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Program Overview

Overcoming Obstacles is a nonprofit publisher of elementary, middle, and high school 
life skills curriculum materials that are research-based, evidence-based, award-winning, 
and free. The organization was founded in 1992 and since that time has helped more 
than 230,000 educators in all 50 states and 160 countries teach 55 million young 
people the skills they need to achieve success. Educators report that when students are 
taught Overcoming Obstacles, grades and graduation rates go up, bullying goes 
down, and young people are better prepared for college and careers.

The Overcoming Obstacles curriculum is one of the most comprehensive sources of 
life skills education available and is lauded for its flexibility. Lessons are sequential in 
terms of curriculum level, providing a solid base of life skills development that will 
help young people achieve social, emotional, and academic success during their early 
years and build upon that success in middle and high school. 

The Middle and High School Level Curricula
The Overcoming Obstacles middle and high school level curricula each include over 
60 engaging, standards-based lesson plans with objectives, time estimates, and activity 
sheets. Assessment questions and extension activities conclude each lesson.

Both levels begin with the three fundamental skills upon which all others can be 
built—communication, decision making, and goal setting. After mastering these three 
core skills, students learn many other important concepts, including:

• Avoiding stereotypes

• Conflict resolution

• Controlling emotions

• Empathy

• Getting organized

• Handling peer pressure

• Identifying strengths and weaknesses

• Maintaining a positive attitude

• Presenting yourself

• Problem solving

• Reading, listening, and note taking

• Respect for self and others

• Responsibility

• Stress management

• Study and test-taking techniques

• Teamwork

• Techniques for addressing bullying

• Time management



In addition, students in high school also focus on college and career readiness, and 
learn strategies that enable them to:

• Plan for higher education

• Complete applications for scholarships, grants, and loans

• Prepare employment applications and resumes

• Perform well in job interviews

• Develop financial responsibility

Based on the belief that good citizenship must not only be learned but also applied, 
both levels of the Overcoming Obstacles curriculum include a Service Learning module, 
which provides a step-by-step guide to developing student projects that foster active 
participation within their communities. Service Learning includes descriptions of each 
phase of a project, as well as lessons to guide students through each step of the process. 

Implementation
Overcoming Obstacles can be implemented in a variety of courses and modified to fit indi-
vidual school schedules. The curriculum materials can be used as a one- or two-semester 
course, in advisory programs or after-school settings, or integrated into core content areas.  

The curriculum is organized into separate modules. Each module contains a sequence 
of lessons designed to develop specific concepts and skills, which are reinforced 
throughout the curriculum.

The modules are organized for planning purposes into four parts. The introductory 
modules in Part I of the curriculum provide a foundation for the introduction of the 
core skills of communication, decision making, and goal setting, which are presented 
in Part II. These core skills in turn provide the basic tools that students will use in  
Part III and during the service learning project in Part IV.

The curriculum’s modular structure is deliberately flexible, and allows you to tailor the 
lessons to meet your students’ needs. We recommend that you begin with Part I, fol-
lowed by Part II, and then choose an order for the modules in Part III that is most 
appropriate for your students. Part IV addresses the variety of ways you can incorporate 
a service learning project into your instruction.

Each Overcoming Obstacles lesson is designed for use in a 50-minute class session, but 
can be condensed or expanded to meet your specific needs. For example:

•  A single lesson plan might be divided into two or three 30-minute periods by 
expanding activities beyond their estimated time frames and extending class  
discussions.

•  Extensions included at the end of each lesson offer follow-up activities that can 
be used alone to fill any remaining time in a class period or together to create an 
entire class period of their own.

•  Two lesson plans might be used in sequence to meet the time requirements of 
block scheduling.
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•  The modules concerning specific skills (e.g., Communication Skills, On-the-
Job Skills) can be used for one-semester courses that meet three times a week. 
Lessons from Service Learning can then be selected to fill out the remaining peri-
ods in the semester schedule.

You can also integrate the curriculum into your core content classes by asking students 
to apply life skills to what they are learning. For example, you might have students 
apply problem solving skills to word problems in their math classes. You can also have 
students use conflict resolution skills to find alternative solutions to wars they learn 
about in their history classes. Additionally, you might have students investigate differ-
ent forms of nonverbal communication across various cultures in their foreign language 
classes.

Individual activities and extensions can also be incorporated into daily lesson plans. 
For example, you might use the “What Stereotypes Do” activity from “Lesson 5: 
Avoiding Stereotypes” of Confidence Building in a lesson about the civil rights era in 
the United States.

You are encouraged to adapt and customize the lesson plans presented in this curricu-
lum to fit the dynamics of your classroom. “My Overcoming Obstacles” is an app for 
iOS and Android that can be used to facilitate development of your customized scope 
and sequence. You can download the app for free on the Apple App Store and Google 
Play.

Lesson Structure
Each Overcoming Obstacles lesson includes step-by-step instructions for setting up 
and facilitating activities. Each lesson provides topics, discussion prompts, activities, 
and examples.

The following pages outline the lessons’ structure and organization.
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 Creating a Win-Win Situation

A G E N D A
n   Starter
n   Who Wins the Dollar?
n   Win-Win, My Needs/Your Needs
n   Someone in the Middle
n   Conclusion
n   Questions for Assessment

Students will identify the characteristics of win-win solutions.

Students will practice the techniques of win-win negotiation in a conflict and 
apply those techniques to their personal conflict resolution goals.

Students will identify the role of a mediator in conflict resolution and practice 
mediating conflict.

Materials Needed

• Several wadded up pieces of paper and a wastebasket (Starter)

• Two one-dollar bills (Part I)

• One copy of the “Win-Win, My Needs/Your Needs” activity sheet (#4) for 
each student (Part II)

• A dictionary (Part III)

4

265

Objectives

Starter (3 minutes)

Before class, display pictures of well-known movie stars who are currently popu-
lar. Elicit from students the titles of movies these stars were in and the roles they 
played. Record responses under the pictures. Ask students to describe the stars’ 
personalities; then, ask if they personally know any of these famous people.

Explain to students that “typecasting” is assigning actors to play certain roles 
again and again because those are the roles in which audiences love to see them.
Provide examples, such as Tom Hanks’ usually portraying the “good guy” in 
movies. Point out that once an actor begins to play similar roles in every movie, 
we begin to make assumptions about his or her real personality. Most people base 
their beliefs about actors on the roles they play.

Tell students that stereotypes are similar to the assumptions that people make 
about a star’s real personality based on the roles he or she plays in movies. 
Stereotypes are assumptions about people based on little information.

Part I   Don’t Judge a Book by Its Cover (10 minutes)

Purpose: Students recognize that stereotypes are misleading generalizations.

 1. StudentS recognize miSleading preconceptionS.

Ask for five volunteers. Have each volunteer choose one of the brown paper 
bags with an item inside. Tell the students that they are not to open up the 
bags until you tell them to do so.

Once all five students have chosen a bag, tell them that they are going to get one 
chance to trade their bag for another or to keep the one that they have. Allow 
the student who was last to choose a bag the opportunity to trade first. Continue 
in reverse order until each of the five volunteers has had a chance to trade. 

Ask the volunteers to share their feelings about the bag that they are holding. 
Elicit from the rest of the class their opinions about what might be in the bags.

Ask the volunteers why they chose to trade or keep their bags. Allow them to 
look in their bags and again share their feelings about it.

 2. StudentS define StereotypeS aS miSleading generalizationS.

Discuss the judgments that were made before opening the bags and the differ-
ent emotions that those judgments aroused. 

Ask students to identify the generalizations that drove their thinking about 
the contents of the bags. For example, students might say that heavy items are 
more valuable than light items or that items that rattle are broken.

Point out to students that, based on the real contents of the bags, some of 
their first reactions were unjustified. Explain to students that stereotypes are 
similar generalizations about people that can have the same effect, misleading 
us and our reactions to people.

x252 Module Four  resolving ConFliCts

The agenda outlines the lesson’s activi-
ties. You may wish to write the agenda 
on the board before each session begins, 
allowing it to serve as a frame of reference 
for both you and your students. 

The objectives section is an outline of the 
lesson’s goals. The purpose statement 
at the beginning of each part reflects the 
objectives statements.

The materials needed section lists the 
instructional materials to be used in the 
lesson. The section also indicates the 
parts of the lesson in which each item  
will be used. 

The starter is a brief activity, question, 
or prompt intended to engage students 
and focus their attention on the concept 
or skill being introduced. 

Part I is a preliminary activity designed 
to present the concept or skill that will be 
taught in the lesson. Students are asked to 
draw from prior experience and to demon-
strate the concept or skill in an activity or 
discussion.

Part II (not pictured) is a follow-up activity 
designed to develop or practice the con-
cept or skill introduced. 
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Part III   Setting Priorities (15 minutes)

Purpose: Students practice prioritizing their own activities.

 1. StudentS make their own to-do liStS.

Tell students that they are now going to practice prioritizing their short-term 
goals. Have students refer to their “On Your Way” activity sheets (#2) from 
the previous lesson and any planners they may have. Have them create a list of 
the tasks they need to accomplish this week. Remind students to include any 
regularly scheduled activities (such as homework or extracurricular activities).

 2. StudentS prioritize their liStS.

Give students about five minutes to number their lists in order of priority. 
Encourage students to discuss any conflicts with you or with each other. 
Remind them to always consider the consequences of their decisions.

 3. StudentS diScuSS the prioritizing proceSS.

Ask students to explain the process they went through to prioritize their 
activities. Ask them to share any conflicts that seemed particularly difficult to 
resolve and explain what they considered when prioritizing. Encourage stu-
dents to discuss consequences.

Explain to students that there are two steps to dealing with conflicting goals. 
First, they must recognize that a conflict exists. Second, they must create a plan 
to deal with the situation, and act on it. Point out that they shouldn’t make the 
mistake of hoping that a conflict will simply go away, because it won’t.

Conclusion (2 minutes)

Ask students to define “prioritizing.” Elicit from students the following key 
points that were taught in this lesson:

• “Prioritizing” means ordering items from the most important to the least 
important so that goals can be accomplished.

• The criteria for prioritizing can differ depending on circumstances and needs.

• It is important to consider consequences when prioritizing activities.

• When goals conflict, it is important to consider alternatives that might resolve 
the problem.

Questions for Assessment

1. How does setting priorities help people accomplish their goals?

2. List all of the things that you need to do this week. Prioritize the list.

3. What criteria did you use to prioritize your list?

 leSSon 2  SeTTing PrioriTieS 205x
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Do not look back in anger, or 
forward in fear, but around in aware-
ness.” –James Thurber, writer

Activity: As a class, discuss how this 
quote relates to controlling emotions 
during conflict and recognizing what 
situations cause conflict for individual 
students.

Extension: Addressing Multiple 
Learning Styles

Activity: The definition of “conflict” 
mentioned in this lesson states that it 
is a mental struggle between opposing 
sides. Have students illustrate (through 
movement, songs, essays, poems, imag-
es, etc.) the definition.

Have students perform or explain their 
illustrations. 

Extension: Writing in Your Journal

Activity: Have students focus on the 
goals they set for conflict resolution 
and write about how confident they are 
that they can achieve their goals. Have 
them describe why they set these par-
ticular goals.

Discuss how the students’ values 
impacted their conflict resolution goals.

Extension: Math Connection

Activity: Everywhere we turn, there 
are stories about conflict. Have students 
create charts and graphs that depict the 
types of conflicts that exist in our lives.

Tell students to review a newspaper 
every day for one week. Have students 
graph how often stories featuring con-
flict appears during that week.

Extension: Homework

Activity: Write the following words 
and their definitions on the board: 
“confrontation,” “compromise,” 
“withdraw,” “settlement,” and “arbi-
tration.” 

Have students look up the definition 
of each word and write a few sentences 
describing their role in conflict.

Extension: Additional Resources

Activity: Have students read the scene 
from J. D. Salinger’s The Catcher in the 
Rye in which Holden Caulfield gets into 
a fight with his roommate, Stradlater.

Have students discuss the emotions that 
Holden was feeling and what he could 
have done to control those emotions.

Part III requires students to apply what 
they have learned and put the tools and 
ideas discussed into practice. Students 
may demonstrate a skill through writing, 
role playing, or another interactive activity.

The conclusion asks students to reflect  
on the significance of what they have 
learned and to review key points taught  
in the lesson. 

Questions for assessment assess student’s 
mastery of the lesson’s skills and concepts. 
They can inspire journal entries or other 
writing assignments, become homework 
assignments, or serve as a test.

Lesson extensions are supplemental 
activities related to the lesson topic. Stu-
dents are offered multiple opportunities to 
respond to quotations, conduct research, 
develop technology skills, write journal 
entries, or work on additional projects. 

Activity sheets (not pictured) are 
designed as practice tools for concepts 
presented in each module. They help 
students define the ideas and terms, and 
practice the skills taught in the lessons.  
Activity sheets can be found at the end 
of their respective modules. A glossary 
of terms is provided with each module.
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 Lesson

 What Is 
 Overcoming Obstacles?

A G E N D A
n   Starter
n   Identifying Obstacles
n   A Day in a Life
n   A Day in My Life
n   Conclusion
n   Questions for Assessment

Students will identify the specific skills they will learn and practice through 
the Overcoming Obstacles course.

Students will recognize how they will apply these skills to their everyday lives.

Materials Needed

• One copy of the “Table of Contents” activity sheet (#1) for each student  
(Parts I–III)

• One copy of the “A Day in a Life” activity sheet (#2) for each student (Parts II 
and III)

• Slips of paper with job titles students might hold in the future (Part III)

• A hat (Part III)

Objectives



Starter (3 minutes)

Invite students to make a list of activities they enjoy doing that require practice to 
do well (e.g., playing a sport or musical instrument, ballet, tap dancing). Read the 
following scenario out loud: 

At band practice, your teacher only talks about the song you’re 
learning, but does so without explaining what he is doing. You’re 
expected to learn by listening and watching. You never play an 
instrument until the day of the first concert. 

Ask students to comment on the effectiveness of this method of learning. Ask 
students how well they think they’d do when asked to perform without practic-
ing first. (Students might respond: although you might learn some fundamentals, you 
can’t learn just by watching; you need to practice to improve your technique; you need 
to know where your skills are weak so you know what to work on.)

Point out that for many of the most important skills we need in life, we don’t 
always get sufficient practice before we’re expected to demonstrate them. Often, 
they are skills we learn by watching others, which students have determined is 
not the best way to learn. Invite the class to suggest what some of these life skills 
might be. If students are unsure, explain that this lesson will help them identify 
these skills and how they apply to students’ lives now and in the future.

Explain to students that the Overcoming Obstacles course will give them an 
opportunity to learn and to practice skills they need to succeed in school, at 
home, in their communities, and on the job.

Part I   Identifying Obstacles (10 minutes)

Purpose: Students analyze the program title “Overcoming Obstacles” by identify-
ing common obstacles in daily life.

 1. StudentS define “obStacle” and explore optionS for dealing with 
obStacleS.

Write “obstacle” on the board. Ask students to define the word. Relate the 
word to concrete experiences. Ask students to visualize a time when they were 
driving, hiking, or riding a bike and came upon something that was an obstacle 
to continuing on their way. Ask, “What did you do about the obstacle?” Invite 
students to share their experiences and solutions, such as moving the object, 
going around it, or finding an alternative route to reach their destination.

Explain to students that while they are likely to encounter such physical 
obstacles, they are just as likely to experience many “life obstacles,” some of 
which can be very damaging. Brainstorm with students examples of these life 
obstacles, such as emotional roadblocks that they encounter in their  

x4 geTTing sTarTed



relationships with friends and family members. For example, have students 
identify an obstacle that may occur between friends that must be overcome 
for the friendship to continue. Write their responses on the board.

 2. StudentS review the table of contentS for the overcoming  
obStacleS curriculum and define “life SkillS.”

Distribute copies of the “Table of Contents” activity sheet (#1) to students, 
and have them review it (or have them access through their electronic devic-
es.) Explain to students that the table of contents lists skills that they will be 
developing and practicing in this class. Encourage students to comment on 
what is covered in the curriculum and why these topics are called life skills. 
Have students define the phrase “life skills.”

 3. StudentS anticipate the benefitS of the overcoming obStacleS 
courSe.

Ask students to consider why this course is called Overcoming Obstacles. 
Refer students to the list of obstacles they’ve identified on the board. Invite 
volunteers to suggest ways that the particular skills they’ll be learning can 
help them find ways around life’s obstacles, just as they’d find a way around a 
fallen tree or a concrete barrier in their path.

Part II   A Day in a Life (20 minutes)

Purpose: Students explore the relevance of the Overcoming Obstacles curriculum 
by analyzing the activities and life skills that are part of a fictional student’s day.

 1. StudentS review a fictional Student’S day.

Have students work in pairs. Either give each student a copy of the “A Day in 
a Life” activity sheet (#2) or share electronically. Review the sheet with stu-
dents to be sure they understand that it is the schedule for a fictional student, 
Camilla Juarez. Tell students that they will also need the “Table of Contents” 
activity sheet (#1).

Explain that most of our daily activities are a series of actions and decisions. 
Waking up in the morning, for example, requires deciding what hour to get 
up in order to get to school or a job on time and remembering to set the 
alarm the night before.

 2. StudentS analyze which life SkillS are uSed by a fictional  
character.

Ask students to analyze Camilla’s day. Next to each activity, they should list 
skills from the “Table of Contents” activity sheet that are relevant to that 
activity. If students are unsure about the specific content of some lessons, 
have them make their best guess. Suggest that they focus on the skills that 
may result in more positive outcomes for Camilla.
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Ask students to share the specific skills they listed for each of Camilla’s activi-
ties. Encourage discussion about the kinds of obstacles Camilla is facing on this 
particular day. Have them predict how practicing the skills that Overcoming 
Obstacles offers could help Camilla overcome her challenges and obstacles.

Part III   A Day in My Life (20 minutes)

Purpose: Students explore the relevance of the Overcoming Obstacles curriculum 
by analyzing how the skills it offers are useful in their own lives.

 1. StudentS recognize how the life SkillS they will learn through  
overcoming obStacleS apply to their daily activitieS.

Have students repeat the previous activity, this time working alone and substi-
tuting activities in their own lives for Camilla’s. Have students list on a sheet 
of paper 10 activities in their daily schedule. They may include some of the 
same activities from the “A Day in a Life” activity sheet (#2), but should also 
include at least two specific issues that they are dealing with at this time (e.g., 
getting a better grade on the next math test).

Ask students to jot down notes for each activity identifying the skills from the 
“Table of Contents” activity sheet that they would use to successfully com-
plete it. Have them comment on how applying the skills they will develop 
through the Overcoming Obstacles course will help them to become more 
successful.

Invite students to share examples of ways in which the skills they will learn 
through Overcoming Obstacles apply to their own lives. Suggest that students 
save their notes and responses to this activity. As they progress through the 
curriculum, they can return to their notes from this discussion to check how 
their mastery of the life skills they are learning is deepening.

 2. StudentS identify SkillS that will prepare them for potential ob-
StacleS that may ariSe on the job.

Give the class one minute to arrange themselves into small groups of three to 
five students. Place the slips of paper with the job titles in a hat. Pass the hat 
around, and have each student draw one slip.

Have students work in their groups to identify the jobs they have drawn, name 
obstacles they might face in those jobs, and identify life skills they will develop 
in this class that could help them overcome those obstacles. Encourage students 
to help each other identify obstacles and relevant life skills.
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Conclusion (2 minutes)

Ask students to name some of the skills they will learn in this course. Elicit from 
students the following key points that were taught in this lesson:

• The Overcoming Obstacles course is about the life skills that are relevant to 
success at home, at school, with peers, and on the job.

• The Overcoming Obstacles course allows students to learn and practice these 
skills, helping them to overcome obstacles in their daily lives.

• The Overcoming Obstacles curriculum is relevant to students’ lives now and 
in the future as adults.

Questions for Assessment

1.  Describe an obstacle you have faced in your life. What skills helped you over-
come this obstacle?

2. What skills would you most like to learn in this course?

 lesson 1  whaT is overComing obsTaCles? 7x
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Practice makes perfect.” –Pablo 
Casals, world-famous cellist who prac-
ticed six hours a day

Activity: Have students write about 
why they think Casals practiced every 
day. As a class, discuss why it is impor-
tant for students to practice the life 
skills they will learn through the 
Overcoming Obstacles course.

Extension: Addressing Multiple 
Learning Styles 

Activity: Ask students to make a pie 
chart that shows how they allot their 
time in a typical day.

Have students identify the relevant skills 
they use during each activity represent-
ed on the chart.

Extension: Writing in Your Journal

Activity: Introduce students to the 
idea of a journal (if needed). Discuss 
the importance of writing down 
thoughts and feelings. Ask students 
to begin a journal with the following 
question: “What does Overcoming 
Obstacles mean to you?”

Have students discuss what they have 
written with a partner.

Extension: Using Technology

Activity: Ask students to research a 
profession of their choice on the inter-
net. Ask them to identify the  
relevant life skills needed for that job.

Have students write the skills on an 
index card and share their work with 
the class.

Extension: Homework

Activity: Ask students to interview 
adults about their jobs. Students should 
find out which life skills the adults use 
on the job, how they learned these 
skills, and why these skills are impor-
tant.

