences and
useful methods to prevent or reduce undesirable consequences
4. Report on “What changes do I need to make and how do I make those changes?”
2.3.6 CHECKLIST OF PERFORMANCE TASKS
i.

Understanding sexuality and sexual health

RUBRIC of performance criteria
1. I listed 5 things I knew previously
about my sexuality and sex
2. I listed 5 things I learned through this
programme about sex and sexuality
3. I listed at least one misconception that
I had held
4. I wrote at least three lines on the
changes in me because of discussions
and information in this theme
5. I wrote my reflections on the ‘Talk
Show’ Exercise
6. I listed the influence of socio-cultural
and economic factors on my sexual
relationships/practices
ii.

2.
3.
4.
5.
7.

OK

Not Ok- Will
redo by …….

Individual Writing on ‘How I want my Ideal Sexual Relationship
to be’

RUBRIC of performance criteria
1.

Very Well Well
Done
Done

I included my preferred method of
contraception and protection
I included how I intend to deal with
the possibility of STDs
I included how I want my partner to
treat me
I wrote of the levels of romance I want
present in my relationship
I identified what changes I need to
make
I identified/recognized how to make
these changes

Very
Done
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Well Well
Done

OK

Not Ok- Will
redo by …….

2.4 UNIT 4 – CITIZENSHIP AND COMMUNITY
2.4.1 Activity 1 – Exploring the concept of citizenship
Tutor-led discussion with participants on:
What do we consider the characteristics of a good citizen
a) as a citizen of Trinidad and Tobago?
b) as a citizen of the Caribbean region?
c) as a citizen of the world?
2.4.2 Activity 2 - Developing, maintaining or improving a good relationship
Participants
 Make a list of the people most important to them, stating the reasons, and share this in
small group
 Make a list of persons from their community whom they consider good citizens, give
reasons why and share in small group
 Compile for discussion, a list of virtues associated with being a friend
2.4.3
a)
b)
c)
d)

Activity 3 – Civil Rights and Responsibilities
Participants compile for discussion a list of their civil rights and responsibilities.
Tutor invites participants to share their understandings and leads discussion.
Participants learn about the Constitution of Trinidad and Tobago.
Participants obtain a copy of the United Nations Charter of Human Rights – to which
Trinidad and Tobago is a signatory.

2.4.4 Activity 4 - Implications
a) In Trinidad and Tobago, our national anthem states ‘Here every creed and race find an
equal place’. Do we recognize that all have equal rights and responsibilities as citizens of this
country? Discuss.
b) If we start to consider that we all belong to one race – the human race – does this impact
on our attitude and behaviour towards those we may consider ‘other’ by reason of their creed
or race, and if so, how? Would it assist in developing a sense of wholeness and social justice
when we consider that we are all citizens of our country, our region, our world?
c) How would this attitude of oneness impact on the way we conduct our affairs as a
community and in the process of democracy?
2.4.5 Activity 5 – Role Play
In groups, select a topic for role-play to show what good citizens can do for their community:
eg clean-up campaign, helping the elderly/the very young/differently-able persons/persons
with learning challenges, empowering youths towards positive action [Although suggestions
can be made, participants should be encouraged to think for themselves and come up with
their own ideas]
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2.4.6 PORTFOLIO CONTENTS
1. A list of the qualities of good citizenship.
2. A list of people most important to you with reasons why.
3. A list of virtues required in being a good friend.
4. Reflections on what I have learnt about my civil rights and responsibilities as a citizen of
this country and of the world.
5. A list of some ideas for action as a good citizen in which I would like to be involved.
2.4.7 CHECKLIST OF PERFORMANCE TASKS
i.

List the people who are most important to you stating the reasons why

RUBRIC of performance criteria
1.

I listed the people most important to
me
2. I stated the reasons why they are
important to me
3. I listed the people whom I consider to
be good citizens and why
4. I listed qualities shown by a good
citizen
ii.

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

Civil Rights and Responsibilities

RUBRIC of performance criteria
1.

I learnt and thought about my civil rights
and responsibilities
2. I learnt and thought about the Constitution
of Trinidad and Tobago
3. I learnt and thought about the UN Charter
of Human Rights

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

4. I shared my new understanding with others
in my family/community
iii.

Role play showing

RUBRIC of performance criteria
1. I participated in my group presentation
on the actions of a good citizen
2. I listed community action I would like
to be involved in

Very Well Well
Done
Done
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OK Not Ok- Will
redo by …….

2.5 UNIT 5 - LEADERSHIP
2.5.1 Activity 1 – Exploring leadership traits, attitudes and habits
Participants read through and comment on the following:
If people (the younger they are the better) learn the “Seven (7) Habits of Highly Effective
People”, how different their lives might be, and how different our work might be.
(Reference: Stephen R. Covey – “The Leader in Me.”)
Below is a synopsis of the 7 Habits that is worth careful study and serious consideration for
adoption in one’s life’s journey.
Habit 1: Be Proactive
I am a responsible person. I take initiative. I choose my actions, attitudes and moods. I do not
blame others for my wrong actions. I do the right thing without being asked, even when no
one is looking.
Habit 2: Begin with the End in Mind
I plan ahead and set goals. I do things that have meaning and make a difference. I bring value
to my group, contribute to my organisation’s mission and vision, and look for ways to be a
good citizen.
Habit 3: Put First Things First
I spend my time on things that are most important. This means I say no to things I know I
should not do. I set priorities, make a schedule, and follow my plan. I am disciplined and
organized.
Habit 4: Think Win-Win
I balance courage for getting what I want with consideration for what others want. I make
deposits in others’ emotional bank accounts. When conflicts arise, I look for third
alternatives.
Habit 5: First to understand, then to be understood
I listen to other people’s ideas and feelings. I try to see things from their viewpoints. I listen
to others without interrupting. I am confident in voicing my ideas. I look people in the eyes
when talking.
Habit 6: Synergize
I value other people’s strengths and learn from them. I get along well with others, even
people who are different from me. I work well in groups. I seek out other people’s ideas to
solve problems because I know that by teaming with others we can create better solutions
than any one of us alone. I am humble.
Habit 7: Sharpen the Saw
I take care of my body by eating right, exercising and getting sleep. I spend time with family
and friends. I learn in lots of ways and lots of places, not just at school. I take time to find
meaningful ways to help others. I am a volunteer.
Inspiration for this proposal is drawn from Mr. Francis Foo, a very successful principal in
Singapore. He said, “The world is very complicated and changing. The challenges we face
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today are not the same challenges young people will face tomorrow. So we feel the best way
to anchor our students is through teaching timeless principles”.
2.5.2 Activity 2
The ‘Chinese Tangle’ or ‘The Human Knot’ can be used to stimulate the discussion on
leadership.
Participants are asked to stand around in a circle with their arms outstretched. With their right
hands they are asked to take hold of someone’s left hand, and with their left hand a different
person’s right hand. They are then asked to try to untangle themselves to form a circle
without releasing the hands of the persons they held.
(Situational Leaders may emerge)
Adaptation:
For each group have one participant act as the leader. This individual will give the
instructions to the others in a bid to untangle the groups.
The discussions which follow will focus on why they were successful or not, as well as any
observations they made during the activity.
2.5.3 Activity 3
1. Tutor asks participants to name persons they consider to be successful/model leaders
– national and international, historical and present-day. Analyse responses.
2. Participants suggest the traits and characteristics of a model leader.
3. Tutor shares with class some of the “laws” of leadership, e.g. Brian Tracy’s “12 Laws
of Leadership” which include: integrity, courage, realism, power, ambition, optimism,
empathy, resilience, independence, emotional maturity, excellence, foresight.
Participants discuss with more examples.
4. Tutor shares information and description of the four (4) basic leadership styles:
autocratic, bureaucratic, democratic and laissez-faire. Tutor asks participants to give
real-life examples of each of these leadership styles.
5. Groups of participants create an advertisement by an imagined company seeking an
individual to fill a vacant leadership position. Advertised position must also state
leadership traits and qualities considered desirable/mandatory.
2.5.4 Activity 4
1. Tutor shares information on the difference between ‘leadership’ and ‘management’.
2. Participants discuss exemplary leadership – leading by example, empowering others,
succession planning.
3. Participants then begin their in-depth research on the differences and similarities of
‘leaders’ and ‘managers’ in regard to their: traits and characteristics; competitive
strategy/advantage focus; organizational culture/capability; external/internal change;
individual effectiveness style; bottom-line performance/results.
4. Tutor and participants discuss emerging trends, in particular, the move from
‘management’ to ‘leadership’. Some thematic guidelines include attitudes towards:
empowerment; restructuring; teaching; openness; role model; questions and answers.
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2.5.5 Activity 5
1. Participants prepare role play/dramatic presentation to demonstrate responsible and
effective leadership in a named context, where decision-making, problemsolving and other qualities of the leader are needed.
2. Peer assessment based on agreed criteria to determine whether the learning point is
evident and has been well conveyed.
2.5.6 PORTFOLIO CONTENTS
1. Reflections on the characteristics of effective leadership
2. Identification of two leaders in your community, explaining why you chose them.
2.5.7 CHECKLIST FOR PERFORMANCE TASKS
i.

Deeper understanding of leadership
RUBRIC of performance criteria

VeryWell
Done

1. I developed a deeper understanding of and

Well
Done

OK Not Ok- Will
redo by …….

appreciation for leadership
2. I studied the 7 habits of good leadership and
the qualities required

ii.

Creation of an advertisement seeking to fill a vacant leadership position.
RUBRIC of performance criteria

1. I understood the requirements of the

Very
Done

Well Well
Done

OK Not Ok- Will redo
by …….

leadership position

2. I understood the reason for which each
leadership trait was selected
3. I approved of the selection of leadership
qualities requested

iii.

Role play/dramatic presentation to demonstrate responsible and effective leadership
in a named context.
RUBRIC of performance criteria

1. I participated in the preparation for the role-

Very
Done

play
2. I found that the leadership qualities were
clearly demonstrated and were applicable in
the given context
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Well Well
Done

OK Not Ok- Will redo
by …….

iv.