Have students compare the respons-
es they receive with the “Table of 
Contents” activity sheet (#1).

Extension: Additional Resources

Activity: Have students read sections 
of The Diary of a Young Girl by Anne 
Frank or I Know Why the Caged Bird 
Sings by Maya Angelou.

Have students identify the obstacles the 
people in these books faced and how 
they overcame those obstacles.
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Camilla Juarez is a high school senior. The following are the activities she 
has planned for today.

A Day In a Life

 6:15 a.m. 1. Wake up.

 6:20 a.m. 2. Determine whether she or her brother 
(who leaves at the same time) gets 
into the shower first.

 6:25 a.m. 3. Take a shower and get dressed.

 6:45 a.m. 4. Eat breakfast.

 6:55 a.m. 5. Get books and papers together for 
school.

 7:00 a.m. 6. Leave for school.

 7:00 p.m. 7. Complete homework.

 8:00 p.m. 8. Decide how to spend or save her pay-
check.

 8:30 p.m. 9. Try to find a different job.

 7:45 a.m. 1. Meet with English teacher to ask him 
if she can retake a test she failed the 
first time.

 9:00 a.m. 2. Take notes in her history class, where 
they don’t have textbooks.

 11:30 a.m. 3. Talk to her boyfriend at lunch about 
an argument they had yesterday.

 1:00 p.m. 4. Complete a science project with her 
assigned group.

 1:45 p.m. 1. Catch a bus to work.

 2:00 p.m. 2. Check supplies inventory before her 
shift starts.

 5:30 p.m. 3. Speak to her boss about a raise that 
was promised, but has not yet been 
received.
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 Lesson

 
 Setting Expectations

A G E N D A
n   Starter
n   What You Put In Is What You Get Out
n   Building Cooperation
n   Overcoming Obstacles Bill of Rights
n   Conclusion
n   Questions for Assessment

Students will recognize that their active participation is critical to their  
getting the most from the Overcoming Obstacles course.

Students will identify the challenges and benefits of working with other stu-
dents in a group. 

Students will recognize the need to cooperate with and respect other class 
members as they master life skills together.

Students will identify a set of rights that promote cooperation and respect in 
the Overcoming Obstacles classroom.

Materials Needed

• 15 sheets of newspaper for each group (Part II)

• About three feet of masking tape for each group (Part II) 

• One copy of the “Bill of Rights” activity sheet (#3) for each student (Part III)

• Chart paper and a marker (Part III)

14
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x15 handbook: serviCe learning ProJeCT

Starter (2 minutes)

Ask students if they have ever seen a preview for a movie that seemed interest-
ing. Ask whether they went to see the movie when it opened. If so, find out if the 
movie was better than they thought it would be. Was it worse? Did it meet their 
expectations?

Tell students that this lesson is about setting expectations, and that they will dis-
cuss as a class what to expect from the lessons, from the teacher, and from one 
another.

Part I   What You Put In Is What You Get Out (10 minutes)

Purpose: Students identify what they expect from the Overcoming Obstacles 
course and why their active participation is required to meet those expectations.

 1. StudentS identify their expectationS for thiS claSS.

Remind students that the previous lesson provided an overview of what they’ll 
be learning in the Overcoming Obstacles course. Ask students to write down 
their expectations. Offer examples such as the following:

• I’ll learn to make better decisions.

• I’ll learn how to use my time more efficiently.

 2. StudentS diScuSS how they will acquire life SkillS.

Remind students of the discussion in the previous lesson about the best way 
to learn a song for a concert. Ask students to recall their conclusions about 
the best way to develop new skills. (Students should mention that it’s best to 
learn by doing and practicing.)

Ask students to review their expectations and to consider how well they’ll 
meet those expectations if they don’t practice the skills. Ask students how well 
they will succeed if they only sit in their seats and listen to you talk and watch 
others develop these life skills. Encourage discussion.

Conclude by emphasizing that Overcoming Obstacles is a course about life. 
Explain that you will help every student relate the skills and activities to his 
or her own life, but it’s ultimately up to each student to practice the skills in 
order to master them. 

x15 geTTing sTarTed
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Part II   Building Cooperation (20 minutes)

Purpose: Students demonstrate the benefits of group work and the importance of 
cooperation to group success.

 1. StudentS identify the importance of learning how to work with 
otherS.

Ask, “Why is it important for you to be able to work as part of a group?” 
Point out to students that as young people now and later as adults, they will 
often be required to work in groups or teams. Explain to students that group 
activities will be a frequently occurring format in the Overcoming Obstacles 
course, and that the course will teach them skills that will enable them to 
function well as part of a team. Tell students that you expect them to work 
cooperatively.

 2. StudentS participate in a cooperative group activity.

Divide the class into groups of four or five students. Have students arrange 
their desks to create an open work space for each group. Distribute 15 sheets 
of newspaper and three feet of masking tape to each group.

Give the groups the following directions:

• Please don’t start until I tell you to do so.

• Using only the materials I gave out, you will have 10 minutes to build the 
highest freestanding tower you can. 

• The tower cannot be taped to the desks or to the floor. It must stand on its 
own.

Answer any questions students may have, then instruct them to begin. 
Circulate the room, observing group interactions and noting conversations 
and comments. Watch for evidence of both cooperation and dissension.

 3. StudentS reflect on the experience.

When 10 minutes have passed, check students’ results and involve all groups 
in a discussion of the experience. Ask the groups to describe how they built 
their tower, and why they think they were or weren’t successful. Share your 
observations, and encourage students to elaborate on what took place. Ask for 
examples of how all team members contributed. Allow students to discuss, in 
respectful terms, any tensions that developed.

Give each group two to three minutes to summarize what they learned from 
the experience. Offer questions such as the following for guidance:

• What is easy about working with others? 

• What is difficult? 

• Why is cooperation necessary? 

• What will your group do differently the next time you work together?

 lesson 2  seTTing exPeCTaTions 16x
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Ask the groups to share their summaries. Have them describe what it is like 
to work as a team and how to improve cooperation in the future. Write their 
responses on the board.

Part III   Overcoming Obstacles Bill of Rights (20 minutes)

Purpose: Students work together to establish guidelines and expectations for the 
class.

 1. StudentS recall their expectationS for the claSS.

Point out that so far, students have stated their expectations for the course, 
and you have stated your expectation of how students will work together 
cooperatively in groups. Explain that students also have a right to expect cer-
tain treatment and behavior from fellow students in this class.

 2. StudentS diScuSS the purpoSe of ruleS.

Ask students to name some school rules and to suggest reasons why these rules 
are in place. Affirm that rules are designed not just to stop negative behavior, 
but to protect the rights of those who behave appropriately.

 3. StudentS create a claSSroom bill of rightS.

Have students identify the document that guarantees individual rights in the 
United States. (Students should mention the Bill of Rights, the first 10 amend-
ments to the Constitution.)

Distribute copies of the “Bill of Rights” activity sheet (#3) or share 
electronically. Have students review the document and describe its 
characteristics. Write student responses on the board. Guide students to 
focus on the document’s language, format, and structure, as well as on its 
content. (Students might respond: the date and place are written at the top 
of the document, the first sentence tells why Americans need the document, the 
language is formal.) 

Divide students into pairs. Have them create a bill of rights for this class that’s 
patterned after this important document. Remind them that their bill of rights 
should protect the right of every class member to be treated with respect, 
to voice different opinions, to expect confidentiality when sharing personal 
experiences, and to be considered a valued member of the group. Guide them 
in coming to an agreement on 10 basic rights. Write them on chart paper.

When the list is complete, have students come forward to sign the docu-
ment. Post the bill of rights on a bulletin board for the duration of the 
course. Remind students that this document will be referred to frequently in 
this class. It provides a statement of mutual understandings about respectful 
behavior that will be expected from all members of the class.

x17 geTTing sTarTed
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Conclusion (3 minutes)

Ask students to explain the relationship between participating in class and learn-
ing. Elicit from students the following key points that were taught in this lesson:

• Each student is responsible for giving the most to and getting the most from 
the content taught in this course.

• Students will work together in groups in this course, so they must know how 
to cooperate with others.

• The bill of rights will remind students of how they expect to be treated and 
how others expect to be treated by them.

Questions for Assessment

1. List three advantages and three disadvantages of working with others in a 
group.

2. List five examples of times when people must work together in a group or as a 
team.

3. What skills are necessary for people to work well together?

 lesson 2  seTTing exPeCTaTions 18x
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “History has demonstrated 
that the most notable winners usually 
encountered heartbreaking obstacles 
before they triumphed. They won 
because they refused to become discour-
aged by their defeats.” –B. C. Forbes

Activity: Ask students to choose and 
research a person who has overcome 
obstacles. Have students write at least 
three paragraphs on the obstacles the 
person overcame and prepare a two-
minute presentation.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create the fol-
lowing lists:

1. List your expectations for school.
2. List your responsibilities.
3.  List experiences you would like to 

have (e.g., skydiving).
4. List the skills you hope to learn.
5.  List what you hope to learn about 

yourself and others.

Ask students to share one item from 
each list.

Extension: Writing in Your Journal

Activity: Ask students to write a letter 
to themselves. Have them include their 
expectations for school, events or expe-
riences they are looking forward to, 
special memories, and first impressions 
of the year.

Discuss writing letters to yourself as 
a technique for staying focused on 
your dreams and keeping yourself “in 
check.”

Extension: Addressing Multiple 
Learning Styles

Activity: Divide students into small 
groups. Have each group perform two 
role plays, one showing a classroom 
that does not follow the bill of rights 
the class made and another showing a 
class that does. 

Discuss the importance of following the 
classroom bill of rights.

Extension: Homework

Activity: Have students keep a list of 
the obstacles and challenges they face 
over the next three days. At the end 
of the three days, have them note next 
to each obstacle which skills from the 
“Table of Contents” activity sheet (#1) 
can help them overcome that obstacle.

Have volunteers share the skills they 
most look forward to learning through 
this course.

Extension: Additional Resources

Activity: Have students review The 
Secret of Success Is Not a Secret: Stories 
of Famous People Who Persevered by 
Darcy Andries or Top Performance: How 
to Develop Excellence in Yourself and 
Others by Zig Ziglar.

Ask students to choose and discuss five 
key ideas from one of the books.
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Congress of the United States

begun and held at the City of New York, on

Wednesday the fourth of March, one thousand seven hundred and eighty-nine.

The Conventions of a number of the States, having at the time of their adopting the 
Constitution, expressed a desire, in order to prevent misconstruction or abuse of its powers, 
that further declaratory and restrictive clauses should be added: And as extending the ground 
of public confidence in the Government will best ensure the beneficent ends of its institution.

Resolved by the Senate and House of Representatives of the United States of America in 
Congress assembled, two thirds of both Houses concurring that the following Articles be 
proposed to the Legislatures of the several States, as Amendments to the Constitution of 
the United States, all, or any of which articles, when ratified by three fourths of the said 
Legislatures, to be valid to all intents and purposes as part of the said Constitution.

Articles in addition to, and Amendment of the Constitution of the United States of 
America, proposed by Congress and Ratified by the Legislatures of the several States, 
pursuant to the fifth Article of the original Constitution.

Note: The following text is a transcription of the first 10 amendments to 
the Constitution in their original form. These amendments were ratified 
December 15, 1791, and form what is known as the “Bill of Rights.”

Amendment I

Congress shall make no law respecting an establishment of religion, or prohibiting the free 
exercise thereof; or abridging the freedom of speech, or of the press; or the right of the 
people peaceably to assemble, and to petition the Government for a redress of grievances.

Amendment II

A well regulated Militia, being necessary to the security of a free State, the right of the 
people to keep and bear Arms, shall not be infringed. 

Amendment III

No Soldier shall, in time of peace be quartered in any house, without the consent of the 
Owner, nor in time of war, but in a manner to be prescribed by law.

The Preamble  
to the Bill of Rights

First Ten Amendments  
to the Constitution

as ratified by the states
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Amendment IV

The right of the people to be secure in their persons, houses, papers, and effects, against 
unreasonable searches and seizures, shall not be violated, and no Warrants shall issue, but 
upon probable cause, supported by Oath or affirmation, and particularly describing the 
place to be searched, and the persons or things to be seized.

Amendment V

No person shall be held to answer for a capital, or otherwise infamous crime, unless on 
a presentment or indictment of a Grand Jury, except in cases arising in the land or naval 
forces, or in the Militia, when in actual service in time of War or public danger; nor shall 
any person be subject for the same offence to be twice put in jeopardy of life or limb; nor 
shall be compelled in any criminal case to be a witness against himself, nor be deprived of 
life, liberty, or property, without due process of law; nor shall private property be taken 
for public use, without just compensation.

Amendment VI

In all criminal prosecutions, the accused shall enjoy the right to a speedy and public trial, 
by an impartial jury of the State and district wherein the crime shall have been commit-
ted, which district shall have been previously ascertained by law, and to be informed 
of the nature and cause of the accusation; to be confronted with the witnesses against 
him; to have compulsory process for obtaining witnesses in his favor, and to have the 
Assistance of Counsel for his defence.

Amendment VII

In suits at common law, where the value in controversy shall exceed twenty dollars, the 
right of trial by jury shall be preserved, and no fact tried by a jury, shall be otherwise reex-
amined in any Court of the United States, than according to the rules of the common law.

Amendment VIII

Excessive bail shall not be required, nor excessive fines imposed, nor cruel and unusual 
punishments inflicted.

Amendment IX

The enumeration in the Constitution, of certain rights, shall not be construed to deny or 
disparage others retained by the people.

Amendment X

The powers not delegated to the United States by the Constitution, nor prohibited by it 
to the States, are reserved to the States respectively, or to the people.

First Ten Amendments  
to the Constitution

(continued)
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analyze: To separate into parts so as to determine the nature of the whole; to examine in 
detail.

brainstorm: 1. To consider or investigate (an issue, for example) by engaging in shared 
problem solving. 2. To produce a solution by this method.

confidentiality: Condition or state of communicating in confidence; trusted.

cooperate: 1. To work or act together toward a common end or purpose. 2. To form an 
association for common benefit.

curriculum: A group of related courses, often in a special field of study.

drawback: 1. Anything that holds back progress, success, or enjoyment. 2. A disadvan-
tage or inconvenience.

edge: To outdo or beat by a small margin; advantage.

expectation: 1. The act of looking confidently for something; eager anticipation.  
2. Something considered likely or certain to happen.

fictional: Nonfactual, imaginative, or invented in a person’s mind.

fundamentals: 1. Of or relating to the foundation or base; basics. 2. Forming or serving 
as essential elements of a system or structure.

group dynamics: The forces producing or governing the activity or movement of a 
group.

obstacle: Something that stands in the way or blocks progress.

relevance: Having precise application to the matter at hand; connection.

rights: Privileges that are due to a person or governmental body by law, tradition, or 
nature.

Glossary
getting started
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 Lesson

 Giving and 
 Earning Respect

A G E N D A
n   Starter

n   R-E-S-P-E-C-T

n   What’s Best About Me

n   Tested

n   Conclusion

n   Questions for Assessment

Students will define “respect.  

Students will identify the importance of self-respect.

Students will demonstrate parameters of respect.

Students will identify and evaluate qualities that justify self-respect.

Materials Needed

• A recording of Aretha Franklin’s song “Respect” (Starter)

• A dictionary (Part I)

25

Objectives



Starter (3 minutes)

Begin class today by playing the song “Respect” by Aretha Franklin. Write  
“R-E-S-P-E-C-T” on the board, and ask students to brainstorm a list of people 
they deem worthy of their respect. Engage students in a brief discussion of why 
the people on this list might warrant their respect.

On the board write, “Who is worthy of respect, and why are they worthy of it?” 
Explain that students will be able to answer this question by the end of the lesson.

Part I   R-E-S-P-E-C-T (10 minutes)

Purpose: Students define “respect” and identify qualities that justify respect

 1. StudentS develop a definition of “reSpect.”

Elicit from students a definition of “respect.” Write the definition on t  
board.

At the same time, have a volunteer look up “respect” in the dictionary. 
Challenge the class to consider the dictionary definition in light of their ow  
definition and to make adjustments as they see fi

 2. StudentS draw concluSionS about reSpect.

Guide students to draw conclusions about who deserves respect and why. 
Direct students to the definition on the board or  interactive projectio  
device, and ask them if they notice “wealthy” or “successful” listed anywhere.

Ask students to draw a conclusion about this observation. Engage students in 
a discussion about moving beyond external qualities, such as wealth or suc-
cess, to determine who is worthy of respect. For example, write the name 
“Steven Spielberg” (or another well-known person’s name) on the board. 
Brainstorm the qualities that helped him achieve his wealth and his success: 
talent, hard work, and perseverance. Contrast this by mentioning someone 
who has achieved wealth or fame via corruption, dishonesty, or exploitation.

Conclude that the qualities beneath the surface are the ones that determine 
the people who earn our respect. Have students look at the names of the peo-
ple they wrote down earlier, and ask them if, according to their definition  
those people still deserve their respect. Encourage students to explain their 
responses, and challenge them to add more names to the list. Point out that 
students probably know many people who could be added to their lists.

x26 ConfidenCe Building



Part II   What’s Best About Me (15 minutes)

Purpose: Students identify the importance of self-respect.

 1. StudentS define “Self-reSpect.”

Have students recap qualities worthy of respect, and write them on the board. 
Ask if, based on these qualities, they would add their own names to the 
list. Students may suggest that this would be bragging. Point out that each 
student has special qualities, just like the people they listed; these qualities 
make them worthy of respect, as well.

 2. StudentS identify and diScuSS incidentS in which qualitieS that 
deServe reSpect are evident.

Ask students to consider the respectable qualities they have discussed thus far, 
and instruct them to list a few of those qualities that apply to themselves. Ask 
them to think about a time when they demonstrated one of those qualities.

Divide students into pairs. Have each student describe the time he or she 
thought of to his or her partner. If necessary, prompt students with the fol-
lowing examples:

• Standing up for a friend

• Getting a job

• Studying hard to pass a difficult exa

As students speak, have their partners take notes describing the tone of voice, 
facial expressions, and body language of the speakers. Have partners switch 
roles so that each student has a chance to describe his or her best moment.

Now, ask students to briefly describe a negative moment or one that the  
would be happy to forget. Again, as students speak, have their partners take 
notes on the tone of voice, facial expressions, and body language of the speak-
ers.

 3. StudentS analyze behavior and identify the need for Self-reSpect.

Have students report on what they noticed about their partner’s behavior. 
Ask students if they noticed a difference in their partner’s tone of voice, facial 
expressions, and body language between when he or she described the posi-
tive event and when he or she described the negative event. Most students are 
likely to report that the partner’s tone of voice, facial expressions, and body 
language were far more cheerful and confident when describing a pride-fill  
moment than when describing one of embarrassment.

Conclude that, when we respect ourselves, we send out signals of confidence  
such as a lively tone of voice, good eye contact, laughter, or an upright pos-
ture. When a person displays self-confidence, he or she becomes a magnet t  
others. Self-confidence—the expression of self-respect—empowers us by draw-
ing others’ attention to our best qualities.

 lesson 1  giving and earning respeCt 27x



Part III   Tested (20 minutes)

Purpose: Students learn that the qualities from which they derive their self-respect 
will be tested throughout their lives.

 1. StudentS role-play different ScenarioS that teSt their beSt  
qualitieS.

Explain to students that recognizing their own best qualities not only fosters 
self-respect, but is also an essential part of being an effective person. Being 
responsible, honest, and fair-minded, for example, benefits those around us  
Tell students that they will often have these qualities tested; therefore, they 
must know the extent to which they are willing to compromise these traits.

Divide the class into three groups. Have each group discuss one of the follow-
ing scenarios and act it out for the class:

• You’re a responsible person. You have final exams that demand many hour  
of concentrated study time. It’s the night before the first final, and a nei -
bor for whom you babysit regularly has asked you to sit for her infant while 
she handles a family emergency. You know that the baby will demand a 
good amount of your time. What do you do?

• You pride yourself on your honesty, and your best friend has asked for your 
opinion about his or her girlfriend or boyfriend. The relationship has just 
started, so you haven’t spent a lot of time with this new person, but your 
initial impressions are negative. This person seems self-centered and incon-
siderate toward your friend. Do you tell your friend the truth about how 
you feel? What do you do? 

• You’re a fair-minded person, but it’s hard to maintain your objectivity 
about your best friend when she or he is accused of shoplifting something 
from the local drugstore. Your friend has a history of theft and witnesses 
claim to have seen the crime, but your friend has assured you that the past is 
the past. Do you think your friend did it? What do you say to your friend?

When students are finished performing, explain that, throughout our lives  
the qualities of character from which we derive our self-respect are frequently 
pushed to the limit, compromised, or put to the test. Point out that each 
of these conflicts is open-ended and is likely to have a different resolution  
depending on the person who resolves it. Encourage discussion and debate 
about students’ approaches to each situation. Ask students to think about the 
following question: How far can you push the boundaries of your own best 
qualities and still maintain your self-respect?

 2. StudentS apply what they have learned.

Ask students to consider the qualities discussed in part II of this lesson, and 
have them list other qualities in themselves that are worthy of self-respect. 
Briefly discuss and evaluate the importance of these qualities in their dail  
lives, distinguishing surface values from attributes that are worthy of respect. 
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Have students write a journal entry describing their lives three years from 
now. Have them invent and describe a future incident in which a respectable 
quality empowers them.

Conclusion (2 minutes)

Have students brainstorm several examples of situations in which having self-
respect could help them. Elicit from students the following key points that were 
taught in this lesson:

• Respect for ourselves and others is very important.

• To build self-respect, focus on what’s best about you.

• Self-respect shines through as self-confidence; self-confident people dr  
others to them in a positive way.

• Our best qualities can often be pushed to the limit by certain life situations. It 
is important to be able to identify those situations and to be able to cope with 
them.

Questions for Assessment

1. What do you think it means to respect someone?

2. Name a person you respect. Why do you respect this person?

3. There is an expression that says, “If you don’t respect yourself, you can’t 
respect anyone else.” What does this mean to you?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “As within, so without.”  
–Hermesianax, Greek poet 

Activity: Have students read and dis-
cuss the meaning of the quote. Discuss 
how our level of self-respect can affect 
how we interact with others and how 
we deal with difficult situations

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create a collage 
or concept map of people they respect 
(e.g., family, friends, famous people).

Have students share their collages with 
the class or hang them on the walls.

Extension: Writing in Your Journal

Activity: Have students write about 
a time when someone blatantly disre-
spected them. Ask, “How did you han-
dle it? What would you do differently? 
What would you do the same? Did it 
affect your self-confidence?

Discuss how being disrespected impacts 
a person’s self-confidence. Have st -
dents brainstorm ways to cope with 
feeling disrespected.

Extension: Using Technology

Activity: Have students create songs 
about respect.

Encourage students to perform the 
song for the class, print the lyrics of 
the song and have the class sing it, or 
record the song and play it for the class.

Extension: Homework

Activity: Have students write a letter 
to or interview someone they respect.

Discuss what the students hope to 
learn from those they respect. Ask stu-
dents to identify the personal qualities 
that they have developed as a result of 
modeling themselves after people they 
respect.

Extension: Additional Resources

Activity: Read aloud Blubber by Judy 
Blume.

Discuss with students how Blubber’s 
classmates put her down. Discuss how 
they showed a lack of respect for her. 
Brainstorm ways that Blubber’s class-
mates should have behaved.



 Lesson

 
 Identifying Strengths

A G E N D A
n   Starter
n   Jeopardy
n   Strengths Interview
n   Take It Outside
n   Conclusion
n   Questions for Assessment

Students will recognize that every individual has personal strengths.

Students will identify some of their strengths.

Materials Needed

• One copy of the “Jeopardy” activity sheet (#1) for each student (Part I)

• Five index cards for each student (Part I)

• Two clickers, or similar noisemakers (Part I)

• One copy of the “Strengths Interview” activity sheet (#2) for each student 
(Part II)
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Starter (3 minutes)

Remind students of the previous lesson on respect—for oneself and for others. 
Point out that what we respect about ourselves and others emanates from our 
strengths. Brainstorm the strengths of a few respected public figures or celebr -
ties that students are familiar with. Encourage students to go beyond external 
qualities; for example, in addition to being famous for their work in movies, many 
popular actors and actresses are also dedicated philanthropists.

Write the following questions on the board: “Do we all have personal strengths? 
If so, what are they?” Explain to students that they will be able to answer these 
questions by the end of this session.

Part I   Jeopardy (25 minutes)

Purpose: Students discover that they all have personal strengths.

 1. StudentS prepare for the activity.

Distribute a copy of the “Jeopardy” activity sheet (#1) and five index card  
to each student. Point out to students that there are five categories across th  
top of the activity sheet—Sports & Fitness, Arts & Music, Friends & Family, 
School Subjects, and Just for Fun—and that each category has boxes beneath 
it labeled 10, 20, 30, 40, and 50.

Ask students to write the titles of the categories on the backs of their index 
cards. Then ask them to write their names and a strength they possess in each 
category on the other side of the cards.

When the class has finished, choose five volunteers, one to be in charge  
each category. Explain that these five volunteers will generate the stat -
ments and verify the “question-phrased” answers, as per the TV game show 
Jeopardy! Have each volunteer collect the cards for his or her category, and 
sort them by the strengths that students have listed. Have the volunteers put 
the cards with the strengths that apply to the greatest number of students on 
top of the pile and the strengths that apply to the least number of students on 
the bottom of the pile. Explain that the greater the number of students that 
possess a strength, the lower the point value of the question. (For example, if 
15 students wrote that they are good at math, that card is on top of the pile 
and the question is worth only 10 points, since the majority of students pro-
vided that answer.)

 2. StudentS participate in the activity.

Divide the class into two teams and provide each team with a clicker. Choose 
one team to go first, and have the first student from that team pick the c -
egory for the first question. For example, if the student chooses “Schoo  
Subjects for 10,” have the School Subjects student make a statement relat-
ing to a strength that others have described on their cards (e.g., “this person 
is good at math”). The team that clicks in first must name a student who i  
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good at math (e.g., “Who is Hector?”). If the team is right, it gets 10 points. 
If the team is wrong, then the other team gets a chance to answer and earn 10 
points. Once the question has been answered correctly, all students who are 
good at math must stand to identify themselves. Players then pass the clicker 
to the next member of the team to play out the next question.

Ask students to cross out a box once its point value has been played. Continue 
until the entire game board has been played. The winning team is the one with 
the greatest number of points.

 3. StudentS draw concluSionS from thiS exerciSe.

Summarize the activity by noting that the game board has 25 different squares 
on it. Point out that everyone is good at something, so everyone should have 
been able to identify with at least one or two of the categories.

Ask students to discuss their reactions to discovering the strengths they share 
with their classmates. Then, talk about the strengths that make each person 
unique within the group.

Part II   Strengths Interview (15 minutes)

Purpose: Students identify five of their personal strengths

 1. StudentS learn that people have StrengthS in different areaS.

Ask students if they felt that it was difficult to list strengths for every category  
Take a poll to see how many students left one or more index cards blank. 
Point out that nobody shines in every area. We all have our own personal 
strengths and interests.

 2. StudentS interview partnerS to identify their StrengthS.

Distribute one copy of the “Strengths Interview” activity sheet(#2) to each 
student. Divide the class into pairs and provide these directions for students:

• Take turns interviewing one another. 

• Your task is to find out five of your partner’s strength  

• No matter how much your partner tries to convince you that he or she 
doesn’t have any more strengths, you must keep asking until you’ve written 
down five

• If your partner says that he or she has no strengths, ask specific question  
about his or her interests. A person’s interests often prompt the pursuit of 
related activities. For example, someone who loves music might learn how 
to play the guitar or the saxophone. Over time, he or she may discover a 
musical talent or a level of expertise that makes this a strength.

Allow five minutes for each interview
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 3. StudentS diScuSS the activity.

Elicit students’ comments on the experience of interviewing their peers. Ask 
questions such as the following:

• Were you surprised to find that you had a lot in common

• Did you learn anything new while you were interviewing your partner?

Part III   Take It Outside (5 minutes)

Purpose: Students discuss the importance of identifying their strengths.

 1. StudentS diScuSS why knowing their StrengthS can be uSeful.

Ask students why they think it might be important to know their strengths. 
(Students might reply: because it helps us keep our self-respect, because it helps us 
to make decisions.)

Ask students how they can continue to use these strengths in their everyday 
lives. Point out that they don’t need to stop with the five they listed in part II  
They should take time to think about other strengths they possess and how 
they might use them.

 2. StudentS apply what they’ve learned.

Encourage students to write down their strengths on paper and post them 
on their bedroom wall, mirror, or locker door as a reminder. Explain that 
reminding ourselves of our special qualities will help us to persevere when 
we’re experiencing challenges.

Conclusion (2 minutes)

Have students respond to the questions posed in the starter. Elicit from students 
the following key points that were taught in this lesson:

• Everyone has strengths. 

• Some of our strengths are shared by others. Some are unique.

• It’s important for each of us to know our strengths and use them every day.

Questions for Assessment

1. List three of your personal strengths.

2. Explain how one of your strengths helps you in your daily life.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Our strengths are our tools.” 
–Joe Batten, management consultant 
and author

Activity: Have students write a para-
graph or draw a picture that shows how 
they use their strengths every day.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create or 
bring in an object that represents their 
strengths.

Invite students to share how the object 
represents their strengths.

Extension: Writing in Your Journal

Activity: Have students write about 
the strengths they possess and times 
when they have used these strengths.

Discuss with students the importance 
of being able to identify and focus on 
their own strengths.

Extension: Using Technology

Activity: Show students a video about 
someone with many strengths.

After viewing the video, ask students to 
create a list of the person’s strengths.

Extension: Homework

Activity: Have students write an 
autobiography that focuses on their 
strengths.

Ask students to share their autobiogra-
phies with the class.

Extension: Additional Resources

Activity: Have students review bio-
graphical information for well-known 
people.

Ask students to find and share strengths
that may be surprising or not well-
known (for instance, an athlete who is 
skilled at painting).
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Jeopardy

Sports & Fitness

10

20

30

40

50

Arts & Music

10

20

30

40

50

Friends & Family

10

20

30

40

50

School Subjects

10

20

30

40

50

Just for Fun

10

20

30

40

50

Notes:
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Five of ___________________________________’s Strengths
Name of interviewee

1.

2.

3.

4.

5.

Interviewed by ______________________________________.
Name

StrengthS IntervIew



 Lesson

 Establishing 
 What’s Important

A G E N D A
n   Starter

n   The Top 10

n   Hmm, Let Me Think About That

n   “To Thine Own Self Be True”

n   Conclusion

n   Questions for Assessment

Students will examine and determine their personal values.

Students will make decisions based on their values.

Students will practice resisting pressure to make decisions that are not in line  
with their personal values.

Materials Needed

• One copy of the “Top 10” activity sheet (#3) for each student (Part I)

3
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Starter (3 minutes)

Ask students to identify who George Lucas is. (He is the writer and director who 
created Star Wars, Raiders of the Lost Ark, and the sequels to those movies. He 
is also the owner of Industrial Light and Magic, a computer technology com-
pany that creates the special effects for movies like Iron Man and Pirates of the 
Caribbean.)

Tell students that Lucas was quoted as saying, “I used to think there was nothing 
more important in the world than making movies, but there is…raising children is 
more important.”

From his blockbuster films, we know that George Lucas is an accomplished fi -
maker who has invested a great deal of effort in his career. However, it is reported 
that he also made a decision to take a 16-year break to raise his children as a single 
father. Point out that this decision would indicate that George Lucas values his 
family. Explain to students that although most people cannot afford to leave their 
jobs in order to raise their children as George Lucas did, everyone makes choices 
about their lifestyle, their values, and the priorities in their lives. This is how we 
establish what is most important to us.

Part I   The Top 10 (20 minutes)

Purpose: Students examine and determine their personal values.

 1. StudentS identify the people, placeS, and thingS that are impor-
tant to them.

Distribute a copy of the “Top 10” activity sheet (#3) to each student. Explain 
that these top 10 lists are meant to help them discover who and what is 
important to them. Direct students to think about what they really feel before 
they start writing. Tell students to list their top 10 choices for each category.

Allow students 10 minutes to complete the activity sheet.

 2. StudentS examine their choiceS and draw concluSionS about their 
perSonal valueS.

When students have completed the activity sheet, ask the following questions:

• Look at your top 10 list of people. Are they mostly friends or family? Are 
they people that you’ve known for a long time? Are they people you know 
well or admire from a distance? What qualities of character, if any, do these 
people share?

• Look at your top 10 list of things you like to do. Are they things you do 
with others or alone? Do you mostly use your body, your mind, or both to 
do them? Can you do them near your home, or must you travel? Do they 
cost a lot of money, or are they free?

• Look at your top 10 list of places. Are they near or far? Do you like to go 
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there alone or with other people? Are they all real or are some imaginary? 
Do they cost a lot of money, or are they free?

• Look at your top 10 list of things you’d like to own. What did you write 
down? How do these things reflect your values? If, for example, your list i  
filled with clothes, does this mean that you value looking good

• Look at your top 10 list of rules to live by. What qualities of character do 
these rules reflect (e.g., honesty, loyalty, perseverance)

Guide students to conclude that the people, places, and things that are impor-
tant to us and the rules we live by reflect who we are and what we value. W  
all have things that we value, and those values affect every choice we make.

Part II   Hmm, Let Me Think About That (10 minutes)

Purpose: Students make decisions based on their values.

 1. StudentS prepare for the activity.

Explain that you will be presenting students with a series of choices. Students 
will make a choice and either stand up or remain seated, depending on where 
you point. Demonstrate how this will work by saying: “For example, I will ask 
if you would rather have X (point up, meaning stand up) or Y (point down, 
meaning remain seated).”

 2. StudentS make Some choiceS.

Ask a series of questions like the following, beginning with simple choices and 
moving to more difficult ones

• Would you rather dress up or dress down?

• Would you rather be on stage or in the audience?

• Would you rather be an athlete or an artist?

• Would you rather have dinner at home with your family, or go to a fast-
food restaurant with friends?

• Would you rather take a long walk by yourself, or be with friends?

• Would you rather be healthy but poor, or sick but very rich?

 3. StudentS reflect on the choiceS they made.

Ask students if they thought the choices became more difficult toward 
the end. Encourage them to explain why and tell how they finally made a 
decision. Explain that the decisions and choices we make are influenced by 
what is important to us, or what we value. Point out that everyone made 
different choices, and that there are as many different sets of values as 
there are people.
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Part III   “To Thine Own Self Be True” (15 minutes)

Purpose: Students practice resisting pressure to make decisions that are not com-
patible with their personal values.

 1. StudentS perform role playS.

Share the following quote from William Shakespeare’s Hamlet: “To thine own 
self be true.” Discuss the meaning of this quote. Explain that once we know 
what’s important to us, we must live by those values, even in the face of pres-
sure.

Divide the class into three groups. Have each group brainstorm one of the 
following scenarios and act it out for the class:

• You’re at a party with a popular crowd, and someone you like and want to 
impress is encouraging you to do drugs. What do you do?

• Someone you like has the answers to your midterm exam and is passing 
them around. You’ve been worried about passing this course—it’s a tough 
one. There’s little chance of getting caught because almost everyone who’s 
been approached has taken the answers, so they’re not likely to snitch. 
What do you do?

• You notice that your friends like to taunt the less-popular students at 
school. They want you to join in, and they tease you when you don’t. 
What do you do?

Discuss the difficulty of maintaining your values in the face of pressure t  
change them. Remind students that self-respect, as well as the respect of oth-
ers, is strongly tied to our values. Ask students if they think that self-respect 
is more important than having the respect of others. Point out that self-
respect is defined by a person’s own value system, while the respect of other  
is defined by their value systems. Since another person’s value system may b  
different from their own, remind students again of the quote, “To thine own 
self be true.”

 2. StudentS apply what they have learned.

Have students write a paragraph describing a time when their values conflicte  
with the values of someone close to them. Ask volunteers to read their para-
graphs out loud. Have the rest of the class suggest resolutions to the conflicts
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Conclusion (2 minutes)

Ask students to name the one thing that is of paramount importance to them. 
Elicit from students the following key points that were taught in this lesson:

• The things you value influence everything you do

• Decide what things you value and make choices based on them.

• Stay true to your beliefs in your actions. Make decisions that are aligned with 
the rules that you live by.

Questions for Assessment

1. List three values that are important to you. Explain how these values influenc  
your actions.

2. Explain what is meant by the saying “To thine own self be true.”

3. On whose values is self-respect based? What about the respect of others?
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Extension: Using Quotations

Quote: “Try not to become a man of 
success, but rather try to become a man 
of value.” –Albert Einstein

Activity: Ask, “If you were to live by 
your values, do you think you would 
be vulnerable to pressure from peers? 
Why? Why not?” Brainstorm with stu-
dents ways to stick to their own values.

Extension: Addressing Multiple 
Learning Styles

Activity: Ask students to stand in the 
middle of the room. Label the corners 
of the room “strongly agree,” “some-
what agree,” “strongly disagree,” and 
“somewhat disagree.” Ask students 
questions related to values. Tell stu-
dents to go to the corner that repre-
sents how they feel.

Have students explain why they feel the 
way they do.

Extension: Writing in Your Journal

Activity: Have students write about 
a person whom they think has values 
similar to their own, why they think 
this is the case, and whom they would 
like to share common values with.

Discuss with students how values are 
formed and how values might change.

Extension: Using Technology

Activity: Watch a high-school themed 
movie as a class. Talk with students 
about the values (or lack thereof) that 
were represented in the film. Ask, “Are
these values realistic? Do you agree with 
or accept the values portrayed?”

Extension: Homework

Activity: Ask students to create a “Me 
Bag.” Students should decorate a bag 
or box and fill it with items that repr -
sent them and their values.

Have students describe the contents of 
their “Me Bag.”

Extension: Additional Resources

Activity: Choose a short story that 
emphasizes values, and share it with the 
class.

Have students choose and share their 
favorite quote from the story.

L E S S O N  E X T E N S I O N S
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The top 10 people in my life:

1. 6.

2. 7.

3. 8.

4. 9.

5. 10.

The top 10 things I like to do:

1. 6.

2. 7.

3. 8.

4. 9.

5. 10.

The top 10 places I like to go:

1. 6.

2. 7.

3. 8.

4. 9.

5. 10.

top 10
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The top 10 things I’d like to own:

1. 6.

2. 7.

3. 8.

4. 9.

5. 10.

The top 10 rules I live by:

1. 6.

2. 7.

3. 8.

4. 9.

5. 10.

The top 10 dreams I have for the future:

1. 6.

2. 7.

3. 8.

4. 9.

5. 10.

top 10
(continued)



 Lesson

 
 Improving Well-Being

A G E N D A
n   Starter
n   Be a Health “Freak”
n   Say Yes to Less Stress
n   A Day at the Health Club
n   Conclusion
n   Questions for Assessment

Students will identify good health and physical fitness as essential to self-esteem

Students will identify stress factors in their lives, and explore ways to manage and 
reduce them.

Materials Needed

• One copy of the “MyPlate” activity sheet (#4) for each student (Part I)

• One copy of the “Say Yes to Less Stress” activity sheet (#5) for each student 
(Part II)
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Starter (3 minutes)

Give students the following directions:

• Raise your hand if you ate a cookie, drank soda, or ate a candy bar yesterday.

• Raise your hand if you stayed up late last night, regardless of the reason.

• Raise your hand if you get less than one hour of exercise a week. (Point out 
that exercise does not have to be a sport.)

Tell students that in this lesson they’ll be learning how diet, exercise, and sleep 
affect their health, and they’ll see how good health can make it easier for them to 
feel, think, and perform their best.

Part I   Be a Health “Freak” (15 minutes)

Purpose: Students examine how healthy patterns of diet, exercise, and sleep can 
help them look and feel their best.

 1. StudentS review important food groupS and the need for a bal-
anced diet.

Distribute copies of the “MyPlate” activity sheet (#4) to each student. Explain 
that the food we eat affects our energy level and our ability to do things well. 
A balanced diet means eating different kinds of food in proper quantities. This 
food gives our body the nutrients it needs to work and grow. A balanced diet 
also helps us look our best; it keeps our skin healthy and makes our hair and 
bones stronger.

Briefly discuss each section of the chart and ask students to brainstorm a list o  
favorite foods from each group:

• Grains (like bread, cereal, rice, and pasta) are high in proteins and carbo-
hydrates. They are important for creating energy. Notice how this section 
takes up a large portion of the plate.

• Vegetables and fruits are high in vitamins and nutrients that help figh  
infection and disease. Fruits are also a good source of energy. These two 
portions take up half of the plate, meaning that half of our meals should 
consist of fruits and vegetables.

• Sources of protein, such as meat, poultry, fish, beans, eggs, and nuts, should b  
a part of every meal, as they provide us with the building blocks of the body.

• The small cup represents dairy products, like low-fat yogurt or milk. We 
should include dairy products with our meals, as they give us calcium, 
which helps our bones and teeth grow strong. Those who are lactose intol-
erant can have lactose-free dairy or calcium-fortified soy milk

• Oils, sweets, and unhealthy fats (which aren’t even shown on the plate) are 
foods to eat sparingly; these foods include potato chips, French fries, fried 
chicken, cookies, and soda. Fats and oils can clog our arteries and affect the 
way our heart functions. Sweets have no nutritional value and can cause 
health problems.
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By a show of hands for each food group, poll students to see if they are eating 
appropriate amounts from each group. Discuss ways to change eating habits, 
such as eating fewer sweets, eating more fruit, eating three small meals a day, 
and having healthy snacks between meals.

 2. StudentS examine how food affectS Self-eSteem.

  Ask students to finish each sentence

• When I eat too much candy, I feel ___ (heavy, tired).

• When I feel that way, I have a ___ (hard) time getting things done.

• When that happens, I feel ___ (bad) about myself.

• When I eat a balanced diet, I feel ___ (good, energetic, strong).

• When I feel that way, I have a(n) ___ (easy) time getting things done.

• When that happens, I feel ___ (good) about myself.

Have students write their own series of sentences like the ones above to show how 
food affects their self-esteem. Encourage them to share their thoughts with partners.