My leader
RUBRIC of performance criteria

1. I named the persons I consider to be
successful/model leaders
2. I gave examples of each type of
leadership style
3. I have considered the leadership style I
prefer to work with

Very Well Well Done OK Not Ok- Will
Done
redo by ……
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3

MODULE 3 - COMMUNICATION

3.1 UNIT 1: COMMUNICATION: PROCESS, FORMS, FACILITATORS &
CHALLENGES
3.1.1 Activity 1
a) Read and discuss the following poem
Communication © By Mollie Henik
I get a little bored sometimes
Of the same 'ol routine
It's the same week after week
But I can't expect change unless I speak
You tell me I'm young
That I still have much to do
And I know this in my heart
So that's where it will start
I must change how I communicate
Need to tell you what's on my mind
And I know it in my mind
But you must repeat yourself every time
I feel silly for acting so childish
Trying to do this for 2 years
I think I have improved
But it's not good enough for you
Understandable though
Who could really argue?
I'm the one with the problem
You'd think I'd be able to solve them
But no, here I struggle
To spit the words out my mouth
It feels like public speaking
So scared, I start weeping
What else is there to try?
I feel lost here on my own
Just gather all my courage
I think you'll love me for it.

b) Listen and discuss song by The Beatles “We can Work It Out”
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3.1.2 Activity 2 -Types of Communication (Verbal and Non-verbal)

a)

Participants seated in a circle. One is given an oral message by the tutor.
This message is passed (in a whisper) from one to the next.
The last one speaks out aloud, the message he/she received.
(Variation: A sensory message drawn on the hand can be sent)

b)

Two participants communicate to the class in mime. The rest of the class tries to
interpret the communication.

c)

Divide participants in pairs, each with a pen and paper. Without speaking,
participants must communicate with each other in writing only, passing notes
between each other.

d)

Tutor discusses the terms verbal and non-verbal communication with participants and
categorizes the above activities into verbal and non-verbal. Add other types of verbal
and non-verbal communications to a list.

3.1.3 Activity 3 - Challenges to Communication
In small groups:
 Participants analyse various distortions in the types of communication from the
above activities (oral, written and body language) and discuss why these
distortions took place.
 Participants identify some of the challenges to communication, with each
participant identifying one challenge he / she might have used in the activity
above: inattention/lack of focus, physical, psychological, emotional control, bias,
prejudice.
 Participants present on the groups’ findings.
 Participants discuss overcoming challenges such as sight and hearing problems –
attitude and effort.
3.1.4 Activity 4 - Facilitators to Effective Communication





Participants discuss what makes any communication effective: clarity of speech,
truthfulness, courtesy, pitched to audience.
Participants analyse the need to evaluate and investigate or research information
to gain a truer understanding of the issues involved.
Participants explore facets of body language that facilitate effective
communication: eye contact, gestures, facial expressions, emotional attitude.
Participants recognize value of literacy and furthering its development for
advancement of individual and community.

3.1.5 Activity 5 - The Process of Communication



Tutor discusses the communication process and develops a flowchart or other
diagram to show the flow and process of communication.
Tutor and participants discuss the purpose and systems of communication.
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Tutor and participants discuss functions of communication- social, developmental,
exchange of information and influential.
Tutor discusses the terms encoding, decoding, messages, meaning, symbols and
context.
Tutor discusses the terms – sender, receiver, feedback, channel, noise.

3.1.6 Activity 6 - Forms of Communication
 Small group discussion on the forms of communication from past to modern times
and the particular use/s of each (can be used as a game for the groups who come up
with the most ancient and the most types but demonstrate that when knowledge is
shared the whole group benefits).
 Small group or individuals create chart showing different forms of communication.
 Group work with tutor giving different scenarios:
o Faulty appliance from furniture store
o Unrequited love
o Confirming purchase of concert tickets
o Sending circular to 30 Association members and material to read before next
meeting
 Group discussion on forms and uses of electronically mediated communicationEMC, and their settings.
Instruction: Given a situation select the most appropriate form of communication and fashion
a message.
3.1.7 Activity 7 - Ethics in Communication




Participants discuss the ethical implications of communication: courtesy, care,
integrity, fairness, harmony, honesty, happiness, respect, discipline, responsibility,
truthfulness, understanding, patience and objectivity.
Participants discuss professionalism in communication, ability to consult on issues,
using constructive criticism, think through & plan.
Group work involving moral dilemmas and thinking through to possible
consequences.

3.1.8 PORTFOLIO CONTENTS
1.
2.
3.
4.
5.
6.

A list of the functions of communication
A list of the contexts in which communication takes place
A list of some facilitators and challenges to communication
A list of some ethical implications of communication and information-sharing
Diagrams and flow charts showing the flow and process of communication
Self-reflection to determine or identify at least one aspect of communication that I
can improve on and work towards achieving.
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3.1.9 CHECKLIST OF PERFORMANCE TASKS
i.

Understanding the Functions, Facilitators & Challenges and Ethics of Communication

RUBRIC of performance criteria

Very Well Well
Done
Done

OK

Not Ok- Will
redo by …...

1. I have prepared a list of the functions of
communication
2. I have prepared a list of at least five
facilitators to communication
3. I have prepared a list of at least five
challenges to communication
4. I have identified at least one challenge that
I use inadvertently when I communicate
5. I have prepared a list of the ethical
implications of communication
6. I have prepared a list of the contexts where
communication takes place
7. I drew a diagram of the flow and processes
of communication
8. I participated in the group activities on
communication
9. I have stated my personal reflection on an
aspect of communication that I can
improve on
ii.

Forms of communication

RUBRIC of performance criteria

Very Well Well
Done
Done

1. I have taken part in the discussion on the
forms of communication from old times to
modern times
2. I have created a diagram to show the
different forms of communication
3. I have taken part in the group work with
the tutor
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OK

Not Ok- Will
redo by …….

3.2 UNIT 2 - DEVELOPING LISTENING SKILLS
3.2.1 Activity 1
1. “LISTEN” to Song by Red Grammer (or other not so well-known song) – check Internet.
Participants have a sheet with the words of the song but with spaces for words missing.
Participants listen to the song three times and write in the words they hear in the blank
spaces.
2.”LISTEN” –
LISTEN
When I ask you to listen to me and you start giving advice, you have not done what I asked.
When I ask you to listen to me and you tell me why I shouldn’t feel that way, you are
trampling my feelings.
When I ask you to listen to me and you feel you have to try and solve my problems, you have
failed me.
Listen! All I ask is for you to listen - not talk or do - just listen. Advice is cheap; 25p will get
Dear Marge and Billy Graham in the same newspaper. I can do that myself; I’m not helpless.
Discouraged and faltering perhaps, but not helpless…
When you do something for me that I can and need to do for myself, you contribute to my
fear and weakness.
When you tell me that you have gone through a similar experience and you have coped and it
will get better, I feel guilty and inadequate because I cannot cope as you did.
But, when you accept, as a simple fact, that I feel what I do feel, no matter how irrational or
trivial, then I can no longer need to convince you of my feelings. I can concentrate on trying
to understand these irrational, trivial feelings that I have.
When that’s clear and the answers start to become obvious to me I do not need advice. The
irrational and trivial feelings start to make sense. When we start to understand them, you can
help, if you will just listen to me.
Perhaps that’s clear why prayer works for some people, because God is mute. He doesn’t
give advice or try to fix things. He just listens and lets you work it out for yourself.
So please listen and just hear me, and if you want to say something, wait a while for your
turn.
Then I will LISTEN!
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3.2.2 Activity 2 - Listening Skills in Different Contexts

Tutor discusses with participants
 Person-to-person, listening for instructions (e.g. supervisor, doctor), listening for
information (broadcasts, lectures, speeches), listening and thinking in group
discussions, listening for key points (note-taking, taking minutes of meetings),
listening for therapy (music, birdsong, etc), listening to assess requirements
(mood of people, needs of community, finding out what others want to do), and
listening attentively to a friend.
 What aids we use to assist in maintaining focus and for recall.
3.2.3 Activity 3 - Preferences

Tutor discusses with participants the ways we like to be listened to when we wish to talk
about matters that interest us.
Brainstorm with participants their likes and dislikes.
Write these on two sides of the board / flip chart – ‘Like’ and ‘Do Not Like’.
Get examples What would satisfy them that they are getting good attention (e.g. eye contact)
 When they were not satisfied about the way they were being listened to (e.g.
turning away; reading a newspaper; walking away; interrupting them with a story)
Tutor draws a diamond on the board ‘How I wish to be listened to’ (see sample below) and
lists the ways suggested by participants (full attention with eye contact and nodding, ‘uh
huh’, but with no interruptions out of curiosity as well as no judgment, advice or comments).
I like to be listened to







Attentively
With no interruptions out of curiosity
With confidentiality
With no judgement
With no advice - so I can use my own
intelligence to choose my actions,
taking their consequences into
consideration
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3.2.4 Activity 4 - Rephrasing

Tutor discusses the rephrasing technique:
The listener picks out key phrases and repeats them for clarity. The listener may also ask for
further details e.g. “Did I hear you say that …?” or “What was your feeling when that
happened?” In either case you are encouraging the speaker to share more information.
3.2.5 Activity 5 – Guidelines for affective listening

When you listen you should not be thinking about what you are going to say when the
other person stops talking. You should not be formulating your response. You should
be concentrating on what is being said, without judgement.
Acceptance does not mean that you have to agree with the content of what is said.
Rather it means that you understand that what the other party is saying reflects his or
her experience and interest.
You should be able to respect what you heard and what you think the speaker was
expressing and feeling while speaking to you.
1.
Participants discuss the no judgement, no advice principle as we all have our
intelligence and can choose after considering the choices and their consequences.
2.
Participants practise in pairs the art of listening. Select topics for which participants
could express their feelings and ideas.
Participants review the process - What went well and what was difficult? Who wanted
3.
to interrupt? Who forgot and gave advice and comments? Who got good affirmations?
3.2.6 REFLECTIONS
Participants write/share verbally
 Reflections on the value of effective listening.
 Reflections on their own practices in listening in various scenarios and efforts to
improve them.
3.2.7 PORTFOLIO CONTENTS
1. Reflections on the value of effective listening.
2. A sequence of how you will teach someone in your home or a friend how to listen
effectively.
3. Self-Report on practising listening out of session times.
4. Self-Report on overcoming one barrier to good listening habits.
5. A list of the ethical responsibilities of the listener.
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3.2.8 CHECKLIST OF PERFORMANCE TASKS
i.