 3. StudentS review the need for exerciSe.
Explain that exercise increases energy. It increases the flow of oxygen t  
the brain, which stimulates the mind and body. It strengthens our muscles, 
bones, and other tissues and organs.

Tell students to brainstorm a list of physical activities that they enjoy. Write 
responses on the board.

Have students stand and stretch. Lead them in some bending and stretching 
exercises to get their oxygen flowing. Invite volunteers to share some exe -
cises they know and lead the class in them.

 4. StudentS examine how exerciSe affectS Self-eSteem.

Have students work in pairs to role-play a scene between a healthy person and 
a couch potato. Each healthy person must try to convince his or her couch-
potato friend that exercise will improve his or her life. Tell the healthy people 
that they have three minutes to provide their friends with at least three com-
pelling reasons why exercise will bolster their self-confidence. They shoul  
then switch roles and repeat the procedure. When students have finished, ask

• How many couch potatoes were convinced to change their ways? What was 
said that convinced you to change?

• How many couch potatoes held firm to the couch? What, for you, are th  
benefits of being a couch potato

Point out that exercise also relieves the body of tension and stress. Ask stu-
dents if they have ever noticed that going out and doing something helps 
them feel better when they’re angry or upset. Remind students that getting a 
good night’s sleep (seven to 10 hours) also helps them to become more pro-
ductive by relaxing the mind and body.

 lesson 4  improving Well-Being 48x



Part II   Say Yes to Less Stress (15 minutes)

Purpose: Students identify stress factors in their lives, and explore ways to manage 
and reduce that stress.

 1. StudentS diScuSS common SourceS and SignalS of StreSS.

Explain that stress is tension, or a feeling of pressure or anxiety. Stress occurs 
when you feel out of control or under a lot of pressure, and it affects how you 
respond to people or situations. Ask students to provide an example of an 
event that causes them to feel stress, either at school, at home, on the job (if 
they have one), with their friends, or in the community.

Have a volunteer write student responses on the board.

Tell students to describe how they know that they’re feeling stress. Ask: 

• Does your body send you signals? (Students may mention common signals, 
such as back, neck, or stomach pains.)

• Does your mind send you signals? How do your feelings or emotions 
change? (Students may suggest that they get angry or frustrated.)

• How does your behavior change? (Some may retreat inside themselves and 
become quiet. Others may show anxiety by talking too loudly or quickly.)

Point out that you can’t always control the events in your life, but you can 
control your behavior.

 2. StudentS explore wayS to reSpond to StreSSful SituationS.

Discuss the following scenarios:

• You have a test at school. What are three things you can do to feel confi-
dent instead of anxious? (Students may answer: study hard, be prepared, get 
a good night’s sleep.)

• You’re coming home late from work. You feel unsafe on the street where 
you are walking. What can you do to make yourself feel less anxious? 
(Students may say: walk under street lights or where people can see you, carry a 
whistle or something that makes noise, plan to walk with someone rather than 
alone, take a longer but safer route to get home.)

Distribute one copy of the “Say Yes to Less Stress” activity sheet (#5) to each 
student. Allow students five minutes to complete this activity sheet

When students have finished, have them discuss how they try to reduce stres  
in their lives. Encourage students to offer helpful suggestions to one another 
about techniques that work for them. Invite volunteers who are familiar with 
breathing strategies, for example, to lead the class in some exercises. Other 
students may have expertise in yoga, relaxation, meditation, or cultural tradi-
tions that they can share.
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Part III   A Day at the Health Club (15 minutes)

Purpose: Students plan a healthy routine of diet, exercise, and sleep, including 
some strategies to foster less stress.

 1. StudentS apply what they have learned by planning a “day at the 
health club.”

Divide the class into groups of five or six. Explain that each group is going to plan  
pretend “day at the health club” for the class. The plan must include the following:

• A menu for breakfast, lunch, and dinner that is healthy and nutritious, and 
has the proper quantities of all the food groups for each meal

• A schedule of daily exercise, including sports, workouts, and walks

• A separate schedule of lectures and classes on stress-reduction techniques, includ-
ing breathing strategies, relaxation, meditation, yoga, and cultural traditions 

Allow 10 minutes for students to prepare the plan.

 2. StudentS Share their planS.

Allow each group to share its plan with the class. Have the class evaluate the 
plans and determine the one that would be most healthy. Explain to students 
that while it is unlikely that they will be able to incorporate all of the “health 
club” activities in their daily lives, they should make an effort to include some.

Conclusion (2 minutes)

Ask students to summarize the ways diet, exercise, and stress reduction impact their 
lives. Elicit from students the following key points that were taught in this lesson:

• When you are healthy, you look, feel, think, and do your best.

• The food you eat affects your energy and your health.

• Exercise increases your energy. It strengthens your body and relieves tension 
and stress.

• Healthy, well-rested people are better prepared to deal with stress.

• Often, we can control the amount of stress in our lives by determining how to 
respond to stressful situations.

Questions for Assessment

1. Create a menu for a healthy, well-balanced meal.

2. List three benefits of regular exercise

3. List three techniques for reducing stress.

 lesson 4  improving Well-Being 50x



x51 ConfidenCe Building

Extension: Using Quotations

Quote: “Remember to create a code of 
behavior to guide your actions toward 
a healthy lifestyle.” –Glenn Van Ekeren

Activity: Have students create an out-
line to healthy living that is possible for 
them to follow. Discuss the elements of 
healthy living.

Extension: Addressing Multiple 
Learning Styles

Activity: Explain to students that stress 
reduction techniques that are effective 
for one person may not work for anoth-
er. Have students research various tech-
niques and identify three each that they 
feel might be useful to them. Have each 
student share one technique and create 
a summary list to share with the class.

Extension: Writing in Your Journal

Activity: Challenge students to keep 
a record of the times they feel stressed 
throughout the week. Have them write 
down what made them stressed and 
how they dealt with the stress.

After one week, have students report 
the results of their stress records to the 
class.

Extension: Using Technology

Activity: Have students visit  
https://www.choosemyplate.gov/
MyPlate-Daily-Checklist-input. Tell 
them to fill out the form that appears to
receive a daily food plan that is custom-
ized for their height and weight.

Have students print their plans. As a 
class, discuss ways and make a commit-
ment to follow the plans.

Extension: Homework

Activity: Have students choose four 
foods in their homes and estimate the 
nutrition information of each (e.g., 
calories, fat, protein). Have them look 
at the panel on the side or back and see 
if the foods were as nutritious as they 
thought.

Have students report their findings to
the class.

Extension: Additional Resources

Activity: Show a yoga or exercise 
video to the class. Have students follow 
along, if possible.

Discuss with students how the yoga or 
exercise made them feel (or could make 
them feel).

L E S S O N  E X T E N S I O N S



 Lesson

 Developing 
 Personal Power

A G E N D A
n   Starter
n   The Power Within
n   Who’s the Boss?
n   Power for Positive Change
n   Conclusion
n   Questions for Assessment

Students will develop an understanding of power.

Students will identify the forms that power can take.

Students will identify the power of personal responsibility.
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Starter (3 minutes)

Clear a space in the classroom big enough for students to walk around in it. Tell 
students to stand in that space. Ask them to select (in their minds) two other stu-
dents and to keep these students’ identities a secret. Explain that each student’s 
goal is to walk around the room until he or she is equidistant from the two chosen 
students. Give students three minutes to achieve their goal. They will notice that 
each time one student moves it affects the movement of everyone else in the room.

Elicit from students that this is an example of how they have the power to effect 
change in their environment. Physical and mental power worked together to effect 
the change.

Tell students that they probably have much more personal power than they think.

Part I   The Power Within (13 minutes)

Purpose: Students identify power in its many forms, including the decisions they make.

 1. StudentS explore different formS of power.

Remind students that the exercise they’ve just completed shows that strength 
and intelligence can become sources of personal power. By asking questions 
such as the following, prompt students to think about other things that give 
people power:

• Does health give people power?

• Does wealth give people power?

• Does beauty give people power?

• Does physical size give people power?

• Does knowledge give people power?

• Does popularity give people power?

• Does the ability to communicate give people power?

Encourage students to explain their answers.

Write student responses where everyone can see. Afterward, take a quick poll 
of the class, item by item, to see how many agree that the things they listed 
really give people power. Ask students to provide examples of newsmakers 
or people from the past who used these forms of power. Have them identify 
what these people have accomplished through their own personal power.

 2. StudentS conSider the true SourceS of power.

Have students name someone or something that has more power than they 
do. Ask students to explain the source of this power.

Explore examples given to help guide students to the source of true power. 
For example, if a student says a judge or the courts have power because they 
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can suspend a person’s driver’s license, make the following points in sequence:

• Explain that even though the court has the power to suspend a person’s 
driver’s license, it does not have to do so.

• Before the court suspends a license, it gathers information on the offense 
and makes a decision about it.

• Prior to the court’s decision to suspend a license, the driver made a deci-
sion to violate the law.

• What decision might the driver have made? (Among other things, students 
might answer: speeding, or drinking and driving.)

Lead students to conclude that the ability to make choices is a kind of power. 
As students agree, add “the ability to make a choice” to the list on the board 
and circle it. Tell students that they will spend more time later in this course 
learning about how to make better decisions.

Part II   Who’s the Boss? (15 minutes)

Purpose: Students explore the use of personal power to influence their own lives

 1. StudentS rate their effectiveneSS on a Scale of one to 10.

Tell students to write down a number from one to 10 that rates the amount 
of power they feel they have to do the following (10 is the largest amount of 
power, one is the smallest amount of power):

• Wear what they want

• Get good grades in school

• Get a part-time job

• Go out with the girl or boy that they like

Once students have added up their numbers, tell students that a score above 
20 means that they have a fair amount of personal power and they know it! A 
score below 20 means that they probably have more personal power than they 
think. Explain that they will look at how they use their decision making power 
to influence their lives

 2. StudentS apply deciSion making power to aSpectS of their daily liveS.

Review each of the above questions with students to see how they rated them-
selves. Ask students who rated themselves five or above on their power to ge  
good grades to pair with students who rated themselves less than five. sk stu-
dents who rated themselves five or above to describe ways in which the choice  
they make help influence their grades. Then, ask students who rated themselves 
less than five to brainstorm ways in which they can get better grades in school  
Repeat this procedure for the third and fourth items on the list.
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Part III   Power for Positive Change (15 minutes)

Purpose: Students recognize the power of personal responsibility.

 1. StudentS apply their perSonal power to effect poSitive change.

Remind students that we alone are responsible for how we use our personal 
power. Throughout history, people have used and abused different forms of 
power. Ask students for examples of uses and abuses of power in today’s news. 
For abuses, have volunteers offer one or two options for positive change.

Point out that our personal power can be used to effect change, not only in 
our own lives, but in the lives of those in our families, our schools, and our 
communities.

Divide the class into groups of three or four, and ask each group to choose 
something they’d like to change about their school. Have them decide upon 
a plan to use their personal power to effect change. Point out that this power 
may take different forms within the group. Ask students to try to identify the 
forms of power (such as intelligence, wit, and decision making) they will use 
to effect a positive change in their school community.

 2. StudentS preSent their planS.

Ask each group to present its plan. Have the whole class reach consensus on 
whether to present one or more of the plans to the school principal. Discuss 
with students the criteria they used to determine the importance of the issue 
and the readiness of the plan. Point out the variety of ways in which students 
can choose to use the power they have.

Conclusion (2 minutes)

Remind students that their goal should be to use their personal power to posi-
tively influence their lives. Ask students to identify situations in their own lives i  
which they can begin to make their personal power work for them. Elicit from 
students the following key points that were taught in this lesson:

• Personal power lies in the choices we make.

• Your choices will affect your own life and often the lives of others.

• You alone are responsible for how you use your power.

Questions for Assessment

1. List three things that can give people power.

2. Name someone who has a lot of power. What kind of power does this person 
have? How did this person get this power?

3. List three things in your life that you have the power to control.

x55 ConfidenCe Building



 lesson 5  developing personal poWer 56x

L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Actually, I have no regard 
for money. Aside from its purchasing 
power, it’s completely useless as far as 
I’m concerned.” –Alfred Hitchcock

Activity: Have students interpret 
this quote. Discuss students’ views on 
money as a source of power.

Extension: Addressing Multiple 
Learning Styles

Activity: Have small groups of stu-
dents create posters or electronic col-
lages that represent personal power.

Allow each group to show their poster 
and explain how it represents personal 
power.

Extension: Writing in Your Journal

Activity: Have students write about 
the personal power they possess and 
how they will use this power in a posi-
tive way.

Discuss with students the forms and 
uses of personal power.

Extension: Using Technology

Activity: Have each student choose a 
person he/she thinks has or had power. 
Tell each to research that person using 
the internet or traditional resources.

Have students report their findings to
the class. Have them identify the type 
of power the person they chose had/
has and how he or she used it.

Extension: Homework

Activity: Have students clip a newspa-
per article in which ordinary people use 
personal power to effect change among 
their families, friends, schools, or com-
munities.

Discuss everyday and “newsworthy” 
instances of personal power.

Extension: Additional Resources

Activity: Have students review biog-
raphies of leaders. (You may want to 
choose a particular group of leaders, 
such as women, African Americans, 
politicians, etc.)

Discuss the reasons why each person 
studied had/has power. Discuss how 
each person used his or her power. 
Write responses on the board or on an  
interactive projection device.
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Say yeS to leSS StreSS

 the Source the Signal i Say yeS to leSS StreSS by—

1. a.

2. b.

3. c.

4. d.

5. e.
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affect: To have an influence on or cause a change in

anxious: Uneasy about an event or matter; worried.

concept: An abstract idea; a thought, notion, or plan.

effect: To bring about.

effective: 1. Having an intended result or accomplishment. 2. Producing a strong 
impression or response.

expertise: 1. Skill or knowledge in a particular area. 2. Expert advice or opinion.

foster: To promote the growth and development of; nurture; cultivate.

nutrient: A source of nourishment, especially a nourishing ingredient in a food.

objectivity: 1. Being uninfluenced by emotions or personal prejudices. 2. Basing opinion  
on observed facts.

perseverance: Condition or state of staying with a course of action, belief, or purpose; 
steadfastness.

personal values: Principles, standards, or qualities that a person considers worthwhile or 
desirable.

respect: 1. To feel or show regard, honor, or esteem. 2. To value.

self-esteem: 1. Pride in oneself; self-respect. 2. A good opinion of oneself.

stress: A state of extreme difficulty, pressure, or strain capable of affecting physical health

Glossary
Confidence Building
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 Lesson

 understanding 
 nonverbal Communication

A G E N D A
	 n   Starter 
	 n   Shh…It Goes Over Here
	 n   What Am I Trying to Tell You?
	 n   It’s in the Delivery
	 n   Conclusion
	 n   Questions for Assessment

Students will identify nonverbal cues.

Students will analyze nonverbal cues to determine the messages they convey. 

Students will demonstrate and apply nonverbal communication in real-life  
situations. 

Students will evaluate the importance of nonverbal cues to communication.

Materials Needed

• Two pictures of faces, one displaying a positive emotion and one displaying a 
negative emotion (Starter)

• Copies of the “Square Puzzle Set” activity sheet (#1), cut into pieces for each 
group of three students (Part I) 

• Five index cards, each card stating one of these emotions: happiness, sadness, 
anger, fear, or worry (Part II)

• Student- or teacher-developed scenarios from real life that lend themselves 
to obvious nonverbal messages (e.g., a disappointing test score, reaction to a 
rumor) (Part III)

• One copy of the “Critique Sheet” activity sheet (#2) for each group (Part III)
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Starter (3 minutes)

Show students the two pictures. Ask students to determine what emotion each 
image is showing. Have students explain their answers. Students should mention 
nonverbal cues evident in the facial expressions.

Explain to students that they will learn in this lesson how to interpret and use 
nonverbal communication.

Part I Shh…It Goes Over Here (15 minutes)

Purpose: Students explore the concept of nonverbal communication by working 
on a puzzle with a small group.

 1. StudentS work in groupS of three to Silently put together a 
Square puzzle.

Organize students into groups of three. Give each group a cut-up copy of the 
“Square Puzzle Set” activity sheet (#1). Read the following rules aloud to the 
class: 

• Each team has seven minutes to put the puzzle together without speaking 
to each other. 

• Any team that is talking or writing notes will be disqualified. 

• When teams complete the puzzle, they should cover the solution and raise 
their hands. I will come to check the solution.

Suggest that as students work to solve the puzzle, they pay attention to the 
interaction within their group. Time the activity.

 2. StudentS identify the nonverbal cueS they uSed.

Ask teams to list what they observed as they were solving the puzzle.

Inquire how the team members communicated. Have students identify the 
positive and negative nonverbal messages that they saw during this activity, 
and how these messages were conveyed. Student responses should include 
eye contact, facial expressions, gestures, and body language. Write student 
responses where everyone can see. You will refer to this list in part III.

 3. StudentS diScuSS the difficulty of the taSk.

Ask students if the task was easy or difficult. Have students explain their 
answers.

Ask students what they felt as they first tried to solve the puzzle. Inquire if 
their feelings changed and if the nonverbal communication became easier as 
time passed.

 4. StudentS analyze their experience.
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Tell students that the puzzle would have been easier to solve if they had been 
allowed to speak, but you wanted them to experience nonverbal communica-
tion. Explain that there are many forms of communication other than speaking.

Have teams summarize their experience for each other and explain any 
insights that occurred to them during the game and the class discussion. 
Circulate the room and write down some of the insights that you overhear. Be 
sure to share at least one from each group with the entire class.

Ask students to name forms of communication that do not require speaking. 
Call on a volunteer to review the list of forms of communication nonverbally.

Part II  What Am I Trying to Tell You? (10 minutes)

Purpose: Students experience and understand the power of nonverbal cues.

 1. StudentS demonStrate nonverbal communication.

Ask for five volunteers. Give each volunteer an index card with an emotion 
written on it. Tell the volunteers to communicate to the class their assigned 
emotions using only nonverbal cues. Have students write down the emotions 
they think the volunteers were trying to convey. 

As a class, have students share what they wrote down. Have the volunteers 
identify the emotion they each attempted to communicate.

 2. StudentS explain why recognizing nonverbal cueS can help them 
underStand otherS.

Tell students that the volunteers communicated the emotions through ges-
tures, facial expressions, and body language. Ask students to identify the 
gestures, facial expressions, and body language that the volunteers used to 
communicate the emotions. List the responses where everyone can see. 

Inquire how recognizing the messages of nonverbal communication might be 
helpful. Direct students to the understanding that knowledge of nonverbal 
communication can help them recognize what an individual is really feeling 
and thinking. 

 3. StudentS explain how uSing nonverbal cueS can help them  
communicate with otherS.

Have students identify how they want others to see them. Have them iden-
tify what image they might wish to project when interviewing for a job, when 
talking to a new student, or in other real-life situations. Responses might 
include friendly, confident, powerful, etc. Ask students to model or explain 
how they might communicate these traits nonverbally.

Ask students to explain why effective nonverbal communication can be a valu-
able tool to use. Help them understand that effective nonverbal communica-
tion can strengthen the message that they wish to communicate.
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 4. StudentS Summarize what they have learned.

Have students summarize what they have learned about nonverbal communi-
cation. If students need a jump-start, explain the following:

• We all experience nonverbal communication every day. 

• We use it to understand what people are communicating to us. 

• We send nonverbal messages through our facial expressions, body lan-
guage, gestures, and eye contact.

• Effective nonverbal communication can make our messages stronger and 
clearer.

Part III  It’s in the Delivery (20 minutes)

Purpose: Students practice what they have learned about nonverbal communica-
tion by role-playing everyday situations.

 1. StudentS prepare to role-play effective nonverbal communication.

Explain to students that they will role-play different scenarios in which non-
verbal communication is an important method of getting a point across. Their 
goal in these role plays is to use their nonverbal communication skills to make 
the point effectively. Tell students that the class will evaluate each performance.

Have students return to their groups from part I of this lesson. Provide each 
group with one of the real-life scenarios, and have them prepare their role plays.

 2. StudentS preSent their role playS.

Ask each group to present its role play to the class. Have students carefully 
observe the nonverbal communication that takes place. During a few of the 
role plays, tell the performers to freeze. Explain that when students hear this, 
they are to freeze in their current poses. Quietly tell one student in the role 
play to alter his or her nonverbal messages so that they conflict with the verbal 
messages that he or she is sending. After each scenario is presented, give the 
groups a minute or two to critique the performances. (See step 3 below.) 

 3. StudentS critique the performanceS.

After the first performance, distribute a copy of the “Critique Sheet” activity 
sheet (#2) to each group. Have the groups identify the nonverbal communi-
cation techniques used in each performance and evaluate their effectiveness. 
Clarify for students that they are not judging the acting performance, but 
weighing the appropriateness of the nonverbal communication used in the 
role play.

 4. StudentS identify exampleS of good nonverbal communication. 

After students have finished the performances and the evaluations, ask each 
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group for an example from the scenarios of powerful and effective nonverbal 
communication. 

 5. StudentS diScuSS and analyze conflicting meSSageS.

Ask students to recall the conflicting messages that were portrayed when you 
stopped some of the role plays. Ask students whether the verbal or nonverbal 
cues were stronger. 