Effective listening skills
RUBRIC of performance criteria

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

1. I understood there are various contexts for
listening
2. I used the various processes to improve
my listening skills
3. I practised listening for information in a
variety of contexts
4. I used the information received from
listening to successfully complete tasks
ii.

Affective listening skills practised in pairs
RUBRIC of performance criteria

Very
Well
Done

1.

The two of us enjoyed equal time

2.

We gave positive eye contact when listening
to the other
I asked questions to be sure I understood

3.
4.

I affirmed using the person’s name and one
or two relevant qualities of the heart

5.

I tried to understand the person’s feelings

6.

I demonstrated care, concern and interest in
the other’s situation

7.

I did not judge or give advice while I
listened

8.

I affirmed without much thought knowing it
would be the right response and appropriate
contradiction
I asked about something that mattered to me

9.

10. I listened with an open mind
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Well
Done

OK Not Ok- Will
redo
by
…….

3.3 UNIT 3 - CREATING AND MAINTAINING HARMONOUS RELATIONSHIPS
3.3.1 Activity 1 – Living in Harmony
1. Identify the benefits of living in harmony.
2. Participants to make a list of people with whom they have harmonious relationships and
analyse why this is so. What qualities do they display?
3. Discuss ways of creating and maintaining harmonious relationships (family, the workplace, between friends, in the neighbourhood/community).
4. Participants discuss in pairs how ‘techniques of listening’ can help in creating and
maintaining harmonious relationships.
5. Participants research, identify and share five quotations which inspire them towards
respectful and harmonious relations.
3.3.2 Activity 2 – Anger Management
1. Discuss in pairs some situations that make you angry.
2. Analyse in pairs the two methods of self-control and anger management
(See next two pages).
3.3.3 Activity 3 - Focus on conflict and resolutions
1. Brainstorm and define what constitutes ‘conflict’.
2. Discuss in pairs examples of conflict guided by own experience.
3. Study and analyse in groups the 8 point process of conflict resolution (placed after the
two methods of anger management).
4. Participants discuss and list steps that can be taken to prevent conflict in order to create
and maintain harmonious relationships in the family, workplace, friendships, and
neighbourhood/communities.
3.3.4 Activity 4 – Developing a Personal Plan
Participants develop an individual personal development plan for anger management and
conflict resolution for any real situation in his/her own life, or another known to him/her,
using the processes described above.
3.3.5 Activity 5 – Role Plays
1. In groups, participants develop role plays to highlight resolution of conflict in
 ־family
 ־workplace
 ־friendships
 ־neighbourhood or community
2. Group reflects on the role play. Suggestions are elicited: for alternate solutions, ideas for
behaviour, appropriateness of ideas presented.
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RESOURCE PAGE
STEPS IN MANAGING ANGER - METHOD 1
STEP 1:
Firstly recognize that anger is a valid emotion to alert you to something that may need
changing (within yourself or externally), but that harm that can be caused by unbridled anger
that is not channelled into positive action.
Relax by using deep, natural breathing and muscle relaxation.
- Take deep breaths and silently repeat the word “relax” until you are able to calm
down.
- Do not say or do anything until you are able to calm down. Say a prayer.
- Avoid words or actions in the “heat” of the moment.
STEP 2:
Recognise what arouses or provokes your anger:
- Is it a situation, an event, a person?
- Is it real or imagined? – Is it worth making a fuss about?
- Am I simply tired and less resilient to challenges?
- Is it a control issue? / Am I frustrated that someone is not performing to my ideal?
STEP 3:
Use a rational approach to “rethink”, reframe, and reason in your mind what is going on and
why you are angry.
- Is this a trigger event bringing up old unresolved anger or resentment in me?
- How can what is happening provoke my anger which may be a product of my past?
- What is really getting me angry?
- Maybe this person is having a bad day / needs more of my understanding.
- How am I feeling about this?
- What needs to be changed here?
- What alternatives can I use to get the best results in handling this situation?
- What are the consequences of each of my alternatives?
STEP 4:
Once you have a clearer idea of what is going on, take steps to change the situation that is
provoking the anger.
 ־Recognise that you are responsible for understanding and transforming your feelings,
attitudes and behaviours, and that as you transform yourself you will affect those
around you.
- Clarify your feelings about the situation.
- Identify issues needing clarity.
- If appropriate, relate to the person or the authority how and why what is happening
now is triggering your feelings.
- Identify any unresolved anger, resentment, hostility, or depression and try to find
positive solutions.
- Inject some humour, into the situation and think of something positive to defuse the
anger or hostility.
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RESOURCE PAGE
STEPS IN MANAGING ANGER - METHOD 2
STEP 1:
Recognize and accept the goal of living in harmony for a peaceful, noble and productive
family, community, workplace and society that is progressing along the paths of human
endeavour. Understand that this implies that dissension and strife, contention, estrangement
and apathy will work negatively on this goal; and that each of us should consciously flee
them and concern ourselves with bringing hearts and minds together.
STEP 2:
Recognize that no-one is perfect and we will always allow ourselves to become unhappy or
frustrated if we look at the imperfections of others. This implies we should treat others with
forgiveness and kindness, and overlook their little faults, just as we would like them to treat
us. Yet at the same time look for rational and educative / empowering solutions to problems
that arise.
STEP 3:
Recognize that a focus on love and unity generates the socio-emotional environment that is
conducive to harmony, strong supportive relationships and progress, but fault-finding and
bad-talking others undermine this goal. This implies that we should be conscious of the
habits we have created and that we may need to reflect on and modify habits or create new
habits, and that this always requires effort. It also implies that we should not listen to others
who wish to bad-talk, or wish for the abasement of anyone.
STEP 4:
Recognize that we all have the ability to make a mind-switch when we feel our mind turning
towards negative modes. So, when a thought of war or hatred comes, we can oppose it with
stronger thoughts of peace and friendship. The more we practise this the easier it becomes.
STEP 5:
If your passions appear to be taking control over you and you are entering into heated
argument or a deeper feeling of conflict, recall an inspiring quotation on mankind’s inherent
nobility and purpose and recognize the value of envisioning someone you deeply admire and
respect standing right next to you, and how you would feel ashamed to behave that way in
such company. (Images may relate to respected family members, a respected person in the
community, a teacher, a revered religious person/angel)
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RESOURCE PAGE
EIGHT STEPS IN CONFLICT RESOLUTION
STEP 1:
Create an effective atmosphere
- Creating an effective atmosphere is a very important step in the conflict resolution
process. It is more likely for mutual agreements to be reached when atmosphere is
given careful consideration. When thinking about atmosphere, remember these ideas:
personal preparation, timing, location, respect for all persons, opening statements.
STEP 2:
Clarify perceptions. Clarify individual perceptions involved in the conflict.
- Sort the parts of the conflict; ask what it is about.
- Avoid ghost conflicts- get to the heart of the matter and avoid side issues.
- Clarify what, if any, values are involved.
- Recognise that the persons involved need each other to be most effective.
Additionally, clarify your perceptions of the other person.
- Avoid stereotyping.
- Listen carefully.
- Recognise the other’s needs and values.
- Empathise- ask why he/she feels the way he/she does.
- Clear up misconceptions you may have.
STEP 3:
Focus on individual and shared needs.
- Expand on shared needs. Realise that you need one another in order to successfully
resolve conflicts. Be concerned about meeting others’ needs as well as your own.
When you take the time to look, you will recognise that individuals often share needs
in common.
STEP 4:
Build shared positive power.
- Power is made up of people’s outlooks, ideas, convictions, and actions. A positive
view of power enables people to be most effective. A negative outlook on power
proves disempowering.
- Instead of “power over” it encourages “power with”. Positive power promotes
building together and strengthening partnership. This can encourage each other to use
shared positive power.
STEP 5:
Look to the future, and then learn from the past.
- Do not dwell on negative past conflicts, or you won’t be able to deal positively in the
present or the future. Try to understand what happened in the past, and avoid
repeating the same mistakes over. Don’t get stuck in a rut; learn from past conflicts
and be forgiving. Let others know “I’m not mad at you. I’m mad at what you did.”
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STEP 6:
Generate options.
- Beware of preconceived answers
- Look for common threads. Make sure options are workable for all persons involved
- Set aside disagreements and focus on options that seem most workable
- Avoid spin-off conflicts by bypassing options that won’t work for all involved
In generating options:
- Ask first for the conflict partner’s option- listen and learn.
- Identify key options
- When looking at options, don’t let past experiences cloud present perceptions and
decisions
STEP 7:
Develop “do-ables”- stepping stones to action.
Do-ables are:
- Specific actions
- The ideas that have the best chance of success
- Steps that never promote unfair advantage for any side
- Founded on shared input and information from all persons involved
- Trust builders - they add confidence in working together
- Actions that meet shared needs
STEP 8:
Make mutual benefit agreements.
- Mutual benefit agreements should give you lasting solutions to specific conflicts
- Instead of demands, focus on developing agreements and finding shared goals and
needs
- Build on “do-able” things by working on the smaller stepping-stone solutions
- Pay attention to the needs of the other person in addition to your own interests
- Recognise the “givens”- basic things that cannot be altered or compromised
- Clarify exactly what is expected of you in the agreement- your individual
responsibilities
3.3.6 PORTFOLIO CONTENTS
1. A list of people with whom the participants have good relationships and why.
2. A list of techniques participants consider useful in creating and maintaining harmonious
relationships.
3. Reflections on the role play.
4. Reflections on the people who are important in your life. Who among them is a good
mediator or bridge builder when it comes to relationships?
5. What have you learnt from this person that helps you in building and repairing
relationships?
6. Five quotations which inspire you towards respectful and harmonious relationships.
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3.3.7 CHECKLIST FOR PERFORMANCE TASKS

i.

Reflections on creating and maintaining harmonious relationships
RUBRIC of performance criteria

1. I have written down why creating and
maintaining harmony is important for
both happiness and advancement
2. I have written in my journal some
behaviours I need to improve in myself
3. I have used the anger management
techniques learnt
4. I have demonstrated the conflict
resolution steps effectively in role play
5. I have utilized the conflict resolution
steps when faced with difficulties
6. I have identified and shared five
quotations which inspire me towards
harmonious and respectful relationships
ii.

OK Not Ok- Will
redo by …….

A list of people with whom they have harmonious relationships and analyse why this
is so, listing the moral values that come into play.
RUBRIC of performance criteria

1. I made a list of people with whom I
have harmonious relationships
2. I listed the moral values/virtues that
assisted in these relationships
iii.

Very Well Well
Done
Done

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

Reflections on the methods of managing anger and resolving conflict
RUBRIC of performance criteria

1. I understood the steps presented in managing
anger and conflict resolution
2. I discussed my personal methods of
managing anger and conflict resolution
3. In role play, I demonstrated at least one way
in which conflict could be resolved
4. I have practised the two methods of anger
management
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Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

3.4

UNIT 4 - EFFECTIVE SPOKEN AND WRITTEN COMMUNICATION
SKILLS
ORAL PRESENTATIONS
3.4.1 Activity 1
1. Tutor discusses with participants guidelines for effective oral presentation to assist them to
communicate effectively in personal and work-related matters:
 Use of eye contact, good posture, gestures, voice projection, and appropriateness of
speech
 Share tips on how to effectively prepare oral presentation for an audience (audience
analysis and methods)
 Participants brainstorm what problems may hinder a presenter from being effective.
 Analyse with participants some examples of oral presentation
2. Participants role-play in pairs and/or groups situations that show effective oral
communication.
3.4.2 Activity 2 - PREPARATION OF A FORMAL ORAL PRESENTATION
1. Define the task: your goal. Decide on the parameters of your presentation:
 What is your aim?
 What do you want to inform the audience about?
 What do you want to convince the audience about?
2. Preparation and Research
 What facts / opinions do you need to research?
 What sources / resources do you have?
 What time-frame do you have to prepare?
3. Demonstrate mastery of your information/topic.
a. Is there a logical sequence to the content, your thoughts, that leads the audience to
a clearly defined goal?
 Are sources cited?
 Are you using the anagram FACES (Facts, Cause, Effects, Solution) to
assist you? Are you using a historical perspective? - A time sequence, or
a before - during - after sequence?
 Do you show relevance of information, of all your research, by
remembering to refer to the topic as you conclude each major point?
b. Support each main idea or issue with evidence: examples, illustrations, personal
experiences (where relevant), statistics- from your research and experience.
Creative use of the material will build your presentation. Show informationseeking strategies and state where the information was found.
c. The development and organization of your presentation should flow to a logical
conclusion- your goal. End by summarizing the main points, and
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recommendations and solutions (where applicable) and also by encouraging the
listener to follow your best idea for future action.
3.4.3 Activity 3 – REFINING LANGUAGE
a. Work with words. Find words that say exactly what you want to convey.
b. Avoid common mistakes in word use. Use Standard English at all times except when you
are using an expression from the Trinidad and Tobago vernacular for special emphasis.
c. Let clarity of expression and courtesy be your guide. Effective choice of vocabulary will
be of major assistance.
d. Vocal variety is important - loud and soft, quick and slow. Use your voice well.
e. Pay attention to intonation.
Participants make a booklet of words they like and hints on use that may be useful in future
presentations.
3.4.4 Activity 4 - DELIVERY OF PRESENTATION & COMMUNICATION
1. Participants role-play, in pairs, an entrance and introduction to an oral presentation
a. Avoid any apologetic statement at the opening of your presentation - even if you
were asked to speak at the last minute. Do not mention this.
b. Make appropriate use of body language.
c. Be in control of the situation. Your body language should show poise.
d. Get the attention of the audience and hold their attention.
e. Use voice effectively: enunciate clearly and be creative in your manipulation of
sounds as you seek to convey your points to the audience.
f. Maintain eye contact with the audience.
g. When you ask questions, elicit responses.
h. Use a logical foundation for agreement: present facts, support facts and establish
credibility.
i. Have a sound conclusion: summary of key points, punch-line.
2. Participants brainstorm what they consider to be the main characteristics of effective oral
communication to form a checklist. Tutors should ensure that these areas are included:
 dress and appearance
 posture and movement
 being your natural self
 gestures and smiles
 eye contact
 voice and vocal variety
 words and non-words (pauses for effect / to allow penetration of idea)
 listener involvement
 context and formatting of presentation
Participants will use the above checklist in evaluating oral presentations prepared.
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3.4.5 Activity 5 - ASSESSING ORAL PRESENTATION






Participants must agree to the checklist they will use to assess/evaluate one another.
Participants give a 3-10 minute presentation.
After each presentation, participants give marks of 1-5 for each category on the
checklist.
After all presentations the group analyses effectiveness based on the agreed-upon
criteria: coverage, language, presentation/delivery and communication.
Participants write their reflections on their preparation and oral presentation
experience, and include in Portfolio with a copy of their presentation.

WRITTEN COMMUNICATION / TEXT
3.4.6 Activity 6 – Review and Analysis
i.

Participants analyse models of a variety of texts for format, logical organization of ideas,
clarity, conciseness, precision and appropriateness.
 Tutor should discuss with participants various types of written communication/text
(reports, letters, minutes, notices, memoranda, faxes, e-mail) required in the
workplace.
 Tutor uses models of text indicated above for analysis and discussion of purpose,
format, clear and logical organization of ideas.
 Participants analyze written text in pairs and /or groups for purpose of text, format,
clear and logical organization of ideas.
 Participants produce work-related texts (letters, reports, memoranda, faxes, minutes,
notices, e-mail messages). This can be done individually, in pairs or in groups.
3.4.7 Activity 7 – Assessing and evaluating text
Participants must agree to the checklist they will use to assess/evaluate one another’s written
communications:
 Is the purpose of the writing clear?
 Does it make a clear point?
 Is the point well supported?
 Are the relationships between the ideas clear and logical?
 Does the writing contain bias of any kind?
 Is the language appropriate?
 Is the vocabulary specific?
 Is the writing free of mechanical, grammatical and spelling errors?
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3.4.8 PORTFOLIO CONTENTS







Oral presentation - A copy of the presentation, preparation notes, and summary notes
for glancing at during the presentation
Reflections on the process and delivery
Observations made as a team member during the group process of evaluation
A report of a work-related incident
A letter on a work-related matter
A letter of commendation to an employee who has never been late for the year.

3.4.9 CHECKLIST OF PERFORMANCE TASKS
i.

1.
2.
3.
4.
5.
6.

7.

Oral Presentation to Class
Rubric of Performance
Criteria

I prepared my presentation well
with relevant information and
choice of words
I presented myself with good
effect
I maintained eye contact with the
audience
I shared at least three points about
the topic in a logical fashion
I spoke clearly and for the given
time
I projected my voice and spoke in
Standard English except when I
intended to speak in the
vernacular
I gave a well-defined conclusion

Very well Well
done
done
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OK

Not OK-Will
redo by…….

ii.

1

Written Communication/Text
Rubric of Performance
Criteria

I was clear about the purpose of
the writing
2 I presented my points clearly and
logically
3 I supported my points with
relevant data
4 I supported my points with factual
data
5 I did not express bias in my
writing
6 I used the correct format for my
text
7 I
wrote in Standard English
except for where I decided to use
the vernacular for emphasis
8 I used appropriate, specific
vocabulary
9 I used the grammar and
mechanics of Standard English
10 I used correct spelling

Very well Well
done
done
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OK

Not OK-Will
redo by…….

MODULE 4
EMPLOYMENT AND FINANCIAL MANAGEMENT SKILLS
4.1

UNIT 1: ETHICS IN THE WORKPLACE

4.1.1 Activity 1 – Exploring concepts and ideas
a) Participants discuss together and then individually create two lists - of behaviour
and attitudes that would be considered acceptable and unacceptable in the workplace.
b) Participants discuss the terms ‘ethics’ and ‘morals’ and their role in the workplace.
c) Participants prepare a code of ethics for the workplace.
4.1.2 Activity 2 - Improvisation/Role Play






Tutor presents one or two scenarios in the workplace.
Participants give their own views on how the situation may have evolved and how
employees should / could have interacted with each other for a better outcome.
Participants discuss the movement from unethical to ethical behaviour; and
maintaining ethical behaviour despite pressure to the contrary.
Tutor leads discussions to analyse some causes and effects of unethical behaviour.
In groups, participants select, prepare and present a workplace scenario involving
unethical behaviour, its consequences and possible resolution for better outcomes.

4.1.3 Activity 3 – Employer-Employee relations
a) Participants share their ideas on the qualities they would like to find in an
employer.
b) Participants discuss ethical ways of addressing matters with their employer which
they are unhappy about or if they have suggestions for improvements.
c) Participants reflect on their own attitude towards, and expectations of: work,
employers, employees and the workplace.
d) Participants review the ‘Code of Ethics’ and procedures for addressing change
from two institutions/organisations.
4.1.4 PORTFOLIO CONTENT







List of examples of ethical and unethical behaviour in the workplace.
List your approved Code of Ethics.
Reflections on role play on a work place scenario involving unethical behaviour and
providing possible solutions.
Notes on ideal qualities to be found in an employer.
Notes on ethical methods to address wrongs or improve standards in the workplace.
Reflections on personal attitude towards and expectations of work, employers,
employees and the workplace.
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4.1.5 CHECKLISTS OF PERFORMANCE TASKS
i.