Conclusion (2 minutes)

Ask students to name examples of nonverbal communication that occur in their 
daily lives. Ask them how using nonverbal communication effectively can be a 
powerful tool. Elicit from students the following key points that were taught in 
this lesson:

• People communicate their thoughts and feelings nonverbally.

• Paying attention to facial expressions, gestures, eye contact, and body 
language enables us to understand nonverbal messages.

• People send nonverbal messages constantly; we can learn to recognize and 
interpret others’ nonverbal messages.

• People have the ability to control the nonverbal messages they send.

Questions for Assessment

1. Describe three situations in the last week in which you communicated some-
thing nonverbally.

2. Describe a situation in which someone’s words say one thing and his or her 
nonverbal communication says something different.

3. Describe appropriate ways to communicate nonverbally with your friends, in 
class, and on a job interview.
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Extension: Using Quotations

Quote: “The most important thing in 
communication is to hear what isn’t 
being said.” –Peter Drucker, author 
of best-selling books on business and 
management

Activity: Have students write about 
the meaning of this quote. Ask them to 
relate an experience that might support 
Drucker’s quote.

Extension: Addressing Multiple 
Learning Styles

Activity: Ask students to observe 
other people and note the nonverbal 
communication they witness for a day.

Have the class discuss the nature of their 
observations (e.g., situations in which 
nonverbal communication was most evi-
dent, what was communicated).

Extension: Writing in Your Journal

Activity: Ask students to write about 
an incident in which nonverbal com-
munication was an important part of a 
message they gave or received.

Have volunteers share what they wrote 
with the class, or have students read 
each others’ journals and write brief 
responses.

Extension: Using Technology

Activity: Have students watch a clip of 
the first segment of a popular sitcom. 
Play this clip with the sound turned off.

Ask students to predict the plot and 
describe the nonverbal communication 
that supports their guesses. Replay the 
clip with the sound on to allow them to 
determine the accuracy of their guesses.

Extension: Homework

Activity: Have students use inter-
national business and travel books to 
research appropriate nonverbal behavior 
in other countries.

Have students demonstrate and explain 
proper nonverbal etiquette in other 
parts of the world.

Extension: Additional Resources

Activity: Invite a trial lawyer to talk 
about nonverbal communication in 
jury selection, the presentation of the 
defendant, and interactions with the 
judge and jury.

Have students take notes and write a 
summary.
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critique sheet
Directions:
1. Write a brief description of the situation in each “scenario” box.
2. Describe the nonverbal messages that each actor sent during their role play.
3. Identify if the nonverbal messages in each scenario were effective, and why.

 NoNverbal  effective or iNeffective?  
 messages seNt Why?

Scenario 1:

Scenario 2:

Scenario 3:

Scenario 4:



 Lesson

 
 Listening

A G E N D A
n   Starter

n   Listening Dos and Don’ts

n   Picking Up the Signals

n   Telephone

n   Conclusion

n   Questions for Assessment

Students will identify characteristics of active listening. 

Students will identify and familiarize themselves with the verbal and nonverbal  
signals that are important to good listening. 

Students will practice listening techniques and skills.

Materials Needed

• One copy of the “Listening Signals” activity sheet (#3) for each student (Part II)

2
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Starter (3 minutes)

Explain to students that you will begin the lesson with a riddle. Tell them not to 
say the answer if they have heard the riddle, because they will spoil it for those 
who have not heard it.

Tell students the following riddle: “A man walks into a museum, sees a portrait on 
the wall, and says ‘That man’s father is my father’s son.’ Who is the person in the 
picture?” (Answer: the first man’s son or nephew)

Allow students one minute to quietly figure out the answer. Tell students that you 
will tell them the answer at the end of the period. 

Explain that the reason you began the class with a riddle is to illustrate that a per-
son must do more than just hear what is being said—they must also listen very 
carefully. Point out that good listening means both hearing and understanding.

Explain to students that in this lesson they will discuss techniques that help people 
listen effectively.

Part I  Listening Dos and Don’ts (5 minutes)

Purpose: Students identify characteristics of active listening by observing role plays 
and discussing their observations. 

 1. StudentS obServe a demonStration of poor liStening habitS.

Note: Before beginning this activity, select a student volunteer. In order to pre-
vent hurt feelings, explain the activity to him or her privately before you begin. 

Ask the student to tell you about a favorite movie, plans for the weekend, or a 
special sport or hobby. Once the student begins speaking, act as though you are 
not paying attention by looking for your grade book, doodling, slouching, snor-
ing, asking unrelated questions, or repeating what the student says imprecisely. 

 2. StudentS identify poor liStening habitS.

Stop and ask students if they think that you were a good listener. Have them 
critique your listening. List the poor behaviors they observed where everyone 
can see.

Suggest that another poor listening habit is thinking about a response instead 
of listening to the speaker.

 3. StudentS identify good liStening techniqueS.

Have students suggest ways in which you could have been a better listener. 
Refer students to the list of poor listening habits to stimulate their thinking. 
(Student responses should include the following: making eye contact, attentive 
posture, nodding or performing other gestures that acknowledge understanding, 
asking questions, and repeating ideas in your own words.)

Write student suggestions next to the list of poor listening habits to make a  
list of dos and don’ts for listening.
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 4. StudentS obServe a demonStration of good liStening techniqueS.

Repeat the conversation with the volunteer, this time using good listening 
skills. If time allows, let other students take over your role.

 5. StudentS diScuSS liStening SkillS.

Explain that people know when someone is not listening. It is frustrating to  
a speaker when others are not being good, active listeners. 

Explain to students that as listeners, they can use the techniques just discussed 
to show the speaker that they are listening actively. These techniques can be 
summarized as focus on the speaker, confirm what he or she is saying, and 
respond with your won thoughts.

Refer to each suggestion on the listening dos list, and ask students to classify 
them as techniques for focusing, confirming, or responding. Write the appro-
priate word next to each suggestion on the list. 

Part II  Picking Up the Signals  (15 minutes)

Purpose: Students identify and familiarize themselves with signals that are impor-
tant to good listening.

 1. StudentS underStand the difference between liStening and  
hearing. 

Review with students that listening and hearing are not the same thing. 
People hear simply because sound reaches their ears—hearing is passive. 
Listening, on the other hand, is an active thinking skill that requires focus in 
order to understand, integrate, and evaluate/interpret what is heard.

 2. StudentS learn verbal SignalS that can help them focuS on  
important ideaS.

Explain that focusing is the key to listening. Tell students that they can devel-
op the important skill of focusing by learning to interpret signals. Explain 
that speakers often use signal words and phrases to alert listeners to important 
ideas. Recognizing a speaker’s signals helps a listener to focus on the message.

Distribute the “Listening Signals” activity sheet (#3) to students. Ask if any of 
these phrases seem familiar. Have students identify who might use them (e.g., 
parents, teachers, bosses, friends). Have students add other signal words and 
phrases to the sheet. Tell students that these verbal signals are important to 
remember as they listen to others.

 3. StudentS identify nonverbal SignalS.

Explain that speakers may guide listeners at certain points with movements and 
gestures to reinforce verbal signals. Ask students to generate a list of these non-
verbal signals. (Student responses may include moving arms, standing up, moving 
closer to listeners, etc.) Have them add their responses to their activity sheets. 
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Tell students that watching the speaker’s eyes and actions can help them to 
further understand what is being said. 

 4. StudentS work in pairS to practice uSing verbal and nonverbal Sig-
nalS.

Divide students into pairs. Have one student in each pair speak to his or 
her partner about an important topic (e.g., homework policy, plans for the 
future). The rest of the students should listen to their partners and observe 
their verbal and nonverbal signals. 

After one minute, ask students to switch roles. 

 5. StudentS diScuSS their obServationS.

As a class, discuss student observations. Ask them how being sensitive to sig-
nals improved their listening. 

Part III  Telephone (20 minutes)

Purpose: Students play a game of “Telephone” to practice their listening skills.

 1. StudentS prepare to play “telephone.”

Divide the class into groups of six. Have each group stand in a circle. Ask one 
volunteer from each group to join you at the front of the class. 

Give the volunteers the following directions:

• I am going to tell you a story. Your job is to listen carefully, and then to 
whisper the story to one other member of your group, using the exact 
words that I used.

• Don’t let the other members of the group hear you.

• Each person passes the story word for word to the next person.

• Use verbal and nonverbal signals to make sure your listener understands 
what you say.

Tell volunteers the following story:

Let’s begin with some facts. There are 15 passengers on a bus. At the 
first stop, four people get off the bus. Two are women, one is a man, 
and one is a baby. Next, two men get on and four children get off. 
That is the end of the story. 

 2. StudentS apply liStening SkillS to a game of “telephone.”

Explain that students are going to play a version of the game “Telephone.” 
Tell students that they will be practicing the “focus and confirm” techniques 
that they have been developing during this lesson:

• The listener focuses while listening. (Remind students of the techniques for 
focusing.)
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• The listener then confirms what has been heard by repeating it to the next 
listener.

Have the volunteers return to their groups and tell the story to the person on 
their right, who will then pass the story to the next person, and so on, until 
everyone in the group has heard the story.

 3. StudentS analyze the effectiveneSS of their liStening SkillS.

When all groups have completed the activity, ask the last person in each group 
to repeat to the class what he or she heard. 

Ask students if they know the driver’s name. Tell them that they can’t know 
the name because it was never said. Explain that good listening also means 
identifying what information isn’t being conveyed.

Ask students how many people are on the bus as the story ends. Allow stu-
dents a few minutes to work this out. If necessary, repeat the story. (There are 
10 people on the bus—nine passengers and the driver.)

Ask students to consider how effectively they think they listened, and whether 
good listening skills helped them to remember the story better.

Conclude by reminding students that active listening skills are an important 
part of good communication.

Conclusion (2 minutes)

Ask students how active listening contributes to effective communication. Elicit 
from students the following key points that were taught in this lesson:

• Being an active listener is key to good communication, and requires more 
than just hearing.

• To be a good listener, focus, confirm, and respond.

• Recognizing verbal and nonverbal signals enables us to focus our listening 
more effectively.

Questions for Assessment

1. What is the difference between hearing and listening?

2. What are the steps to being a good listener?

3. List three examples of bad listening techniques and three examples of good  
listening techniques.

4. Are you a good listener? Why or why not? What can you do to improve as a 
listener?
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Extension: Using Quotations

Quote: “The opposite of talking isn’t 
listening. The opposite of talking is 
waiting.” –Fran Lebowitz, American 
writer and critic

Activity: Ask students if they agree 
with this quote. Have them write cap-
tions for news photos of two people 
having a conversation. Tell them to 
include the thoughts of the “listener” to 
show what he or she is really thinking.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students prepare five-
minute oral reports on a person in the 
news. (Historical figures may also be 
included.) Explain that the class will be 
taking notes, so speakers should be sure 
to include appropriate verbal and non-
verbal signals.

Have students present their reports in 
small groups, with the other students pro-
viding feedback on the points covered.

Extension: Writing in Your Journal

Activity: Have students think about a 
time when someone was definitely not 
listening to them. Tell them to write 
about how they could tell the person 
wasn’t listening and what that felt like.

Have students share their writing in 
small groups and compile a class list of 
signs that someone isn’t listening.

Extension: Using Technology

Activity: Have students watch a talk or 
new show and evaluate the host’s listen-
ing skills during an interview.

Have each student write a review of the 
show, evaluating whether or not the 
host was an active listener. Compare 
student reviews with the opinions of 
professional reviewers.

Extension: Homework

Activity: Have students select one 
teacher in whose class they will prac-
tice specific listening skills for a week. 
Have students note how lectures begin 
and end, how the teacher indicates a 
change in topic, how he or she stresses 
something of importance, and how 
he or she uses the board. Ask students 
to list ways in which these techniques 
improve their listening comprehension.

Have volunteers create a transparency 
of their class notes and share them with 
the class.

Extension: Additional Resources

Activity: Divide the class into four 
groups: newspaper, television, internet, 
and magazine. Have groups list the 
methods that their assigned medium 
uses to capture attention, organize 
information, and alert readers/viewers 
to what is important or coming soon.

Have the class compare notes on the 
techniques used by each medium. Ask, 
“Why are they trying so hard to grab 
your attention and keep it? How are 
these methods similar to the signals sent 
by an instructor during a lesson?”
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listening signals

verbal sigNals NoNverbal sigNals

Introduction Speaking more loudly
Let’s discuss Speaking more emphatically
I want to talk about Movement
Today’s lecture covers Moving closer to the listener
First Eyes rolling
 Finger wagging
Main Ideas
Let me repeat 
This is really important 
Make a note of 
Remember that 

Change in Direction
Next
Let’s move on to
On the other hand
Even though

Major Details 
For instance
For example
Namely
The following reasons

Conclusion
Finally
The last point
In conclusion
All in all

additioNal sigNals
verbal NoNverbal

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________



 Lesson

 
 Listening Critically*

A G E N D A
SeSSion 1
n   Starter
n   It’s Not What They Said, But How They Said It
n   You Don’t Say!
n   Questions for Assessment—Session 1
SeSSion 2
n   One More Time
n   Critically Listening to the Media
n   Conclusion
n   Questions for Assessment—Session 2

Students will learn that critical listening means recognizing and filtering  
imprecise communication.

Students will practice critical listening and analyzing ambiguous messages.

Students will apply critical listening techniques to evaluate the media.

Materials Needed

SeSSion 1

• One copy of the “Critical Listening: Misleading Communication” activity 
sheet (#4) for each student (Part I)

• One copy of the “Critical Listening: Analysis” activity sheet (#5) for each 
group (Part II)

SeSSion 2

• A clip of a television news program, political speech, or “talking heads” 
program that contains misleading information, approximately 30 minutes in 
length (Part II)
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• One copy of the “Critical Listening: Analysis” activity sheet (#5) for each 
student (Part II)

• A/V equipment

SESSION 1
Starter (3 minutes)

Tell students that you are going to test their listening skills. Ask students to listen 
carefully as you read the following paragraph. State that they will be asked to give 
a one-sentence summary of what you read. 

Read the following paragraph:

I hereby give and convey to you, all and singular, my estate and 
interest, right, title, claim, and advantages of and in said orange, 
together with its rind, skin, juice, and pulp, and all rights and advan-
tages therein and full power to bite, chew, or otherwise eat the same 
or give the same away with or without the rind, skin, juice, and pulp, 
anything hereinbefore or hereinafter or in any other means of what-
ever nature or kind to the contrary in any wise notwithstanding.

After you have finished reading, ask students what just happened in the paragraph 
you read. Direct students to the understanding that, in the paragraph, a person 
is giving another person an orange. Tell them that the paragraph was difficult to 
understand because it was written in legal jargon that obscures the simple mean-
ing of the paragraph. 

Explain to students that in this lesson they will be learning about some techniques 
speakers or writers sometimes use to hide the meaning of what they are saying. 
Understanding the techniques and how they can be used or misused can help stu-
dents listen more critically.

Part I  It’s Not What They Said, But How They Said It (20 minutes)
Purpose: Students recognize the techniques that speakers and writers sometimes 
use to mislead their audience.

 1. StudentS learn the importance of liStening critically by diScuSSing 
incidentS of miScommunication.

Share with students an anecdote from your own experience—preferably 
humorous—in which a miscommunication between two people caused a  
misunderstanding. Have students share similar experiences. 

Ask students what caused the misunderstandings. (Student responses should 
include incomprehensible/vague vocabulary and misinterpretation of mean-
ing.) Point out that what is said by one person is not always what is heard by 
another. Explain that critical listening can help people avoid such problems.
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Explain to students that listening critically often means filtering out the tone, or 
the way things are said, in order to understand the information being conveyed. 
Critical listening means judging the validity of a speaker’s words and message. 
Say, “You listen critically in order to analyze and evaluate a speaker’s words.”

 2. StudentS identify Several techniqueS of miSleading communication. 

Elicit from students a definition of the word “ambiguous.” Lead students to 
the understanding that when something is ambiguous, its meaning is difficult 
to understand. Explain that speakers and writers often want to either soften 
the reality of what they are saying or make the information appropriate for 
a particular audience. Sometimes, they choose to use ambiguous words or 
phrases that may result in misleading communication. Discuss the difference 
between ambiguous messages, misleading communication, and lying. 

Distribute a copy of the “Critical Listening: Misleading Communication” 
activity sheet (#4) to each student. Ask volunteers to read the definitions of 
the techniques. Discuss the definitions with the class and answer any questions 
students may have about them. 

 3. StudentS offer exampleS of miSleading communication.

Have students recall the experiences class members shared at the beginning 
of this activity. Have students use the activity sheet to identify and share what 
caused each misunderstanding.

 4. StudentS recognize the reaSonS why people might intentionally 
uSe miSleading meSSageS.

As a class, brainstorm when and why people might knowingly apply one of 
these techniques. Ask: 

• Who might try to use an opinion as a fact? (Possible responses: a politician 
trying to convince people to support a policy, a teen asking for permission to 
stay out later than usual, television and radio commercials.) 

• When might someone use negative or positive connotations? (Students may 
respond: when a person is trying to persuade through appeals to emotions rath-
er than logic.) 

• Why might someone use euphemisms? (Students may say: to avoid a nega-
tive reaction that a more accurate word might cause; for example, using “col-
lateral damage” instead of “civilian deaths.”) 

• When might a person use inflated language? (Students may respond: to fit in 
with a style of language from a certain profession or discipline, to try to sound 
impressive.)

 5. StudentS briefly review the definitionS of the four techniqueS.

Call on volunteers to name and define the four techniques of misleading com-
munication in their own words. 

 leSSon 3  liStening CritiCally 79x



Part II  You Don’t Say! (25 minutes)
Purpose: Through role play, students understand the techniques of misleading 
communication and improve their critical listening skills. 

 1. StudentS prepare Short SpeecheS and dialogueS for role-playing.

Form groups of three to four students. Explain that each group will present 
a short one-minute sketch or speech that incorporates the techniques of mis-
leading communication. Have each group select a situation for which they will 
create a dialogue or short sketch. Tell students that they are to use at least one 
of the techniques of misleading communication in their performances. 

Allow students to choose from the following situations:

• Reporters on a television news program

• A politician giving a speech to an audience

• A lecture given in a history, science, or math class

• A discussion about school policy that includes the principal and/or vice 
principal

• A community forum held to discuss a pollution issue

• Closing arguments in a murder trial

• A rally for the high school football team

• Teens asking a parent for a coed sleepover or permission to stay out late 

Allow students 10 minutes to prepare. Suggest that they use part of that time 
to rehearse quietly.

 2. StudentS perform dialogueS and SpeecheS.

Before students perform, remind the rest of the class that they are to listen 
critically so that they can analyze and evaluate the way that the speakers are 
conveying information. Pass out the “Critical Listening: Analysis” activity 
sheet (#5) to each group. Tell the class that the groups are to identify mis-
leading messages in each sketch/speech and analyze the motivations of the 
individuals using the misleading communication techniques. 

Have the groups perform their sketches/speeches.

 3. StudentS diScuSS the techniqueS of miSleading communication por-
trayed in the SketcheS/SpeecheS and the reaSonS they were uSed.

When all groups have performed and have been evaluated, discuss the tech-
niques and motivations portrayed in each short speech/dialogue. For each 
performance, ask questions such as the following:

• What techniques did the group use in their performance?
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• How did you identify those techniques?

• What was the purpose for using the techniques?

• If you had actually been involved in this situation, what questions could 
you have asked or what actions could you have taken to find out what the 
facts really were?

 4. StudentS recognize the value of critical liStening.

Ask students to review what they have learned about critical listening. Have 
them write one or two sentences describing critical listening at the bottom of 
the activity sheet. 

Questions for Assessment—Session 1

1. Define critical listening.

2. List the four techniques of misleading communication. Write four short mon-
ologues or dialogues that show examples of each of the techniques.

SESSION 2
Part I  One More Time (5 minutes)

Purpose: Students revisit what they learned about critical listening in the previous 
session.

 1. StudentS deScribe critical liStening.

Have volunteers read the sentences that they wrote in the previous session 
which describe critical listening. 

 2. StudentS reexamine the techniqueS of miSleading communication.

Write in a place where everyone can see the four techniques of misleading 
communication: opinion disguised as fact, deceptive connotation, questionable 
euphemisms, and inflated language. Call on students to explain and give an 
example of each.

Part II  Critically Listening to the Media (40 minutes)

Purpose: Students apply critical listening techniques to the evaluation of a media 
program.

 1. StudentS watch and critically liSten to an actual media program. 

Tell students that they are now going to practice applying critical listening 
skills to an actual media program. Set up the video you have previously chosen 
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to show to the class. Pass out the “Critical Listening: Analysis” activity sheet 
(#5) to each student. Instruct students to use the activity sheet to take notes 
on the techniques of misleading communication evident in the program. 
Remind them to be specific in pointing out ambiguous words and phrases. 
Suggest that they note any nonverbal communication as well.

Play the program for students.

 2. StudentS diScuSS their analySeS of the program. 

After viewing the program, discuss the students’ observations. Ask questions 
such as the following:

• What was your overall impression of the program in terms of accuracy and 
communication? 

• What techniques of misleading communication did you observe?

• What ambiguous words and phrases were used? Can you restate the 
words/phrases that reveal the speakers’ meaning?