Discussions
RUBRIC of performance criteria

1. I made a contribution to the general
discussions at least once
2. I more clearly understand the concepts of
ethics and morals in the workplace
ii.

a. I created a list of at least five items in
column format describing from my
perspective, types of ethical behaviour
that may be found in the workplace
b. I created a list of at least five items in
column format describing from my
perspective, types of unethical behaviour
that may be found in the workplace

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

Very Well Well
Done
Done

OK

Role play
RUBRIC of performance criteria

a. I was able to demonstrate forms of
unethical and ethical behaviour in the
workplace
b. I demonstrated ways of addressing and
resolving instances of unethical behaviour
in the workplace
c. I assisted in analysis of causes and effects
of unethical workplace behaviour
iv.

OK Not Ok- Will
redo by …….

List of ethical/unethical behaviours
RUBRIC of performance criteria

iii.

Very Well Well
Done
Done

Reflection on group presentation
RUBRIC of performance criteria

a. I have established the difference between
ethical and unethical behaviour
b. I have identified some ways of addressing
unethical behaviour
c. I have understood the value of a “code of
ethics” in organizations/workplaces
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Not Ok- Will
redo by ……

v.

Writing own Code of Ethics with regulations on the process of resolving complaints
RUBRIC of performance criteria

1. I read and understood at least two codes
of ethics that apply in different
organizations/workplaces
2. I have worked out a process from
complaint to resolution to make positive
change
3. I have written my own Code of Ethics
and process for improving situations,
that I believe is an improvement on the
ones I read
vi.

Very Well Well
Done
Done

OK

Not Ok- Will
redo by …..

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

Summary of what was covered

1. RUBRIC of performance criteria
2. My summary was succinct and to the
point
3. My summary contained all the major
points that were covered during the
study of ethics in the workplace
4. I listed ways I can make a positive
contribution to my workplace
5. I listed ways of serving others in spite of
some negatives in the work environment
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4.2 UNIT 2: FINDING EMPLOYMENT
4.2.1 Activity 1 – Self-Reflection
Participants should engage in self-reflection exercises in order to determine their own
interests, aptitudes, values, skills and talent.
Questions to reflect on may include:
o What type of job do my qualifications and experience most effectively match?
o What type of job setting do I prefer? What type of industry? Government or
private enterprise? How big an establishment?
o What are the activities I prefer doing? Selling, talking, construction, farming,
electrical/plumbing, computer work, administration, teaching, research?
o What working hours would I prefer?
o Do I prefer a job that requires travelling?
o What salary range would I expect - given my qualifications and experience?
o What benefits am I looking for - flexible hours, health benefits, profit sharing,
vacation leave allowances?
4.2.2 Activity 2 - Researching the job market
Participants research newspaper, friends and family, and other sources, to find out where
vacancies exist, and compare and contrast different job descriptions.
4.2.3 Activity 3 - Changing employment landscapes
Participants discuss changes in the employment landscape - contract work, flexitime, multitasking, multi-skills, job equity, role and impact of worker groups including trade unions,
men and women in non-traditional occupations.
4.2.4 Activity 4 – Valuing Research
Participants research a particular company where they would like to work which has jobs
they are considering. This could include interviewing key persons and reflecting on what was
seen during visits to the company premises/plant. (See interview guidelines below)
4.2.5 Application Letter
Tutors take participants through the process of writing an effective application cover letter
(particular type of business letter with its particular ‘aim, helpful information and polite
ending’). – Application forms and sample letters using different styles should be provided.
4.2.6 Resumé


Facilitator demonstrates the steps in developing a resumé. Participants may work in
pairs or small groups. Various resources are available with different formats –
published texts and the Internet.
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Differentiate between a resumé and the longer curriculum vitae (CV) explaining
when each is used and showing samples of each.
Stress their use as a tool for marketing self.

4.2.7 Preparation for the Interview
a) Consider the job requirements, your matching qualifications and experience and what
you can bring to the position.
b) Discuss the aims of the job interview from the point of view of o the interviewer
o the interviewee
Based on these aims, discuss the roles played by each in the interview process.
The entire interview process should also be discussed. Guide participants to see the
interview as a formal ‘conversation’.
If possible, view clips of interviews to identify the various behaviours displayed, or
reflect on these after role play.
c) Provide participants with a list of frequently asked questions as well as lists of more
difficult interview questions with which to practise. (There are several examples
available on the Internet.) Attention should be drawn to the ways in which questions
are phrased to elicit different types of information about the interviewee – e.g.
suitability for the job, attitude, appropriate qualifications and experience, as well as
aptitude: ability to work with a team, to work under pressure and tight deadlines, to
get along with others and not be moody and judgemental. Role playing exercises
may then be conducted for participants to practise the different roles.
d) Discuss in detail all aspects of preparing for the interview:
o Researching information about the company
o Researching information about the job itself
o Aptitude test
o Appropriate dress (pictures, collages , video clips may be useful here)
o Appropriate behaviour
o Questions that the interviewer might ask
o Questions that the interviewee should ask at the interview, e.g. questions about
salary, prospects for promotion.
4.2.8 Activity 8 - Mock interviews
Have the participants actually apply for a job – preparing cover letter, resumé etc. and
go through the entire interview process, appropriately dressed. Debrief after the
activity.
SUGGESTED INTERVIEW QUESTIONS

1) Tell me about yourself? (Try to hold your response to two minutes)
2) What do you know about our company?
3) What skills, qualifications and experience will you be bringing if you are selected
for the position?
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4) Why do you want this job? How does this assignment fit into your overall career
plan?
5) How would your colleagues describe you?
6) What were the five most significant accomplishments in your last assignment?
7) Can you work well under deadlines or pressure?
8) Describe a situation at work where you found a solution. Describe a situation at
work where you handled an aggressive person.
9) What special interests do you have? Are you involved in any community
group/volunteer organization?
10) Do you have your letters of recommendation with you?
11) How much do you expect if we offer you this position?
12) Would you like to ask a question?
QUESTIONS YOU CAN ASK THE INTERVIEWER

1) What are some of the objectives you would like to see accomplished in this job?
2) What are some of the long term objectives you would like to see completed?
3) How is one evaluated in this position and what possibilities are there for promotion?
These questions are presented only as interviewing guidelines. They are meant to help you
prepare for the interview. Some questions may or may not be appropriate for your
interviewing situation.
4.2.9 Activity 9 - Experiential Learning: Playing several roles at the Interview
Participants are told the day before to dress the part to play an interviewer or interviewee,
and to have ready their application letters and curriculum vitae.
The monitor makes a comment after every interview e.g. ‘No question was asked about X
topic’; or ‘The panel seemed hostile when they made X, Y and Z statement.’ The
communication style was that of a parent/ adult/child.

The participants are grouped around tables. Each one of the group rotates the parts of
interviewer, interviewee, secretary and monitor. Depending on the size of the group,
the interview panel can be more than three persons.

Each person plays each part as the parts rotate around the table. When the last person
has been interviewed, the role play is over and the group discusses and reflects on
what they have learnt in a mock job interview.
4.2.10 Activity 10 – Self Reflections
If I were an employer would I employ someone like myself (given my attitude, skills and
experience)? If so, under what arrangements/circumstances?
4.2.11 PORTFOLIO CONTENTS
1.
2.
3.
4.
5.

An application letter/completed application form
A resumé
Drawings/pictures of appropriate and inappropriate attire
Reflections on the mock job interviews
Report on research on a selected company.
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4.2.12 CHECKLIST OF PERFORMANCE TASKS
i.

Writing an application letter

RUBRIC of performance criteria

Very Well Well
Done
Done

1. My application letter was customised
2. Details were relevant to the
job/position
3. I highlighted my major relevant
qualifications and experience
4. I referred to my resumé
ii.

Resumé

RUBRIC of performance criteria
1. I chose the appropriate format for my
resumé
2. I
highlighted
all
my
relevant
qualifications
3. I included my referees, place of
employment and contact information
iii.

OK Not Ok- Will
redo by …….

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

Researching companies, jobs

RUBRIC of performance criteria
1. I researched the background of the
company
2. I researched the requirements of the job

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

3. I considered what possible questions
could be asked in the interview
iv.

The mock interview

RUBRIC of performance criteria

Very Well Well
Done
Done

I was articulate during the interview
I emphasized my skills and related them to
the requirements of the position
I asked the interviewer pertinent questions
relating to the job
I dressed appropriately for the interview
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OK Not Ok- Will
redo by …….

4.3 UNIT 3: ENTREPRENEURSHIP
INDUCTION / STIMULUS:
RICHES GALORE
OR HAND TO MOUTH IN ANOTHER’S COMPANY?
SAFE, BUT JUST MANAGING!
OH THE RISK AND THE ENERGY
OF BEING ON MY OWN!
MY OWN COMPANY. DARE I?

4.3.1 Activity 1 - The Entrepreneur
a) Participants complete the “Entrepreneurship Self-Test”.
b) Tutor assigns participants the task of:
(i) Analysing the qualities required to be a successful entrepreneur
(ii) Identifying a possible entrepreneur from the group
c) Participants research a company that failed and identify some reasons for its failure.
4.3.2 Activity 2 – Funding
a) Outline a possible business venture
b) Itemize all requirements and their costs to establish and maintain this business. Include:
cost of venue, payment of employees, equipment, marketing and materials. What is the unit
price of your product or services considering that a profit is to be made in order to cover all
your expenses?
c) Make a list of possible sources of funding and evaluate the advantages and disadvantages
of each. (NEDCO, ADB, banks, credit unions and venture capital)
4.3.3 Activity 3 - The Business Plan
a) Participants conduct market research using a market questionnaire for a small group of
potential customers.
b) Participants discuss finding the ‘niche market’
c) Participants develop a business slogan and advertisement for their business. (Participants
can list some business slogans that they are familiar with and then develop one of their own)
d) Participants:
i) Review a business plan and discuss its parts or
ii) Discuss the elements of a business plan and develop one for a business of their
choice (individual or group)
Parts of a business plan include: executive summary, business ID, project description, results,
activities, market strategy, promotional mix, manpower planning, financial projection
inclusive of expenses/revenue, appendices/ attachments.
4.3.4 Activity 4 - Ethics in business




Participants discuss ethical business practices that have impressed them
Participants discuss unethical business practices that are a turn off to them
Participants discuss why it is important to practise ethics in business?
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4.3.5 PORTFOLIO CONTENTS
1. A business plan outline – the plan must state the core values that will guide your
operation.
2. List of well-known slogans
3. Analysis of a business plan
4. An advertisement to advertise your business
5. A list of ethical practices that will support the growth of your business
4.3.6 CHECKLIST OF PERFORMANCE TASKS
i. Reflections on Entrepreneurship
RUBRIC of performance criteria

1. I have made a list of the qualities of a
successful entrepreneur that I would follow
2. I have written my reflections on the qualities
of an entrepreneur and on my considering to
become an entrepreneur
3. I have demonstrated understanding of a
business plan by beginning to use one for my
business idea

Very Well Well
Done
Done

OK Not Ok- Will
redo by ……

ii. Planning a business from outline idea to inception
RUBRIC of performance criteria

1. I have considered the practicality of my business
plan
2. I have completed my plans for developing my
product, and my niche market
3. I have developed the outline of my business plan
and considered funding, venue, materials,
equipment, transport, and human resource
requirements
4. I have listed the ethical practices which will
support success in my business
5. I have completed a slogan, and market promotion
plan for my company
6. I have analysed the needs of my business plan,
made short and medium term goals, and allowed
for periodic review
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Very
Well
Done

Well
Done

OK Not
OkWill redo
by …….

4.4 UNIT 4: PUBLIC RELATIONS
4.4.1 Activity 1 - Class Survey/Discussion
1. Participants share information about the institution or programme they are part of. Tutor
notes, draws to the attention of the group, pertinent information shared by the participants.
2. Participants discuss the following:
 As an employer what would you expect from your employee?
 As an employee what are some of the behaviours/treatments that:
o you would like
o you would not like
4.4.2 Activity 2 - Role Play on employee attitudes & behaviour
Establish the role of an employee as an ambassador for his company. List at least five (5)
identified behaviour patterns agreed upon from survey findings. Engage in the following role
plays:
 Two participants, one an irate customer and the other an employee with a negative
attitude
 Two participants, one an irate customer and the other an employee with a positive
attitude
Compare and analyse the responses of both activities.
4.4.3 Activity 3
Participants prepare and conduct a survey of opinions of participant community about their
impressions of one another and of the workplace.
4.4.4 Activity 4 – Role Play
Tutor sets a scenario in the workplace. Group determines process and acts out the
investigation of the issue, negotiation and the finding of solutions.
4.4.5 Activity 5
Debate - Suggestions
Topic1- “An employee should do whatever is necessary to keep his or her job”
Topic 2 - “I have the right to please myself at work: after all, they need my skills.”
4.4.6 Activity 6 – Reflection
Participants discuss and take notes on the following:
a) How does customer service impact on Public Relations?
b) How does the morale of employees impact on attitude and service provided to the
public?
c) How does advertisement messaging impact on Public Relations?
d) How does quality of product or services impact on Public Relations?
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4.4.7 PORTFOLIO CONTENTS








Findings of class survey (behaviour that promotes good public relations).
Self-reflections on image projected to public
Reflections on role-play
Notes on debate
Reflections on what you can / could do to enhance the image of your company.
List of the characteristics of the ideal employer
List of the characteristics of an ideal employee (This is the type of employee you
would like to hire in your own establishment).

4.4.8 CHECKLIST OF PERFORMANCE TASKS
i.

Reflections on Role Play
RUBRIC of performance criteria

1.

I/We chose a topic or theme that had a number of
relevant concepts
2. I/We selected a scenario that involves a
compelling issue
3. I/We decided upon a key question about the
concept/issue selected
4. I/We listed possible viewpoints that might be
adopted
5. I/We selected roles for the participants as well as
the tutor.
6. I/We decided how I/we will enter each role and
how the action would take place
7. I/We inserted some type of tension into the role
play
8. I/We discussed possible ways the issue may be
resolved, and came up with a solution
9. I/We kept within the required time frame
10. I observed the role play attentively
11. I shared (responded and discussed) in group
discussion following the role play
ii.

2.
2.
3.

OK Not Ok- Will
Redo By…..

Reflection from the role play

RUBRIC of performance criteria
1.

Very Well Well
Done
Done

I can effectively help solve problems of employee
interaction with good listening skills
I better understand the value of providing good
service, fostering teamwork between employees,
and good customer relations
I listed the behaviours I expect from an employee
I listed the behaviours I expect from an employer
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Very
Done

Well Well
Done

OK Not Ok- Will
redo by …….

4.5

UNIT 5: MONEY MANAGEMENT

INDUCTION / STIMULUS:

Participants to share and list idioms and proverbs related to money
Examples:
The love of money is the root of all evil.
Money is the answer to all things.
Those who say money can’t buy happiness don’t know where to shop.
Songs – “More Money, Plenty Money”, “Money Makes the World go round.”
4.5.1 Activity 1 - Tracking your spending
Participants track their spending. The first aspect of money management is to know how you
are currently spending your money. Make a comprehensive list of all that you have spent
your money on for the past month. List your income. If your income is more than your
expenditure, state what you did with the excess. If your expenditure was more than your
income, state where you got the excess. During the coming week make a list of everything
you spent your money on. List ways money is saved and wasted.
4.5.2 Activity 2 - Comparative shopping
Discuss the term comparative shopping. Understand the various factors such as transport,
time, safety, convenience and quality of products.
Make a list of items and their weights (and or amounts). Participants work the unit cost of
each item to decide which is cheaper e.g. 5 oranges for $15, 6 apples for $17 and 2 oranges
for $5. In groups, make a weekly shopping basket and compare prices.
Look at the advantages of buying local.
4.5.3 Activity 3 – Budgeting
In groups participants make a budget for a 2 member family with $1500. $3000, $5000, and
$7000. Participants explore the suggested percentage values for Housing (30%),
Transportation (10%), Food (10%), Debt (8%), Savings (12%), Recreation (10%), and Other
(15%). Participants work the percentages. Discuss the term ‘debt servicing ratio’.
Participants present their group family budget showing how the percentages were worked.
Participants make their personal budget.
4.5.4 Activity 4 - Ceiling on desires
Participants explore the benefits of contentment and prudent purchasing, discuss the
differences between wants and needs and the effect of advertisements on impulse buying.
4.5.5 Activity 5 - Budgeting
Tutor leads discussion on categories in a household budget and provides an example (see
below). Participants complete their own personal budget.
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Personal Household Budget

Income
Net pay
Second Job- Net Pay
Investments
Interest
Other
Total Income
Routine (or Fixed) Expenses
Cable TV
Car payments/transportation
Child care
Credit card payments
Insurance (health, life and property)
Internet Service Provider
Rent or mortgage
Student Loans
Taxes
Telephone
Utilities
Other
Total routine expenses

Date:
Monthly Amount Annualised

Percent

$0

100.00%

Monthly Amount Annualised

Percent

$0

100.00%

Variable Expenses
Monthly Amount Annualised
Babysitting
Food
Transportation (incl. Gas, maintenance, parking, &
taxis)
Vacation
Clothing (Purchases, Dry Cleaning)
Education
Entertainment
Gifts (Birthdays, Holidays, Weddings)
Hair care, body care (hair cuts, manicures, tanning)
Medication, Medical Visits, Glasses/Contacts
Savings
Other
Total variable expenses
$0

Percent

Total monthly fixed and variable expenses
Difference between monthly income and expenses: surplus/ (deficit)

$0
$0
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100.00%

4.5.6 PORTFOLIO CONTENTS

1.
2.
3.
4.

Representation of comparative shopping
Participant’s monthly budget
List of ways participants waste and save money each month.
The costing of a balanced diet for a week

4.5.7 CHECKLIST OF PERFORMANCE TASKS
i.

Personal monthly budget
RUBRIC of performance criteria

1. I have written my reflections on my
values and issues related to money and
on why I need a budget
2. I have stated in my monthly budget
what I want to spend on food
3. I have stated in my monthly budget my
house/rent expenses
4. I have stated in my monthly budget my
transportation expenses
5. I have stated in my monthly budget my
other expenditure: recreation and
vacation
6. I have included in my monthly budget,
savings
ii.

Very Well Well
Done
done

Adequately Not Ok- Will
done
redo by…

Tracking spending
RUBRIC of performance criteria

1. I have begun to track in writing how I
currently spend my money: beginning with
the last two days
2. I have begun to track every purchase in a
record keeping book: date and total each
category
3. I have identified my wasteful unnecessary
spending over the last two days
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Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

4.6 UNIT 6 - SAVING AND INVESTMENT
Old Time Calypso ‘Rich Man Poor Man’ (Lord Brynner)
Rich man, poor man
Who says I’m a poor man
Ah got plenty dough
And ah spreading joy for so!
4.6.1 Activity 1 - Financial Institutions



In groups participants develop a list of financial institutions in Trinidad and Tobago
(banks; trust companies; credit unions; insurance companies and sou-sou plans).
Compile a list of services provided by each.

4.6.2 Activity 2
In groups participants develop a list of ways to save money. Each group chooses a different one
of these ways and shares information with the class. The tutor can provide each group with
additional information for their presentation.
 Discuss the concepts of savings and investments.
4.6.3 Activity 3
Development of an investment portfolio. Discuss the importance of having money invested in
different assets: government securities, corporate debt, shares (preferred ordinary), unit trust
participations, mortgage loans, mutual funds, insurance, stock market.
 Participants become exposed to concepts involved in different savings plans.
4.6.4 Activity 4 - Numeracy skills



Calculate the actual cost of 20 units whose bid price is $14 and offer price is $16 per unit.
What is the difference in the prices?
A share in a company listed on the stock market costs $40.00. In 5 years it appreciates to
$65, by what percent did the stock appreciate? I bought 20 of those shares initially at
$40.00 and I want to sell at the new price. How much profit would I make?

4.6.5 PORTFOLIO CONTENTS
1. Participants participate in a project where they research and “invest” in a particular stock,
observing it to see whether or not they made a wise decision.
2. Analysis of savings and investments and the identification of the saving and investment
products appropriate to your needs.
3. Numeracy calculations.
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4.6.6
i.