• Why do you think the speakers chose to use these techniques?

• What nonverbal communication did you notice? Was it effective?

• If you were the director of the program, how would you have scripted it? 
What would you have done differently? 

 3. StudentS write about the importance of critical liStening in 
their liveS.

After the discussion is completed, ask students to take five minutes to write 
a short paragraph explaining the importance of critical listening in their lives. 
Suggest that they include how they may benefit from using critical listening 
techniques and identifying techniques of misleading communication.

Conclusion (2 minutes)

Ask students to describe times when they either heard communication that was 
purposefully misleading or when they used such techniques. Elicit from students 
the following key points that were taught in this lesson:

• Critical listening means analyzing and evaluating the ways in which 
information is communicated.

• Speakers and writers sometimes convey information in a way that makes it 
difficult to identify the true meaning of their words.

• Recognizing misleading communication and understanding a speaker’s or 
writer’s motivations are essential for effective critical listening.
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Questions for Assessment—Session 2

1. Describe a situation in which you were misled by one of the four misleading 
techniques.

2. Analyze a newspaper or magazine article or an editorial that uses at least one  
of the techniques of misleading communication. Explain what is misleading 
about the article or editorial.

3. Why is critical listening an important skill to have?
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Extension: Using Quotations

Quote: “The fewer the facts, the 
stronger the opinion.” –Arnold H. 
Glasow

Activity: Have students bring in 
examples of persuasive writing (e.g., 
advertisements, editorials, campaign 
literature). Have students fold a piece 
of paper down the middle, write “Fact” 
as the heading on one side and write 
“Opinion” on the other side. Tell 
students to list statements from their 
persuasive writing examples in the 
appropriate columns. Have them dis-
cuss their results in small groups.

Extension: Addressing Multiple 
Learning Styles

Activity: Show show students a picture 
of a house. Have them write or draw 
a description of the house and its sur-
roundins.

Have students compare their work. 
Point out the different interpretations 
of your instructions. Explain that peo-
ple often interpret the same thing in 
different ways. Discuss the role that this 
plays in misunderstandings/misleading 
communication.

Extension: Writing in Your Journal

Activity: Have students write about 
appropriate and inappropriate times to 
use the techniques discussed in this les-
son. For example, euphemisms may be 
appropriate when the situation calls for 
sensitivity.

Have students share their work with 
the class.

Extension: Real-World Uses

Activity: Discuss the use of euphe-
misms in real estate or auto ads (e.g., 
“handyman’s special” for a house that’s 
in bad shape, “executive homes” for 
expensive neighborhoods).

Have students read the want ads in 
search of euphemisms. They should cre-
ate a list of the euphemisms, along with 
their translations.

Extension: Homework

Activity: Have students repeat part II 
of session 2 as they view or listen to a 
talk show on TV or on the radio, using 
the “Critical Listening: Analysis” activ-
ity sheet (#5) as a guide.

Discuss students’ observations in class. 
Have students write a paragraph sum-
marizing their findings.

Extension: Additional Resources

Activity: Have students read The 7 
Powers of Questions: Secrets to Successful 
Communication in Life and at Work by 
Dorothy Leeds.

As a class, discuss the role that ques-
tions play in listening critically.
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critical listening:  
Misleading Communication

Technique

Opinion  
disguised  
as fact

Deceptive  
connotation

Questionable 
euphemisms

Inflated  
language

Explanation

A fact is something that 
can be verified as true or 
as something that actually 
happened. An opinion is 
someone’s feelings or judg-
ment. If a speaker does not 
support information that is 
given as fact, then it is an 
opinion disguised as fact.

The denotation of a word 
is its literal meaning. The 
conno tation is a word’s sug-
gested meaning and the asso-
ciations that the word has. 
Connotations can make a  
listener feel or think a certain 
way.

A euphemism is a word or 
phrase that is used to avoid 
speaking directly about 
something that is unpleas-
ant or improper.

Inflated language is lan-
guage that consists of 
scholarly, technical, or 
scientific words and overly 
long phrases. Jargon, the 
specialized vocabulary of a 
profession or a hobby, is an 
example of this.

Example

Fact: George 
Washington was the 
first president of the 
United States.
Opinion disguised 
as fact: Historians 
agree that George 
Washington was the 
greatest president 
that the United 
States has ever had.

Neutral denotation: 
His determination sur-
prised us.
Unfavorable conno-
tation: His stubborn-
ness surprised us.

Euphemism: The 
remains of the soldiers 
were never found.
Direct word: The 
dead bodies of the 
soldiers were never 
found.

Inflated language: 
No viable alterna-
tive exists for diligent 
commitment to an 
endeavor.
Concise language: 
There is no substitute 
for hard work.

Detection Hints

Speakers must sup-
port opinions with 
facts before you can 
accept them as valid. 
Ask questions to 
discover facts. Verify 
facts by checking 
reference sources. 

If a speaker uses the 
connotation of a 
word to distort the 
truth and sway the 
listener, it is impre-
cise communication. 
Ask yourself if the 
connotation of any 
word is used to dis-
tort the truth.

Euphemisms are 
used to soften the 
truth. Ask yourself 
why a speaker chose 
to use a euphemism 
instead of a more 
accurate term.

Jargon appears to 
be technical. It may 
present ideas you 
could understand 
more easily if they 
were stated clearly. 
Ask yourself why 
inflated language 
was used.
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Critical listening: Analysis

Program: ___________________________________________________________________________

Speaker Statement/Action Purpose/Motivation



 Lesson

 
 Speaking Responsibly

A G E N D A
n   Starter
n   Can You Handle the Truth?
n   Tell Me About Yourself
n   Every Word Counts
n   Conclusion
n   Questions for Assessment

Students will discover the power of words.

Students will recognize that people are responsible for what they say.

Students will discover that people have the ability to control what they say and 
how they say it.

Students will recognize that using words responsibly is part of being an effective 
communicator.

Materials Needed

• A clip of the courtroom scene from the movie A Few Good Men, in which Jack 
Nicholson explodes with the famous line, “You can’t handle the truth!” (Part I)

• One copy of the “Tell Me About Yourself ” activity sheet (#6) for each student 
(Part II) 
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Starter (3 minutes)

Begin class today by writing “speaker + listener = communication” where everyone 
can see. Have a volunteer read the equation out loud. Then, write “responsible 
speaker + critical listener = effective communication” below it. Review key points 
from the previous lesson about being a critical listener.

Circle the word “speaker” in the first equation as you say, “Today, we are going to 
focus on this part of the equation and the importance it has in communication.” 
Leave the equation for use throughout the session.

Part I   Can You Handle the Truth? (15 minutes)

Purpose: Students recognize the power of words. Students learn that people are 
responsible for what they say.

 1. StudentS obServe a Scene from a movie to conSider the power of 
wordS. 

Before class, set up the clip of the famous courtroom confrontation scene 
from A Few Good Men between Tom Cruise, playing a lawyer sent to investi-
gate the death of a marine, and Jack Nicholson, playing the head of the mili-
tary base where the marine died.

To give students background, explain that at this point in the film, Cruise  
suspects that there’s been a cover-up in the death of the marine. He suspects 
that Nicholson’s character gave an order that resulted in the death. In this 
climactic scene, Cruise—in his frustration—demands the truth, to which 
Nicholson replies, “You can’t handle the truth!”

After viewing the clip, discuss the power of words. Ask questions such as the 
following:

• What power do words have for Cruise in this movie? (Words will provide 
information that can help him determine whether or not a cover-up has taken 
place.)

• How did Nicholson and his staff use words in this movie? (They used them 
to lie and cover up what really happened.)

• What was the “truth” that Nicholson thought a civilian couldn’t handle? 
(In his mind, the military has to toughen up its soldiers to face the horrors of 
war by any means necessary. He views these methods as needed, and says that 
the death, though tragic, was beneficial.)

 2. StudentS diScuSS and identify reSponSibility.

Circle the words “responsible speaker” in the second equation on the board. 
Ask, “What do you think it means to be a responsible speaker?” Elicit from 
students that one meaning is to speak honestly based on one’s own experience.
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Ask these questions to prompt a discussion:

• How did Nicholson use words in the courtroom scene in this particular 
speech? (He used them to rationalize, or justify, his unjustifiable behavior.)

• Is this an example of speaking responsibly? (Absolutely not; covering up the 
truth is a manipulation of words in order to deceive someone.)

• Does Nicholson take responsibility for his use of words? (Yes; he believes he 
is doing a great service to his country by “toughening up” the military. He has 
thought things through and believes that what he is doing is right.)

• What are the consequences of his words? (He’s now been exposed.)

• What will be the consequences of his actions? (He will likely receive a dis-
honorable discharge from the military, face a court martial, and go to jail.) 

Conclude the discussion by saying, “Words are powerful, so be careful and 
think about the consequences of your words, since you must take responsibility 
for them. Remember, if the words come out of your mouth, they are yours.”

Part II   Tell Me About Yourself (15 minutes)

Purpose: Students learn that people have the ability to control what they say and 
how they say it.

 1. StudentS analyze two interviewS. 

Tell students that our words create an impression, so it is important to use 
words in ways that show respect for ourselves and for the people around us. 
In a job interview, for example, a prospective employer can learn a lot about 
you based on what you say and how you say it.

Distribute copies of the “Tell Me About Yourself” activity sheet (#6) to each 
student. Have volunteers act out the roles of the interviewer, candidate 1, and 
candidate 2, improvising actions as they speak. Ask students to listen carefully 
to these interviews, thinking about what the candidates say and how they say 
it.

 2. StudentS diStinguiSh effective Speaking from ineffective Speaking.

Have students list the strengths and weaknesses of each candidate. Write 
their responses on the board. (Candidate 1 is fast, strong, and athletic, 
but is boastful and has no related experience. He treats the job lightly, and 
makes promises he may not be able to keep, such as using his bike for deliveries. 
Candidate 2 is a problem solver—he’s already figured out how to fit the job into 
his schedule. He also provides examples of comparable work he’s done and skills/
knowledge that would make him successful. However, candidate 2 has no direct 
experience.)

Ask students to tell, by a show of hands, which candidate they would hire for 
the job. Have a student who supports candidate 2 summarize how this person 
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was able to use words responsibly. (Candidate 2 used words to make a good 
impression, showing respect for himself and the position. He communicated his 
interest in and showed that he is qualified for the job.) 

Underline the words “responsible speaker” on the board. Ask, “What else 
does it mean to be a responsible speaker?” Elicit from students that respon-
sible speakers speak not only truthfully, but also respectfully. They use words 
to make a positive impression. Ask how using words responsibly might benefit 
candidate 2. (He will probably get the job.)

 3. StudentS recognize the connection between nonverbal communi-
cation and effective Speaking.

Point out to students that the “Tell Me About Yourself” activity sheet (#6) 
has no stage directions except “lounging across the chair.” Ask them to reread 
each interview, trying to envision how each candidate might speak or behave 
as he says the words. Have students provide their own stage directions based 
on their visualizations. If time permits, allow volunteers to act out the scenes 
with stage directions.

Part III   Every Word Counts (15 minutes)

Purpose: Students learn that using words responsibly is part of being an effective 
communicator. 

 1. StudentS recognize the role that effective communication playS 
in perSuaSion.

Remind students that you must choose your words carefully in an interview—
not only to make a good impression, but to persuade someone to hire you. 
You want to convince a prospective employer that you are the right person for 
the job. 

Explain that one purpose of effective speaking is to persuade—to try to sway 
someone’s thoughts or feelings. Ask students to think of other times when 
words are used to persuade. (Students may respond: in advertisements, in 
sales, in political speeches, in fund-raising efforts.) Then, ask students to think 
of situations in which they have used words to try to persuade or convince 
someone of something. (Students may suggest that they have tried to convince 
a teacher to give them an extension on a paper, tried to convince their parents to 
allow them to stay out late, tried to convince their employer to give them a raise 
or a day off.) 

Have volunteers act out a few of the situations above, as the class critiques 
the effectiveness of their words. Ask, “What kind of impression did (student’s 
name) make? Were his/her arguments compelling? If not, what might he/she 
have said to convince the other person to honor that request?”
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 2. StudentS recognize the importance of effective communication in 
conveying meSSageS clearly.

Point out that clarity is another reason for using words responsibly. When you 
communicate simply and clearly, you are more likely to get your point across. 
Ask students to briefly write a set of directions from your classroom to the cafe-
teria. Have volunteers read their directions. Ask students which set of directions 
would most effectively get a new student from this classroom to the cafeteria.

 3. StudentS recognize the role that effective communication playS 
in diplomacy.

Finally, explain that diplomacy is yet another reason to choose words carefully 
and speak responsibly. Being honest and tactful, rather than blunt, can give 
people a gentle push in the right direction.

Encourage discussion on how to be diplomatic in the following situations:

• A friend is planning to wear casual clothes to a formal party.

• A friend is commenting on every scene in a movie, and it’s annoying.

• A friend is considering applying for a job that requires skills you know this 
person does not have.

Conclude that words are powerful agents of change when they are used 
responsibly.

Conclusion (2 minutes)

End this session by referring to the equation that you wrote on the board to begin 
class. Ask, “Who do you think has the most power in this equation—the speaker 
or the listener?” Elicit from students the following key points that were taught in 
this lesson:

• Words are powerful, so use them wisely.

• You must take responsibility for your words because they belong to you.

• Using words responsibly is part of being an effective communicator.

• Speak responsibly for persuasion, clarity, and diplomacy.

Questions for Assessment

1. List four things that you can do to be a responsible speaker.

2. Describe someone you know who is a responsible speaker and someone who 
is not a responsible speaker (no names are necessary). Which one do you trust 
more? Why?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Words have a magical power. 
They can bring either the greatest hap-
piness or deepest despair; they can 
transfer knowledge from teacher to 
student; words enable the orator to 
sway his audience and dictate its deci-
sions. Words are capable of arousing the 
strongest emotions and prompting all 
men’s actions.” –Sigmund Freud, the 
father of psychoanalysis

Activity: Ask students if they agree or 
disagree with Freud. Discuss the quote.

Extension: Addressing Multiple 
Learning Styles

Activity: Have each student write a 
short story in which a character must 
communicate a difficult truth to some-
one else. Students should show this 
character speaking without tact and 
include the consequences of this blunt 
conversation.

Have students share their stories. As a 
class, discuss the importance of being 
tactful.

Extension: Writing in Your Journal

Activity: Have students write about 
a time when they said something they 
didn’t mean to say and wanted to take 
it back.

Allow students to take back what they 
wish they had never said.

Extension: Using Technology

Activity: Have students visit www 
.youtube.com and search for examples 
of effective and ineffective communica-
tion. Tell students to share the videos 
they find with a partner and discuss 
their content.

Extension: Homework

Activity: Have students read the “My 
Friend Is Mad at Me…” activity sheet 
(#7).

Have students write a reply to this  
letter.

Extension: Additional Resources

Activity: Time magazine has a section 
in each issue titled “Verbatim.” This 
section contains quotes and their sourc-
es. Have students analyze an issue’s 
quotes and determine precautions that 
people should take to ensure that they 
are being responsible with the words 
they choose to speak. If copies of Time 
are not readily available, access some of 
these quotes online.

Discuss why Time might include this 
section in its magazine.
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Tell me about yourself

Candidate #1:
iNtervieWer: Tell me about yourself.
caNdidate: (lounging across the chair) Well, I’m prob-
ably the top athlete in my school. I’m fast as anything, 
and I can bench press 250 pounds.
iNtervieWer: So, loading and unloading boxes…
caNdidate: …would be a piece of cake! And I just got 
a new 10-speed bike that I could use to make deliveries 
FAST. I really don’t think my twin brother would mind, 
even though the bike belongs to both of us.
iNtervieWer: Have you ever done this kind of work 
before?
caNdidate: Nah, but it’s no big deal. I can handle it.

Candidate #2:
iNtervieWer: Tell me about yourself.
caNdidate: Well, I just moved here about a month ago. 
I’m a pretty good student. My classes don’t 
seem too tough, so I think I can handle an after-school 
job.
iNtervieWer: So, the hours won’t interfere with your 
schedule or homework?
caNdidate: No. They work out fine for this semester.
iNtervieWer: You know that the job involves lifting 
some heavy boxes…
caNdidate: …I know. I’m stronger than I look! When 
we moved here, I had to lift some really heavy boxes. I 
did okay with them.
iNtervieWer: Have you ever done anything else that’s 
similar to this kind of work?
caNdidate: No, but I’m really well organized. And I’ve 
been to this store a lot, so I know where things are. I
know the neighborhood, too. So I won’t get lost making 
deliveries. I think I can do the job.

Strengths & Weaknesses
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My Friend is Mad at Me…

My friend is mad at me for saying things about her.  
I did say stuff when I was with other friends, but 
somehow she thinks it was just me and is ignoring 
me.  I’m getting blamed for something that was part 
of a group conversation!  How do I fix this?

C.T., 15, Hawaii

Find a way to tell your friend how sorry 
you are, even if you have to write a note 
and stick it in her locker.  Even though you 
weren’t alone, you have to take responsibil-
ity for what you said.  Don’t expect your 
other friends to confess to their part in the 

conversation if they’ve already skated, but 
do enlist their help to get her to accept your 
apology.  The next time you feel like joining 
the gossip session about someone you care 
for, remember this and stop yourself.

*Reprinted with permission from React magazine. Copyright 1999, Advance Magazine Publications, Inc. Uses: Copy machine, 
opaque projector, or transparency master for overhead projector. React magazine grants permission to reproduce this page for 
use in classrooms.



 Lesson

 
 Communicating Constructively 

A G E N D A
n   Starter
n   Easy Talk, Tough Talk
n   I-Messages
n   Controlled Debate
n   Conclusion
n   Questions for Assessment

Students will explore what makes some conversations easy and others difficult. 

Students will develop techniques to communicate their feelings and encourage 
open dialogue in difficult situations. 

Students will practice communicating in a constructive manner, even when  
they disagree.

Materials Needed

• One copy of the “I-Messages” activity sheet (#8) and one copy of the 
“Vocabulary of Feelings” activity sheet (#9) for each student (Part II)

• One copy of the “Topics for a Controlled Debate” activity sheet (#10)  
(Part III)

• Activity rules written on the board, a transparency, or a piece of poster paper 
(Part III)

95

5

Objectives



Starter (3 minutes)

Write the following list where everyone can see: talking on the telephone, joking 
with friends, conversing with an adult, quarreling with a sibling, asking to borrow 
money, discussing a homework assignment. Ask students what all of these conversa-
tions have in common. (All require verbal communication.) 

On a scale of one to five, with five being extremely important and one being not 
important at all, ask students to rank the importance of verbal communication in 
their daily lives. (Most students will rank communication high.)

Ask for a show of hands to check the students’ rankings from one to five. Write 
their rankings where everyone can see. 

Explain that verbal communication is very important. Ask whether students believe 
that some types of verbal communication are more difficult than others. Explain 
that this lesson will help them make difficult conversations easier and more effective.

Part I  Easy Talk, Tough Talk (10 minutes)

Purpose: Students explore what makes some conversations easy while others are 
more difficult. 

 1. StudentS claSSify converSationS aS eaSy, average, or difficult.

Instruct students to take out a piece of paper and fold it into three columns. 
Have them title the left column “Easy,” the middle column “Average,” and 
the right column “Difficult.” 

Explain that this activity will have them classify different conversations accord-
ing to their difficulty. Ask them to list, for example, a conversation with a 
close friend about what to wear to a party (easy), a telephone conversation to 
schedule a dentist appointment (average), and a request to a boss for a raise 
(difficult).

Divide the class into pairs. Tell students that they have three minutes to list 
as many examples of verbal communication in each column as they can think 
of. Tell them that their goal is to have at least three examples in each col-
umn. If needed, prompt students by asking questions such as the following: 

• Think about conversations you have had with your parents. Are some more 
comfortable than others? 

• How would you rank conversations with members of the opposite sex?

• Where would you rank confrontations with peers?

• How do you feel about conversations with teachers?

While students are writing, draw the three columns in a place where everyone 
can see.

When the three minutes are up, ask volunteers to fill in the columns on the 
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board. Discuss which conversations are easy, which are average, and which are 
difficult. 

 2. StudentS analyze what makeS Some converSationS eaSy and otherS 
difficult.

Ask students to form groups of four to five. Have each group select a note 
taker/reporter. Tell the groups that their task is to determine what makes cer-
tain conversations easy and others difficult. Allow about three minutes for the 
discussion.

 3. StudentS recognize that difficult converSationS often involve 
Strong emotionS.

Call on each group to share its analysis with the rest of the class. Write impor-
tant points where everyone can see. Reinforce observations that difficult 
conversations often involve conflict. They may arouse emotions such as fear, 
anger, sadness, insecurity, and hurt feelings, while easy conversations tend to 
evoke more positive emotions. There may also be some risk in a difficult con-
versation, like the possibility of rejection.

Explain that an awareness of each party’s emotions can help make a difficult 
conversation easier.

Part II  I-Messages (10 minutes)

Purpose: Students use an activity sheet to develop techniques to communicate 
their feelings and encourage open dialogue in difficult situations.