CHECKLIST OF PERFORMANCE TASKS
A Savings Plan, showing how participants intend to cut back on expenditure

RUBRIC of performance criteria
1. I attempted to cut back my expenditure

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

2. I made detailed accounts of what and
how I intend to save from my income
3. I made an attempt to follow this budget
ii.

List the ways in which participants save and waste money each month
RUBRIC of performance criteria

1. I listed the ways in which I save
money
2. I listed the ways in which I waste
money
iii.

Very
Done

Well Well
Done

OK Not Ok- Will redo by
…….

Reflections on research on which local financial institutions are best suited for their
individual needs
RUBRIC of performance criteria

Very Well Well
Done
Done

1. I researched banks
2. I researched credit unions

OK Not Ok- Will
redo by …….

3. I researched online banks
4. I researched other financial institutions such
as Unit Trust Corporations
iv.

Reflections on factors to consider when choosing a financial institution
RUBRIC of performance criteria

1. I discussed interest rates

Very Well Well
Done
Done

2. I discussed the conditions under which
loans are granted
3. I discussed the types of loans offered
4. I discussed the returns on savings at
various institutions
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OK Not Ok- Will redo
by …….

v. Reflection on savings and prudent spending
RUBRIC of performance criteria
1. I have written my reflections on my saving
habits
2. I have listed two ways in which I currently
waste money and plan to stop.
3. I have listed two ways in which I plan to
save money.
4. I have stated my plans to become costconscious regarding eating more nutritious
food
5. I have stated my plans to be cost-conscious
concerning my entertainment – e.g. parties,
drinking and movies.
6. I have stated my plans to eat nutritiously as
opposed to eating fast food regularly.
vi.

Very Well Well
Done
Done

OK Not Ok- Will
redo by …...

Participation in a project to research and “invest” in a particular stock, observing it to see
whether or not they made a wise decision
RUBRIC of performance criteria

1. I selected a particular stock

Very Well
Done

2. I researched the particular stock
3. I observed its performance over a set
period of time
4. I reflected on whether the selection was
a good one
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Well
Done

OK Not Ok- Will
redo by …….

4.7 UNIT 7 - CHECKLISTING & RECORD MANAGEMENT
4.7.1 Activity 1
1. Discuss the need to keep documents safe and easily retrievable (include safety from loss or
fire, water or insect damage; include times you may need to produce such documents).
2. Discuss the kinds of documents that are important for safe-keeping and why: (birth, education
and marriage certificates; ID cards and driver’s licence; property deeds; pay slips, TD4 forms,
NIS statements, bank books, cards and statements; wills …).
4.7.2 Activity 2
1. Participants create a list of their important documents and, where relevant, their expiry dates.
2. Participants create a system for storing and securing their personal, financial and legal
documents.
4.7.3 Activity 3
1. Participants draw up a checklist of the expiry dates for driver’s licence, identification card,
passport.
2. Participants draw up a checklist of monthly, quarterly, semi-annual and annual bills that have
to be paid and their due dates.
4.7.4 PORTFOLIO CONTENTS
1. List of personal, legal and financial documents with plan for safe-guarding and easy
access.
2. Checklist of personal bill payment due dates and document expiry dates.
3. Reflection on the importance of proper record keeping and the value of checklists.
4.7.5 CHECKLIST OF PERFORMANCE TASKS
i.

Records of personal, financial and legal documents
RUBRIC of performance criteria

Very
Well
Done

1. I created a list of my personal documents
2. I created a list of my legal documents
3. I created a list of my financial documents
4. I noted their expiring dates where relevant
5. I drew up a list of my monthly, quarterly,
semi-annual and annual bills and their due
dates
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Well
Done

OK Not Ok- Will
redo by …….

ii.

Safety of personal, financial and legal documents
RUBRIC of performance criteria

1. I set up a system of keeping my documents safe
and easily accessible
2. I created a checklist to show when documents
need to be renewed
3. I created a checklist of bills I have to pay and the
dates they are due
4. I reflected on the importance of a safe and
secure methods of record-keeping and the value
of checklists
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Very
Well
Done

Well
Done

OK Not Ok- Will
redo by …….

MODULE 5
MANAGING THE ENVIRONMENT
5.1

UNIT 1: THE SOCIO-ECONOMIC ENVIRONMENT

5.1.1 Activity 1 – Understanding terms
Participants discuss:
1. What is meant by the terms “Global Village” and “Interdependence”
2. International Trading Group agreements and globalisation
3. Social and Economic Development transforming communities
5.1.2 Activity 2 – Recognizing effects of international agreements
1. Tutor leads discussion on the organizations and agreements which govern the economic and
trade environment of the region e.g. CSME, NAFTA, OAS, ECLAC.
2. Tutor leads discussion on the organizations and agreements which govern the economic and
trade environment of the world e.g. European Union (EU), United States, African Caribbean
Pacific (ACP) and Lome Convention, ILO, IMF.
3. Tutor leads discussion on the organizations and international agreements which impact on
policies, health and social development in our country (United Nations, World Health
Organisation, PAHO, Human Rights, Child Rights…).
4. Participants, in groups, research an international organization working in / with our country,
or an international agreement to which Trinidad and Tobago is a signatory. Discuss and list key
points on the effects – both benefits and challenges (restrictions or shortfalls in implementation)
- that may have occurred since the start of such operations.
5.1.3 Activity 3 – Social Development
1. Tutor leads discussion on the value of international, national and local organisations and
agencies on the socio-economic well-being of individuals and communities.
2. Tutor leads discussion on the impact these have on the socio-economic development of the
locality, country and region in terms of attitudinal changes, services available.
3. In groups, participants research an international, national or local organisation to find out
how it is organised and funded, how long has it been in operation, what services it offers and
what impacts it has had.
5.1.4 Activity 4 - The Workplace
Participants research various work places, listing their names, mission statements,
stakeholders, accomplishments, challenges, and effectiveness.
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5.1.5 Activity 5 – Business and Labour Organisations
1. Tutor discusses various business organisations and trade unions and their purposes.
2. Participants discuss the information given and create a brochure for someone proposing
to participate in a trade union or join a business organisation.
5.1.6 Panel Discussion/Debate
Tutor discusses with participants the purpose and framework for a panel discussion /Debate
(see “pointers” below)
The following topics could be used, or the group polled for their interest in other areas:
 The future of the Caribbean in this world of mega powers.
 The benefits and disadvantages of the organizations and agreements, which govern the
economic trade environment of the region and the world: CSME.
Class group debate pointers
Before handing the debate assignments out, explain that some participants might be
debating positions opposite to their beliefs. This is an important skill for them to learn –
to see the other person’s side.
On the day of the debate, give participants in the 'audience' an agreed judging rubric to
complete. Explain that it is their job to judge the debate objectively.
Begin the debate with the “pro” side speaking first. Allow them 5-7 minutes of
uninterrupted time to explain their position. Both members must participate equally.
Give both sides about three minutes to confer and prepare for their rebuttal.
Begin the rebuttals with the con side and give them three minutes to speak. Both
members must participate equally.
Allow the audience to question the debating teams.
Tips: Possibly give extra credit to the audience for well thought out questions.
Use the audience members' rubrics to help give comments on your official rubric for
each team.
5.1.7 PORTFOLIO CONTENTS
1.
2.
3.
4.
5.

List of international trade groups that work in/with Caribbean countries
List of international social development agencies that work in/with Caribbean countries
Notes on class discussions
Brochure created by you on a business or labour organisation
Reflections on the value of any one of the organizations/agencies that you have learnt about in
this module
6. Reflections on the value of international agreements
7. Points, preparation and speech for class debate / panel discussion.

194

5.1.8 CHECKLIST OF PERFORMANCE TASKS
i.

Discussions
RUBRIC of performance criteria

1. I expressed my views at least once
during the course of both discussions

Very
Done

Well Well
Done

OK Not Ok- Will redo
by …….

2. I spoke on the CSME effectively
3. I know the importance of the G8
summit and international trade as a
whole
4. I have a better understanding of the
trade
unions
and
business
organisations which operate in my
country
5. I have a better understanding of an
international
organization
or
agreement that impacts on the
Caribbean
6. I have a better understanding of the
social development organisations that
are working in my community and in
my country
ii.

Research listing of workplaces
RUBRIC of performance criteria

1. I have a better understanding of the work
environment throughout Trinidad and
Tobago.
2. I researched the topic thoroughly
iii.

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

Debate (optional)
RUBRIC of performance criteria

1. I have expressed my views on the advantages
and disadvantages of regional trade
agreements such as the CSME
2. I have a better understanding of the agencies
that direct international trade
3. I understand some of the effects such trade
agreements have on Trinidad and Tobago
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Very Well Well
Done
Done

OK Not Ok-Will
redo by …..

5.2

UNIT 2 - THE PHYSICAL ENVIRONMENT

5.2.1 Activity 1 – Building awareness
Tutor leads discussion on major environmental issues affecting the country.
Tutor leads discussion to develop understanding of inter-relatedness and eco-systems.
5.2.2 Activity 2 - Research
In groups, participants select and research an environmental issue and preventative or remediation
measures that can be implemented to protect and enhance the environment. Groups make a
display presentation.
5.2.3 Activity 3 – Preparing to Educate Others
1. Participants design flyers, brochures, and handouts on ways of enhancing and safe-guarding
the environment against health hazards such as pollution, fires and floods.
2. Participants prepare a brief oral presentation on one issue.
3. Participants use performance arts to demonstrate their understanding of an environmental issue
one-act play, calypso, chutney, poem, song or speech, booklets, bookmarks.
5.2.4 Activity 4 – Competition/Game
Tutor prepares a competition or game for participants:
 Poster and Slogan competition (based on environmental issues).
 Game: indoor “scavenger hunt” – recycle, refurbish, repair.
5.2.5 Activity 5 – Plan/design an environmental service project
1. In groups, participants discuss environmental issues and needs in their own communities.
2. Participants select and plan/design a service project (human and material resources, location,
dates and time of action).
3. Groups execute their project.
4. Groups reflect on the experience.
5. In plenary, groups explain their project, what they did, what went well, what could have been
better and their ideas/recommendations/advice for future activities.
5.2.6 Activity 6 - Exploring employment and recreation opportunities provided by the
environment
1. Tutor leads discussion on employment opportunities provided by the physical environment
(farming, nature-tour guiding, forestry, conservation, quarrying, parks, fishing, bird-watching,
boating, hiking, crafts, education …).
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5.2.7 Activity 7 – Cleanliness, Recycling, Renewable energy and Waste Disposal
1. Group discussion on cleanliness, recycling opportunities, renewable energy and proper waste
disposal.
2. Groups prepare flyers or oral presentation on one of these topics.
5.2.8 PORTFOLIO CONTENTS
1.
2.
3.
4.