 1. StudentS learn the purpoSe of an i-meSSage.

Say, “An I-Message is a technique you can use to express yourself when you 
are upset or angry that will lead to open discussion and will not escalate con-
flict. When you use an I-Message, people are more willing to listen to you and 
respond to your requests without becoming defensive. I-Messages encourage 
discussion and help reduce friction.”

Explain how an I-Message works: 

• Tell students that an I-Message begins with a statement of feelings (e.g., “I 
feel afraid, tense, worried…”). 

• It is followed by a statement of what the problem is (e.g., “…when you 
don’t take out the garbage, when you are late picking me up, when you 
skip class…”). 

• An I-Message ends with your reasons for feeling the way you do. It tells 
how the observed behavior affects you, and it avoids using the word “you.” 

Provide students with a sample I-Message. Say, “I feel tense when you ditch 
English class because I can’t ignore your absences, and attending English class 
is a requirement for graduation.”
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 2. StudentS create their own i-meSSageS.

Distribute the “I-Messages” activity sheet (#8) and the “Vocabulary of 
Feelings” activity sheet (#9) to students.

Tell students that they are going to write their own I-Messages. Explain the 
proper format for filling out the “I-Messages” activity sheet:

• Line 1: By beginning with “I feel…” students explain their feelings and do 
not accuse the other person. Though students may feel mad or angry, they 
should not use “mad,” “angry,” or other aggressive or accusatory words on 
this line because such words do not encourage dialogue. Students should 
use the “Vocabulary of Feelings” activity sheet to find words other than 
“mad” or “angry” to describe how they feel. Remind them to avoid using 
the word “you.”

 • Line 2: This line should be a description of what the other person does 
that upsets the student. It should describe the other person’s specific 
action, but not label or accuse the person. For example, students should 
write “when you don’t return my things” (describes the action). Students 
should not write “when you are inconsiderate” (broadly labels the person). 
Lead students to the understanding that when a person acts in a way that 
seems inconsiderate, it is the specific behavior that is causing the negative 
feeling; that person is not always inconsiderate.

• Line 3: This line should explain in detail why the student is feeling how 
he or she is feeling. For example, a student might write “because they are 
important to me.” This line explains the importance of the action or behav-
ior to the other person.

Instruct students to fill out the remaining I-Messages on their activity sheets.

 3. StudentS diScuSS their i-meSSageS.

When students have completed the activity sheet, ask them to share their  
I-Messages with the class. 

Discuss the value of I-Messages by asking the following questions: 

• Why are I-Messages a valuable tool for communication?

• When could you use an I-Message?

Remind students that when their sentences begin with “I,” they are not 
accusing the other person, and the other person will not become defensive.  
I-Messages allow students to express how they feel, encourage open discus-
sion, and can help resolve a conflict quickly and easily. 

You may wish to tell students that using I-Messages is an important skill that 
requires practice. It takes a while to get used to wording feelings this way. It 
is important to understand the technique and practice using it. Over time, 
using I-Messages will become natural.

x98 Module one  CoMMuniCation SkillS



Part III  Controlled Debate (25 minutes)

Purpose: Students participate in a controlled debate to practice communicating in 
a constructive manner, even when they disagree.

 1. StudentS prepare the claSSroom for the activity.

Have students arrange all of the classroom chairs in two rows that face each 
other. Students will be moving back and forth between the rows, so make 
sure that there are no obstacles to block them.

 2. StudentS chooSe the topic for the controlled debate. 

The debate topic can be an issue discussed in class, or you can choose another 
topic of interest to students. Consider presenting students with a choice from 
among four controversial topics that are relevant to their lives, using the 
“Topics for a Controlled Debate” activity sheet (#10).

Write each topic as a statement where everyone can see. To the right of the 
statements, create two columns labeled “Agree” and “Disagree.” Write the 
number of students who agree and disagree with each statement. The best 
topic for the debate is the topic that has the most even split between those 
who agree and those who disagree.

 3. StudentS prepare for the debate.

Have all students who agree with the statement sit in one row of chairs and all 
students who disagree sit in the other row. 

Refer students to the rules of the debate that you have previously written: 

• Only one person may speak at a time.

• Speakers from the two sides will alternate.

• To make a point, raise your hand. 

• Do not raise your hand until the person who is speaking is finished. 

• If someone on the opposing team makes a point you agree with, get out 
of your seat and move to the other row. This does not mean that you have 
changed your mind about the debate topic; it means that you agree with 
that one point. 

• Move back to your original side when someone on your team makes a 
point with which you agree. 
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 4. StudentS engage in the controlled debate.

Begin the debate by flipping a coin to determine which team begins. Remind 
students to use the techniques of effective verbal communication (including 
active listening) that they have learned. 

Explain that the debate will last 10 minutes.

The following are some suggestions for facilitating this activity:

• It is important that you act only as a referee and avoid offering your  
opinion.

• If students stray from the topic, help them bring the discussion back to the 
debate. 

• Enforce the rules, allowing only one student to talk at a time, calling only 
on students who wait until others finish talking before raising their hands, 
and encouraging students to change sides when strong points are made by 
the opposing team. 

• Remind students that agreeing with a specific point (and therefore chang-
ing sides) does not mean that the student has completely changed his or 
her mind on the topic. It signifies that he or she is able to see the merit of 
a point made by the opposing side.

• Ensure that students remain respectful of each other’s opinions.

Keep the class apprised of the time remaining in the debate. 

 5. StudentS diScuSS the debate experience.

When 10 minutes have passed, have students remain in the rows, and ask  
them the following questions:

• How was this debate different from disagreements you have in everyday life?

• What was difficult about this activity?

• How did you feel when you wanted to say something but couldn’t? How 
about when you wanted to raise your hand, but someone else was speaking?

• Did you resist switching sides? Why? Did you have all of the information on 
this topic before the debate? Have any of the points you heard caused you 
to take a closer look at the issue? Which points did you find most effective? 

• How well did you and others use techniques for good listening and good 
communication?

• What can you apply to “real life” from this debate?
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Conclusion (3 minutes)

Have students discuss recent situations that could have been improved through 
the use of I-Messages. Elicit from students the following key points that were 
taught in this lesson:

• Effective communication is important in people’s lives.

• An awareness of both parties’ emotions in a conversation can help make com-
munication more effective.

• An I-Message is a technique that helps people to communicate when they are 
upset or angry, without escalating conflict.

Questions for Assessment

1. Why are some conversations more difficult than others?

2. Write three angry or accusatory statements, and then rewrite them as  
I-Messages. 

3. List three reasons why I-Messages are often a more effective communication 
tool than angry or accusatory statements.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Speech is power…to per-
suade, to convert, to compel.” –Ralph 
Waldo Emerson

Activity: Have the class give examples 
of how speech might empower people 
in everyday situations.

Extension: Addressing Multiple 
Learning Styles

Activity: Provide students with texts of 
historical speeches. Have small groups 
of students analyze the speakers’ styles 
and messages. Possible subjects for 
analysis: historic events leading up to 
the speech, the audience, possible con-
troversy, desired outcome, and notes on 
the historical accuracy of the text.

Have groups share their analyses. 
Discuss the role that effective, careful 
communication played in the speeches.

Extension: Writing in Your Journal

Activity: Have students write about a 
disagreement they’ve had. Have them 
write a paragraph that explains the situ-
ation and an I-Message that might have 
helped them get their point across.

Have students share their I-Messages 
(with identifying details omitted) in 
small groups, suggesting changes as 
needed.

Extension: Using Technology

Activity: Have students observe one 
segment of a television show (commer-
cial to commercial) that includes a disa-
greement between characters.

Have students write a summary of the 
scene and rewrite the dialogue using 
I-Messages. If desired, have students 
role-play their scenes for the class.

Extension: Homework

Activity: Have students read “Eleven” 
by Sandra Cisneros (from Woman 
Hollering Creek and Other Stories). The 
11-year-old narrator of this short story 
is embarrassed by her teacher in front of 
the class.

Have students write a paragraph about 
how the narrator might have main-
tained her dignity, and strategies for 
using I-Messages with authority fig-
ures. Discuss students’ work as a class.

Extension: Additional Resources

Activity: Have students read Mad: How 
to Deal with Your Anger and Get Respect 
by James J. Crist, PhD.

As a class, discuss how anger can get 
in the way of constructive communica-
tion. Have students brainstorm ways 
to control their anger. Reiterate that 
I-Messages allow people to effectively 
share their anger without escalating  
conflict.
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I-Messages

I-Messages are a great way to explain yourself when you are upset. When 
you use I-Messages, people are more willing to listen to you and respond to 
your requests without becoming defensive. I-Messages encourage open dis-
cussion and can help a conflict become resolved quickly and easily.

example

One of your friends often borrows things from you and doesn’t return them.

I feel ____________________________________________________________

when you _________________________________________________________

because __________________________________________________________ 

Fill in the blanks for the following I-Messages:

1.   Your closest friend is telling others about your personal life.

I feel ____________________________________________________________

when you _________________________________________________________

because __________________________________________________________ 

2.   Your teacher hasn’t called on you all week, even though you’ve raised your hand.

I feel ____________________________________________________________

when you _________________________________________________________

because __________________________________________________________ 

3.   Someone in your family keeps forgetting to give you messages.

I feel ____________________________________________________________

when you _________________________________________________________

because __________________________________________________________ 

upset
don’t return my things

they are important to me.
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Vocabulary of Feelings

A
Afraid

Aggressive
Annoyed
Anxious

Apathetic 
Apologetic

Apprehensive
Ashamed
Audacious

B
Bashful

Bold
Bored
Brave

C
Calm

Cautious
Cheerful

Comfortable
Competent
Confident
Confused
Curious
Cynical

D
Decisive

Depressed
Determined 

Disappointed
Disapproving 

Disgusted
Distressed

E
Ebullient
Ecstatic

Embarrassed 
Energetic
Enraged 

Enthusiastic
Envious
Excited

Exhausted

F
Friendly

Frightened
Frustrated

G
Grateful
Greedy
Guilty

H
Happy

Helpless
Hopeful
Horrified

I
Impatient

Incompetent
Indecisive
Indifferent
Innocent
Insecure
Inspired
Insulted

Intimidated
Irritated

J
Jealous
Joyous

L
Lazy

Listless
Lonely

M
Marvelous

Mischievous
Miserable
Morose

N
Negative
Nervous

O
Oblivious
Optimistic

Overwhelmed

P
Paranoid
Peaceful

Perplexed
Petrified
Proud

Puzzled

R
Reckless
Regretful
Relaxed
Restless

S
Sad

Satisfied
Secure
Serene

Shocked
Shy
Silly

Skeptical
Sleepy

Sluggish
Smart

Stimulated 
Stupefied
Subdued

Sullen
Surprised
Suspicious

Sympathetic

T
Tense

Tentative
Timid

Tranquil
Trusting

U
Uncomfortable

Undecided

W
Wary

Whimsical
Worried

Z
Zealous
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Topics for a Controlled Debate

 1. All students should be required to stand and recite the Pledge of Allegiance. 

 2. Students who get in trouble with the law should be expelled. 

 3. Healthy people should become organ donors. 

 4. People should be banned from talking on their cell phones in public places. 

 6. Animals should live in their natural habitats, not in zoos or circuses. 

 7. Boys and girls should be allowed to try out for and play on any high school sports 
team they want, including field hockey and football. 

 8. Squirt guns, laser pointers, and other toys that look like guns should be banned 
from schools.  

 9. Policies banning homework should be established in school districts. 

 10. All schools should require uniforms. 

 11. All students should be required to learn a foreign language. 

 12. Athletes should be required to graduate from college before playing professional 
sports. 

 13. Schools and libraries should block certain websites on computers used by high 
school students. 

 14. Schools named after slave owners should be renamed. 

 15. Young people who commit crimes should serve embarrassing sentences in public. 

 16. Student government should have the power to change school policy.
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active listening: Listening that focuses attention on the speaker, confirms what one 
hears, and responds to what is said.

connotation: The suggestive emotional content or significance of a word, additional to 
its exact meaning; implication.

convey: To communicate or make known; impart.

critical listening: Listening in order to analyze and evaluate a speaker’s words.

cue: A reminder; a hint or suggestion.

deceptive: Tending to deceive, betray, or trick; dishonest. 

defensive: Constantly protecting oneself from criticism, exposure of one’s shortcomings, 
or other real or perceived threats to oneself.

denotation: 1. The act of distinguishing by name; a marking off. 2. That which indi-
cates; a sign.

escalate: To increase, enlarge, or intensify in a gradual manner.

euphemism: Substitution of a mild or agreeable term for one considered harsh or blunt. 

incomprehensible: Difficult or impossible to understand or comprehend.

interaction: Exchange between two or more people.

jargon: The specialized or technical language of a trade, profession, or similar group.

misinterpret: To interpret or explain inaccurately.

mislead: To lead into erroneous thought or action, especially by intentionally  
deceiving.

obscure: Not clearly understood or expressed; dim or vague.

passive: Not participating or acting.

passive listening: Listening without really thinking about what is being said.

scenario: An outline or plan of an expected sequence of actions or events.

Glossary
Module One: Communication Skills
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 Lesson

 Starting The  
 Decision Making Process

A G E N D A
n  Starter
n  Quick Toss
n  Let It Flow 
n  Fallout Shelter: Defining the Problem
n  Conclusion
n  Questions for Assessment

Students will discover what makes some decisions harder than others. 

Students will learn that decisions are influenced by many factors. 

Students will identify and illustrate the steps of the decision making process. 

Students will begin the fallout shelter simulation, which allows students to 
practice the decision making process.

Materials Needed

• A soft ball or a ball of rolled-up socks (Part I)

• A list of questions that require students to make decisions (Part I) 

• Six large pieces of poster board, and six long strips of paper (Part II)

• One manila folder for each group of six or seven students (Part III)
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Starter (3 minutes)

Explain to students that today they will begin to study the decision making 
process. Begin the discussion by asking students to consider all of the decisions 
they have made during the day so far. Have three volunteers alternate writing 
student responses on the board so that students can quickly call out answers for 
about one minute.

Have the volunteers tally the number of decisions made by the class. The 
number should be large. Point out to students that people make many decisions 
every day, some easy and some more difficult. Explain that today’s lesson will 
help them learn the process for making a decision, which can make tough 
decisions easier. 

Part I   Quick Toss (10 minutes)

Purpose: Students discover what makes some decisions harder than others and 
learn that decisions are influenced by many factors.

 1. StudentS participate in an activity that requireS them to make 
choiceS.

Hold the soft ball or the ball of rolled-up socks. Explain that you are going 
to ask a question and then throw the ball to a student. That student has three 
seconds to answer the question and throw the ball back to you. You will then 
repeat the exercise with different questions and different students. 

Toss the ball. Begin by asking students to make easy decisions. For example: 

• Which show will you watch on television tonight?

• What color would you choose for a new car?

If possible, throw the ball to every student.

 2. StudentS reSpond to increaSingly complex queStionS. 

As the game continues, increase the difficulty of the questions. For example: 

• If you found money, what would you do with it?

• If your dog were very ill, would you put it to sleep or spend as much 
money as possible to cure it?

Then, ask about the process students use to make decisions. For example:

• How did you decide to wear your hair like that?

• How did you choose your after-school job?

 3. StudentS diScuSS what makeS Some deciSionS more difficult than 
otherS.

Discuss what students experienced during the game. Ask questions such as the 
following: 
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• What made some of the decisions easy? What made some of the decisions 
more difficult?

• Would it have helped to know what your friends think about the situation? 
Why?

• If you had more information, would the choice have been easier? What 
kind of information would you like to have had?

Lead students to the understanding that consequences usually make decisions 
difficult. Often, the more significant the consequences, the more difficult the 
decision.

Ask students to suggest some other factors that can influence the decisions they 
make. (Students might respond: peer pressure, personal beliefs, the opinions of someone 
they respect.) Elicit from them that such factors affect the choices they make.

Part II   Let It Flow (10 minutes)

Purpose: Students identify the steps of the decision making process and create a 
flowchart to illustrate the process.

 1. StudentS identify the StepS of the deciSion making proceSS.

Ask students to think about what they have learned regarding the factors they 
consider when making a decision (e.g., consequences, peer influence, personal 
beliefs). Have them suggest the steps they think people should take when 
making an important decision. Once students have created a list, have them 
put the steps in order. The final list should resemble the following:

 1. Define the issue.
 2. Gather information.
 3. Develop alternatives.
 4. Analyze the consequences.
 5. Make the decision.
 6. Consider feedback and evaluate.

Point out that the final step—consider feedback and evaluate—may result in 
returning to the first step to rework the decision. Decision making can be a 
recursive process. Sometimes, one must return to the beginning of the process 
or repeat a step several times.

 2. StudentS create a flowchart that ShowS the deciSion making proceSS.

Provide the class with the following scenario: the local school board is trying 
to decide if students at your high school should be required to wear uniforms 
to school.  

Divide the class into six groups. Tell students that each group will illustrate 
one step of the decision making process regarding the school board’s choice.
Give each group a large piece of poster paper and a long strip of paper. 
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Assign each group one step of the decision making process. Tell them to 
consider and discuss the problem with regard to the step assigned to them. 
For example, the “gather information” group would discuss how the school 
board would gather relevant information to help in its decision making. On 
their poster papers, the groups are to illustrate their assigned steps of the 
decision making process. They should use the long piece of paper to make an 
arrow that will be used to connect their steps to the next step.

When students have finished, collect the steps and post them on a bulletin 
board or wall. Connect all of the steps using the arrows. Review the results to 
reinforce the steps of the decision making process.

Part III   Fallout Shelter: Defining the Problem (30 minutes)

Purpose: Students begin a simulation, which continues throughout this module, 
and practice the first step of the decision making process (define the issue).

 1. StudentS prepare for a Simulation that highlightS deciSion making.

Explain to students that they are now going to begin working through the 
decision making process, as illustrated in their flowcharts. Explain that the 
activity will continue over the next few lessons.

Divide the class into groups of six or seven. Give each group a manila folder. 
Have a member of the group write all the members’ names on the folder. 
Inform students that all group work and notes related to this activity are to 
be kept in the folders. You will collect them at the end of each session and 
distribute the folders at the beginning of the next.

Explain the following situation to the groups:

Your group is composed of members of a federal agency in Washington, 
D.C. that is in charge of running fallout shelters in the far outposts of 
civilization. Suddenly, World War III breaks out and nuclear bombs begin 
dropping, destroying places all across the globe. People are heading for 
whatever fallout shelters are available. You receive a desperate call from one 
of your stations asking for help.

It seems that 10 people have arrived looking for shelter, but there is only 
enough space, air, food, and water in the fallout shelter for six people for 
a period of three months, which is how long they must stay underground 
before they can safely leave. They realize that if they have to decide among 
themselves which six should go into the shelter, they are likely to become 
irrational and begin fighting. So, they have decided to call your department 
and leave the decision to you. They will abide by your decision.

Explain to students that, as a group, they have to decide which four people 
will have to be eliminated from the shelter. Impress upon them the following 
important considerations: 
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• It is possible that the six people they choose to stay in the shelter might be 
the only six people left to continue the human race. 

• You (the federal agency group) must make the decision—no exceptions. 

 2. StudentS begin the Simulation by defining the problem.

Explain to students that their responsibility today is to carefully define the 
problem. Instruct students to take 10 minutes to write a clear definition of the 
situation, including all the factors they feel are important. 

Instruct the groups’ members to brainstorm the most important criteria 
(including core beliefs and values) to consider when making this decision. 
Have students include any outcomes the group wants. As a prompt, ask, 
“What qualities are important: intelligence, creativity, kindness, or other 
qualities?” Allow students 10 minutes to write their answers.

 3. StudentS diScuSS their group work.

Have each group share its definition with the class. Ask:

• What difficulties did you encounter when your group wrote its definition 
of the problem?

• Why is it necessary to have a clear definition of a problem when making a 
decision?

Lead students to the understanding that having a clear definition of the problem 
helps them to focus on each specific aspect of the problem and helps ensure that 
they will not be distracted later by things that aren’t part of the issue.

Have the groups return their materials to their folders. Collect the folders.

Conclusion (2 minutes)
Ask students how often they make decisions. Ask them to explain how good 
decisions are made. Elicit from students the following key points that were 
taught in this lesson:

• People make many decisions every day, some more difficult than others.

• Decisions are influenced by many factors, including beliefs and values. 

• Following the decision making process results in the best decisions.

• A clear definition of the problem leads to a better understanding of the issue.

Questions for Assessment

1. What factors can make some decisions more difficult than others?

2. List three factors that influence the decisions you make.

3. List the steps of the decision making process in order.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “If one does not know to which 
port one is sailing, no wind is favorable.” 
–Seneca the Younger

Activity: Have students illustrate 
this quote (perhaps by showing a 
ship labeled with a decision being 
buffeted by various winds). Display 
the drawings, or have students explain 
them in small groups.

Extension: Using Technology

Activity: Choose a television show 
with a historic or ecological theme. Pick 
one example of decision making illus-
trated in the show. Have students cre-
ate flowcharts of the example based on 
the decision making process.

Have students discuss the flowcharts in 
small groups.

Extension: Writing in Your Journal

Activity: Have students write about a 
decision they will have to make in the 
near future. Students should define the 
problem and describe why the choice 
may be difficult to make. Students 
should choose a topic they can discuss 
with their classmates.