Summaries of class discussions and group work.
Flyers, brochures and hand-outs designed.
Reflections on how I can contribute to the protection and enhancement of the environment.
Reflections on how I felt after I participated in a community project.

5.2.9 CHECKLIST OF PERFORMANCE TASKS
i.

Discussion
RUBRIC of performance criteria

1. I spoke on environmental issues such as flooding

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

Very Well Well
Done
Done

OK Not Ok- Will
redo by …….

2. I related my views on the probable cause, effects and
solutions of pollution, flooding and fires
3. I related my understanding of some pollutants and
their effects
4. I have looked at the different forms of alternate
renewable sources of energy in this country and
considered their usage
ii.

Group Work
RUBRIC of performance criteria

1. I researched preventative measures against fires &
remediation measures
2. I researched preventative measures against different
types of pollution
3. I researched potential safe guards for specific natural
disasters.
4. We worked together to plan an environmental service
project – looking at it from a number of angles
5. I was able to work in harmony with members of my
group in carrying out our project.
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iii.

Designing Flyers and Brochures
RUBRIC of performance criteria

1. I designed a flyer based on preventative measures
one can take against an environmental problem
2. My brochures and flyers related the information
clearly and effectively
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Very
Done

Well Well
Done

OK Not Ok- Will
redo by …….

GLOSSARY OF TERMS

Assertiveness – This is the ability to state one’s point of view, or personal rights and
responsibilities, clearly and confidently without denying the rights and responsibilities of others.
Assertiveness enables people to take action and stay committed to their decisions that are in their
own or others’ best interests.

Creative thinking – This is the ability to ‘think outside the box’, to depart from traditional ways
of thinking, to generate new or innovative ideas or methods to solve problems and respond
meaningfully to life situations. A creative individual is said to be independent, perceptive, openminded, objective and possess self-control, has varied interests and high aspirations.

Consultation – When groups discuss together, sharing ideas or brainstorming, this allows a
situation to be perceived from various angles, and a collective decision arises from the synergy of
the group interaction.

Coping – This is the ability to manage a situation or deal effectively with something challenging
or difficult.

Critical thinking – This is the ability, based on objectivity rather than bias, to analyze
information and experience (determine truths and verify accuracy), formulate ideas and generate
options, derive conclusions and present logical argument.

Decision-making – The ability to select a course of action from a number of options. When the
process of decision-making is tied in with background information (given and / or researched)
and with a view to probable consequences or results, the decision can be justified.

Effective communication – This is the ability to express ourselves, verbally and non-verbally, in
appropriate manner to the situation and culture. It allows not only the transfer of information but
also of understanding and emotion so that one’s intent is clear.
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Empathy – This is the ability to appreciate and show understanding for what another is
experiencing.

Inter-personal Relationship Skills – This is the ability to relate and interact positively with
other people, understanding their needs and creating an environment in which they feel secure
and free to interact and express their opinions.

Negotiation & Mediation skills – This is the ability to communicate with people for the purpose
of settling a matter, coming to terms with situations and reaching agreement. This may involve
the ability to compromise or accommodate. It is the ability to meet and address individual needs
and concerns in ways that are mutually beneficial to all parties concerned.

Problem-solving – This process includes sensing, identifying and redefining the problem,
establishing principle causes, analyzing effects or consequences of various alternative actions,
selecting and taking action, reflecting on and evaluating outcomes and amending course(s) of
action if needed.

Refusal – Learning to say ‘No’ assertively and effectively, without embarrassment or hurt, and
maintaining dignity and respect for self and others is a skill. It is a valuable skill to use when
encouraged by others to engage in practices or workloads that may be harmful to your / others’
health and safety or sense of right-living and well-being.

Self-awareness – This refers to a person’s consciousness of themselves as an individual, of their
capabilities, strengths and weaknesses; as well as awareness of their feelings, beliefs, attitudes,
values, goals, mental processes and behaviours.

Self-management & Self-control – Is the ability to be fully conscious of self, controlling
emotion and ego, to make situational and life-style behaviour choices that result in attaining or
maintaining physical, social, emotional, spiritual and environmental health for self and with
others.

200

APPENDICES

201

APPENDIX 1
USEFUL TUTOR RESOURCE / REFERENCE BOOKS
FOR LIFE SKILLS EDUCATION
1. “THE BOOK OF VIRTUES” by William J. Bennett (1993),
Simon & Schuster.
ISBN 0-671-68306-3
[Paperback available on Amazon for around $8 US; used copies are available for less than
$1 ]

2. "EDUCATION IN HUMAN VALUES Teachers’ Handbook -West Indian Edition”,
by the EHV Society of Trinidad and Tobago (1966).
[Available at Ace Printery, Pasea Main Road, Tunapuna.]
3. “MORAL EDUCATION – VALUES TO ENHANCE LIFE, A Teaching & Study
Guide using an inter-religious approach”, by Doreen Anderson (1992, revised 2000,
2011)
Email dorandersonme@gmail.com
ISBN 978-8056-98-3
4. “A GUIDE TO MORAL AND VALUES EDUCATION OF CHILDREN” by
Surendra Arjoon (2004), School of Continuing Studies, UWI, St. Augustine.
ISBN 976-620-192-7
5. “MORAL AND SOCIAL EDUCATION” by R.H.E.Braithewaite, School of
Continuing Studies, UWI, St. Augustine.
6. “THE VIRTUES PROJECT – EDUCATOR’S GUIDE” by Linda Kavelin Popov.
Email blwjalmar@att.net
Jalmar Press, PO Box 1185, Torrance, CA 90505, USA.
ISBN 1-880396-84-X
7. “THE LEADER IN ME” by Stephen R. Covey. Free Press.
ISBN 10: 1-4391-0326-7
Bulk orders: contact Simon & Schuster Sales at business@simonandschuster.com

8. “POSITIVE THINKNG” by Wally Amos (2008), Blue Mountain Press, Boulder,
Colorado.
ISBN 978-1-59842-257-3
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APPENDIX 2
Selected Inter-Faith Scriptural Readings
- Used in opening ceremonies of the Public Consultations on Life Skills 2012

HINDU - Bhagavad Gita- Chapter 6, verses 29-32
“He who is united in identity with the all-pervading, infinite Consciousness, and looks on all with
an equal eye; he who sees the Self present in all beings, and all beings existing in the Self; he who
sees Me (the Universal Self) present in all beings, I am never out of sight of him, nor is he ever
out of sight of me. He, who established in unity, worships me as residing in all beings, that
person- though engaged in all forms of activities- dwells in me. He who looks on all as one, on
the analogy of his own self, and looks upon the pleasure and pain of all with a similar eye, such a
being is regarded as supreme.”
CHRISTIAN -The Bible, Romans 12; 3 - 8
“For by the grace given to me I say to every one of you: Do not think of yourself more highly
than you ought, but think of yourself with sober judgement, in accordance with the measure of
faith God has given you. Just as each of us has one body with many members, and these members
do not all have the same function, so in Christ we who are many form one body, and each
member belongs to all the others. We have different gifts according to the grace given us. If a
man's gift is prophesying, let him use it in proportion to his faith. If it is serving, let him serve; if
it is teaching , let him teach; if it is encouraging, let him encourage; if it is contributing to the
needs of others, let him give generously; if it is leadership, let him govern diligently; if it is
showing mercy, let him do it cheerfully.”
ORISHA - Odu Ogbe ‘gunda states that:
“The cultivation and possession of Iwa Pele (character) is the essential moral task for an
individual and the ground for a good life in this world and the next”. “Dews pouring lightly,
pouring lightly, were used to create the world … Indeed, all goodness took the form of a
gathering together in harmony” On responsibility as citizens, Ifa says in Irosun’wori that we
should do our work and live our lives with joy. The Odu instructs us to speak truth, do justice,
care for the vulnerable and the needy, honour and care for the elders, raise our children right, and
relate rightfully to the world around us.
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MUSLIM - Quran 103:1-3, 2: 256, 3: 17
“By time, indeed, humanity is in a state of loss, Except for those who have believed and done
righteous deeds and counselled each other in the pursuit of truth and counselled each other to
show patience and perseverance.”
“Truth stands out clear from error: whoever rejects evil and believes in God hath grasped the
most trustworthy hand-hold that never breaks.”
They are “Those who show patience (firmness and self-control); who are true (in word and
deed); who worship devoutly; who expend & make effort (in the way of God); and who pray for
forgiveness …”
BAHÁ’Í - Bahá’u’lláh in Epistle to the ‘Son of the Wolf’ p.93, states:
“Be generous in prosperity, and thankful in adversity. Be worthy of the trust of thy neighbour,
and look upon him with a bright and friendly face. Be a treasure to the poor, an admonisher to
the rich, an answerer to the cry of the needy, a preserver of the sanctity of thy pledge. Be fair in
thy judgment, and guarded in thy speech. Be unjust to no man, and show all meekness to all men.
… Let integrity and uprightness distinguish all thine acts… Be an ornament to the countenance of
truth, a crown to the brow of fidelity, a pillar of the temple of righteousness, a breath of life to the
body of mankind, an ensign of the hosts of justice, a luminary above the horizon of virtue, a dew
to the soil of the human heart, an ark on the ocean of knowledge …, a gem on the diadem of
wisdom, a shining light in the firmament of thy generation, a fruit upon the tree of humility.”
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