Ask students to submit a one-sentence 
description of the problem they’ve 
identified. Have the class discuss the 
types of problems to be solved. 

Extension: Addressing Multiple 
Learning Styles

Activity: Explain to students that mne-
monic devices are techniques for assist-
ing memory. Provide the class with an 
example of a mnemonic device.

Divide students into groups. Have 
each group create a mnemonic to help 
students remember the decision mak-
ing process (e.g., “Dizzy gators don’t 
always make choices.”). Have groups 
share their mnemonic devices with the 
class.

Extension: Homework

Activity: Have students track news 
stories that describe choices to be made 
by local, state, or national government 
officials.

Have students keep a log of their sto-
ries, and write a short paragraph sum-
marizing each decision made, including 
stated reasons for arriving at decisions 
as well as hidden agendas.

Extension: Additional Resources

Activity: Have students research a 
recent decision made by the president 
or another political figure.

Have students chart the process that 
may have been used in making this 
decision.



 Lesson

  
 gathering information

A G E N D A
n  Starter
n  The Box
n  Info Search
n  Fallout Shelter: Exploring Alternatives
n  Conclusion
n  Questions for Assessment

Students will recognize the importance of gathering relevant facts and ignoring 
irrelevant information when making a decision. 

Students will learn that their prior experiences can direct them to good sources  
of information. 

Students will apply the step of gathering information to the fallout shelter 
simulation.

Materials Needed

• 10 slides or large pictures of diverse groups of people, such as Asians, African 
Americans, Native Americans, Latinos, Caucasians, men, women, teenagers, 
children, elderly people, well-dressed people, and so forth (Starter)

• Projector, if using slides (Starter) 

• A cardboard box filled with various small items, including string, paper clips, 
toothpicks, one or two red items, and one or two blue items (Part I)

• One copy of “The Search” activity sheet (#1) for each student (Part II)

• One copy of the “Fallout Shelter Hidden Biographies” activity sheets (#2 
through #11) for each role-playing volunteer (Each volunteer receives a 
unique biography.)(Part III)

• Fallout shelter folders (Part III)

• One copy of the “Fallout Shelter Biographies” activity sheet (#12) for each 
group (Part III)

2
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Starter (3 minutes)

Show students the 10 slides or large pictures featuring varieties of people. 

Ask students to write their answers to the following questions:

• Whom would you choose as a friend? Why?

• Whom would you like your brother or sister to have as a friend? Why?

• Which of these people would make the best teacher? Why?

• Which of these people would get your vote for president of the United States? 
Why?

Ask students how comfortable they are with their choices. Elicit from them that 
these decisions seem difficult because they do not know anything about the people 
other than their appearance. Point out that in order to make an informed decision, 
they would need more information. 

Part I   The Box (10 minutes)

Purpose: Students recognize the importance of gathering relevant facts and ignoring 
irrelevant information when making a decision. 

 1. StudentS complete a taSk uSing relevant information.

Explain to students that you have a challenge for them. Draw their attention 
to the box containing the various small items. 

Ask for a volunteer to come to the box. Inform the volunteer that he or 
she has 10 seconds to connect a red item and a blue item using paper clips, 
strings, or other items from the box. Dump the contents of the box on the 
floor or the table and say, “Go!” When 10 seconds have passed or when the 
student is finished, ask if anyone sees other solutions. Have these students 
connect the red and blue items they suggest.

 2. StudentS diScuSS the importance of uSing relevant information to 
make deciSionS.

When students have exhausted combinations, ask students why no one 
attached irrelevant items. For example, hold up two items that were not red 
or blue and say, “Why didn’t you connect these?” You might also hold up 
another item and ask, “Why didn’t anyone use this to connect a red and a blue 
object?” Elicit from students that these things did not fulfill the requirements 
of the challenge.

Ask students why the solution was so easy. Elicit from them that they had the 
knowledge to recognize what was important in this exercise and what did not 
fit the solution. Point out that to make a good decision, one must have the 
relevant facts and ignore information that is unrelated.
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Part II   Info Search (10 minutes)

Purpose: Students recognize that their experiences can direct them to good 
sources of information.

 1. StudentS recognize the importance of identifying appropriate 
SourceS of information.

Explain to students that sometimes they will not have all the important facts 
they need, which will require them to find additional sources of information.

Ask students, “Where would you go to find the scores of last night’s baseball 
(or another sport, depending on the season) game?” Encourage students 
to give several sources, such as newspapers, television, radio, and websites. 
Ask students why they would choose those sources. Lead students to the 
understanding that they would choose those sources because they have found 
the information there before. 

 2. StudentS practice identifying appropriate SourceS of information.

Explain that students will practice identifying the appropriate sources of 
information for different situations. Tell students that they will be able to do 
this easily if they use their prior experiences and knowledge. Distribute a copy 
of “The Search” activity sheet (#1) to each student. 

Allow students five minutes to complete the activity sheet. While students are 
working, write the five situations on the board. 

When time has expired, have students share the sources of information 
that they felt were pertinent to each situation. Have two volunteers list the 
responses under the appropriate situation on the board. Elicit from students 
the greatest variety of sources possible. (Student might respond: libraries, 
reference books, atlases, encyclopedias, interviews with knowledgeable people, 
the internet, newspapers, classified ads, magazines, clubs, organizations, and 
associations.)

Have students add any new sources of information to their worksheets. 
Suggest that students keep their lists of sources as an aid for research 
and information gathering. Explain that when they are trying to gather 
information, reviewing the list will help them uncover sources they may not 
immediately consider.

Part III   Fallout Shelter: Exploring Alternatives (30 minutes)

Purpose: Students apply the step of gathering information to the fallout shelter 
simulation.

 1. volunteerS prepare character roleS for the fallout Shelter  
Simulation.
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Explain to students that they are now going to return to the fallout shelter 
simulation to practice gathering information from different sources.

Ask for 10 volunteers to play special roles in this activity. Assign each volunteer 
a character to role-play. Give each volunteer one of the “Fallout Shelter Hidden 
Biographies” activity sheets (#2 through #11), and ask them to read the hidden 
biographical information quietly. Explain that the activity will require them to 
answer questions related to their characters. Instruct them to answer truthfully, 
creatively, and in character if there is a question not covered in the hidden 
biography. Instruct each volunteer to write down the answers to the questions 
they are asked during the activity so that they can give consistent information to 
any groups that ask similar questions. 

 2. StudentS receive biographical information about the characterS  
in the Simulation.

Have students return to their simulation groups; then, distribute the fallout 
shelter folders. Review the fallout shelter situation with students. Remind 
them that each group has to decide which four people will have to be 
eliminated from the shelter. Point out that the six people they choose to stay 
in the shelter may be the only six people left to start the human race again, so 
this decision is very important. 

Distribute copies of the “Fallout Shelter Biographies” activity sheet (#12). 
Explain that this is all they know about the 10 people. Read the sheet out 
loud:

• Bookkeeper, 31 years old

• Second-year medical student, member of militant group

• Famous historian, 42 years old 

• The famous historian’s 12-year-old daughter

• Hollywood star, actor/actress

• Biochemist

• Member of the clergy, 54 years old

• Olympic athlete in track and field, world-class triathlete

• College student

• Firefighter

 3. StudentS develop a liSt of queStionS to anSwer.
Explain to students that their task is to decide what they need to know in 
order to make the decision. They must develop a series of questions that 
will elicit the information they need about each person. Allow students 10 
minutes to prepare their lists of questions. 
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 4. the fallout Shelter groupS identify the SourceS that they would 
uSe to gather relevant information.
When 10 minutes have passed and the groups have completed their lists of 
questions, tell them that they must identify as many sources as possible to find 
the information they need. Give students two to three minutes to complete 
this task. Ask the class if they included interviews with the individuals as 
important sources of information. 

 5. groupS interview the fallout Shelter characterS.
Explain to the class that the teams are able to communicate with the fallout 
shelter site, so they will be able to ask reasonable questions of each of the 
individuals involved.

Ask the 10 volunteers to stand. Introduce each one as the character he or she 
is portraying. 

Have the actors circulate among the groups for a few minutes and answer 
questions. Remind the actors that if they do not have information on the 
hidden bio to answer a specific question, they must make up an answer 
that is consistent with the character. Tell actors to write down the made-up 
information they give out so all groups that ask similar questions get similar 
answers. Instruct group members to take notes on the information they learn 
from the characters.

When time has expired, have students put all their materials in their group 
folders. Collect the folders from each group, and put them aside until the next 
session.

Conclusion (2 minutes)
Ask students what they must do in order to make well-informed decisions. Ask 
students to explain the importance of discerning between relevant and irrelevant 
information. Elicit from students the following key points that were taught in this 
lesson:

• To make an informed decision, gather relevant information and ignore 
information that does not apply to the situation.

• Our own experiences can guide us to appropriate sources of information.

• Collect information from varied sources to gain a comprehensive 
understanding of the situation.

Questions for Assessment

1. Imagine that you have been chosen to plan a class trip. List the information 
that you need to gather and how and where you would get this information.

2. Explain the differences between relevant and irrelevant information. List 
examples of relevant and irrelevant information in planning the class trip.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Basic research is what I am 
doing when I don’t know what I am 
doing.” –Wernher von Braun

Activity: Have a volunteer prepare a 
one-minute bio on von Braun, a German 
rocket scientist who came to the U.S. 
during World War II. Discuss the pos-
sibility of someone so accomplished not 
knowing what he’s doing.

Extension: Additional Resources

Activity: Invite a businessperson or 
government representative to speak  
to the class about choices they make,  
factors they consider in decision mak-
ing, whom they consult, etc.

Have students write an article for the 
school newspaper (or a career newslet-
ter) summarizing what they learned. 

Extension: Addressing Multiple 
Learning Styles

Activity: Divide the class into small 
groups. Have each group make a list of 
10 to 20 questions concerning famous 
decisions/decision makers (e.g.,“Which 
president decided to free the slaves?”).

Have teams trade their lists and answer 
the questions. Award prizes in various 
categories. Have each student write a 
one-minute report on a different deci-
sion maker, what dilemma he or she 
faced, and how he or she arrived at a 
decision.

Extension: Using Technology

Activity: Show Breaking Away and/
or October Sky, movies about kids who 
dream of escaping their small-town, 
working-class lives. The first is the 
charming story of Dave, a college-
town kid who fancies himself an Italian 
bicycle racer. The second is the true—
though highly romanticized—story of 
Homer Hickam, who, as a Sputnik-era 
youth, “went bonkers” about rockets 
and ultimately found work at NASA. 

Have students list factors the main 
characters considered in the decisions 
to pursue their dreams. 

Extension: Homework

Activity: Have students choose and 
research a controversial issue faced by 
a government official.

Have students list possible resources 
that could help the official make a 
decision about the issue.

Extension: Writing in Your Journal

Activity: Have students write about 
a decision they must soon make. Tell 
them to list possible sources of infor-
mation that might help them make 
their decisions.

Have volunteers share their work with 
the class.
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The Search

Where would you go to find information that could help you with the follow-
ing situations? List as many sources as possible. 

 1. You have to write a research paper for history class.

 2. You are writing an editorial for the school newspaper on a problem in your com-
munity.

 3. You are searching for a part-time job to earn money.

 4. You are interested in getting to know and possibly dating a new student in the 
school.

 5. You are buying a new stereo system.
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

bookkeeper, 31 yearS old

Hidden Biography:

 • You have invented a machine that converts any plant into gasoline. You love sports of 
all kinds. You are an excellent fisherman. You are a convicted felon.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

Second-year medical Student, member of militant group 

Hidden Biography:

 • Despite being a gifted student, you have learned that you will be expelled because 
you fell behind in your studies due to time spent on political activities. Your family 
has spent nearly all the money it has on your education. You are an excellent sculp-
tor and artist.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

famouS hiStorian, 42 yearS old 

Hidden Biography:

 • You have a photographic memory. Since you are well read, you are knowledgeable 
about history, carpentry, and handywork. You are married with one child. Your 
wife/husband is a United States Senator.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

the famouS hiStorian’S 12-year-old daughter

Hidden Biography:

 • You are a top student, a talented flutist, and a competitive gymnast. As an only child, 
you are used to a great deal of attention from adults. Adults enjoy your company very 
much. Sometimes, you have difficulty getting along with other children your age.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

hollywood Star, actor/actreSS

Hidden Biography:

 • You are a computer wizard. Your first starring role in a movie is to be released in two 
weeks. You have written three hit songs under a stage name.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

biochemiSt

Hidden Biography:

 • You are antisocial. You can’t stand to be around people. You are bitter about a recent 
divorce. You write poetry in your spare time.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

member of the clergy, 54 yearS old

Hidden Biography:

 • You have just learned that you have one year to live. You recently returned from a 
world conference on religions, where your keynote speech was widely acclaimed. 
You worked on an oil rig while you were in college.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

olympic athlete in track and field, world-claSS triathlete

Hidden Biography:

 • In order to compete, you have taken performance-enhancing drugs. You are a  
vegetarian and can’t stand the sight of meat. You have a strict training and diet  
regimen. If your routine is disturbed, you become aggressive.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

college Student

Hidden Biography:

 • You are an engineering major. You can design and build many types of structures 
using whatever materials are available. You are also very knowledgeable in electron-
ics and can repair radios and TVs. You are known at your school as being a social 
climber, and you only associate with the “in” group.

Notes:

Fallout Shelter
hidden biographies
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InstructIons:
You are going to role-play one of the characters based on the biographical 
information below. You are not to tell anyone, including other characters, 
about this additional information. If you are asked a question that is not cov-
ered by this information, you may make up your own answer that is consist-
ent with the character. Write that answer in the notes section below. Always 
give the same answer to the same or similar questions.

firefighter

Hidden Biography:

 • You are a health fanatic and very strong. You are known to be very helpful to people 
who know you. You recently won an award for a program you created for homeless 
children.

Notes:

Fallout Shelter
hidden biographies
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Bookkeeper, 31 years old

Second-year medical student, member of militant group 

Famous historian, 42 years old

The famous historian’s 12-year-old daughter 

Hollywood star, actor/actress

Biochemist

Member of the clergy, 54 years old

Olympic athlete in track and field, world-class triathlete

College student

Firefighter

Fallout Shelter
biographies



 Lesson

 exploring alternatives and  
 Considering Consequences

A G E N D A
n  Starter
n  Hit the Nail on the Head
n  The Gift
n  Fallout Shelter: Considering Consequences
n  Conclusion
n  Questions for Assessment

Students will discover that they should think creatively about alternative solu- 
tions to problems and not restrict themselves to obvious choices. 

Students will practice weighing the consequences of various alternatives by  
investigating the positives and negatives of each. 

Students will apply the steps of exploring alternatives and weighing options to  
the fallout shelter simulation. 

Materials Needed

• Nails, a long wood board, a rock, a hammer, a mallet, and a balloon (Part I)

• One copy of “The Gift” activity sheet (#13) for each student (Part II)

• Fallout shelter folders (Part III)
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Starter (3 minutes)

Ask students to imagine that it’s a rainy Saturday evening, and they’re on their 
way to a concert. They hear that an accident has closed the route to the concert. 
What will they do? (Students will likely mention taking an alternate route.)

.

Now, ask them to imagine that a fire has closed the alternate route they’ve 
chosen. What will they do now? (Students will likely mention taking yet another 
route.)

Ask them which route they would choose. (Students should respond that to get to 
the concert on time, they will try to find the shortest alternative route.) 

Explain that to get to their destination, they must identify their goal, look at 
all the possibilities, and consider the advantages and disadvantages of each one. 
Explain that the same is true when they make any decision—they must know what 
is important, explore all the alternatives, and consider the consequences of each 
possibility.

Part I   Hit the Nail on the Head (10 minutes)

Purpose: Students discover that they should think creatively about alternative 
solutions to problems and not restrict themselves to obvious choices.

 1. StudentS identify SolutionS to a challenge.

Place a hammer, several nails, wood, a rock, and a balloon on a table in  
the front of the room or on the floor in the middle of the classroom. Ask a 
student volunteer to figure out a way to drive a nail into the wood. Ask the 
volunteer to write a sentence describing the solution on the board (e.g., “I 
would use the hammer to drive the nail into the wood”).

Ask other volunteers to demonstrate other solutions. Have each volunteer 
write his or her solution on the board.

 2. StudentS recognize that they inStinctively weigh optionS.

Ask students why none of them chose to drive in the nail with the balloon. 
(Responses should indicate that the balloon would pop and would not drive in the 
nail.) 

Ask students to consider why you might have asked such a silly question.  
Lead students to the understanding that they used their experiences to weigh 
options and disregard possibilities that obviously would not work. 

 3. StudentS create alternative SolutionS.

Ask students why no one used their shoe. (Students may respond that you did 
not tell them that they could use something that was not on the table.) Explain 
that you told them to figure out a way to drive the nail into the wood, not 
what to use or where to find it. 

Now that students know this, ask them to suggest other ways they could achieve 
the goal. Have students brainstorm possibilities and add them to the list. 
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When students have finished brainstorming, explain that what they have 
just done is come up with some creative alternatives that contribute to well-
thought-out decisions. Remind them that when they are exploring alternatives, 
they shouldn’t restrict their thinking; they should evaluate their options and 
consider consequences only after they’ve created a list of alternatives. 

Part II   The Gift (10 minutes)

Purpose: Students weigh the positive and negative consequences of various 
alternatives.

 1. StudentS are preSented with a Situation that requireS a deciSion.

Distribute “The Gift” activity sheet (#13) to students. 

Read aloud the following situation:

You have just won $2,000. You’ve wanted to buy a used car that a neighbor 
is selling. The last time you asked, the owner said she would sell the car for 
$1,995. You know what money you have saved and what you earn weekly. 

On the chart, list the positives and negatives of buying the car.

 2. StudentS analyze poSitive and negative conSequenceS.

As students begin to fill out the positives and negatives on the activity sheet, 
prompt them with the following questions:

• Have you considered the cost of gas, maintenance, and insurance?

• Would you have to give up spending money on some things to pay for car 
expenses? How will you deal with this?

• How will your time be affected if you buy the car?

• Could car ownership affect your social life?

• Are there any consequences that might affect your family?

Ask students to share some of the positive and negative consequences that 
they listed. Allow students to add consequences that they find relevant. 

Ask students to raise their hands if, after analyzing the positives and negatives, 
they will buy the car.

 3. StudentS are confronted with unexpected conSequenceS.

Say, “You’ve decided to buy the car. You tell a close friend that you’re getting 
wheels next Tuesday. Your friend says, ‘That’s great. I can’t wait to borrow 
it.’ What are the consequences of telling your friend that he can drive the car? 
What are the consequences of telling your friend he can’t drive the car?”

Give students a minute to fill in the positives and negatives of each choice in 
the second row.
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When students have finished listing the consequences, say, “Something else 
has come up. When you tell your mom that you’re going to buy the car, she 
tells you that if you buy the car, you will have to pick up your brother at the 
elementary school and your sister at the middle school every day. Then, she 
adds that you can also help her take the groceries to your grandmother every 
Saturday morning. What are the positives and negatives here?”

 4. StudentS learn that a deciSion can be reviSed when unexpected 
conSequenceS appear.

Give students time to add the consequences in the third row. Then, have 
students discuss their responses. Ask if any of these unexpected consequences 
caused them to change their decisions. Why?

Point out to students that decisions can be changed or revised when they have 
considered all the consequences, if a situation changes, or if more information 
becomes available. Explain that in this case, their decisions affected not only 
themselves, but others around them (including friends and family). 

Part III   Fallout Shelter: Considering Consequences (30 minutes)

Purpose: Students apply the steps of exploring alternatives and weighing options 
to the fallout shelter simulation. 

 1. StudentS review their progreSS in the fallout Shelter Simulation.

Have students return to their simulation groups. Return the fallout shelter 
folders. Ask a volunteer to summarize the situation and the decision that each 
group must make. Reinforce the understanding that the groups must decide 
which six individuals make the best combination of people. 

Remind them that during the last lesson, they developed questions for which 
they needed answers to help make the decision. They also identified sources 
that would be useful in obtaining pertinent information. In addition, they 
learned more about the characters.

 2. StudentS determine the alternativeS.

Have students work in their groups to determine as many alternative 
groupings as possible. Remind students that they should keep their minds 
open and look for alternatives that are “outside the box.” Remind them that 
they should not restrict themselves or comment on others’ suggestions at this 
stage. Explain that they should also not be weighing consequences yet; they 
are just brainstorming alternatives and will weigh consequences next. Allow 
them 10 minutes to complete this step. 

 3. StudentS conSider the poSitive and negative conSequenceS of each 
alternative.

After 10 minutes have passed, suggest that the group decide on a simple 
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method of recording positives and negatives (e.g., pro/con lists). Allow them 
10 minutes to weigh the positives and negatives for each alternative. Remind 
them to look for unexpected consequences.

 4. StudentS participate in a debriefing proceSS for the Simulation.

Ask groups to identify how many alternatives they discovered. Then, ask them 
to think about the process of considering the consequences. Inquire:

• What methods or procedures did your group develop in order to consider 
the positives and the negatives? 

• What problems or challenges did your group face?

• How did your group resolve any difficulties?

• If you were to do this step again, what would your group do differently? 

• What were some of the surprising or interesting alternatives and 
consequences your group considered?

Have the groups return any materials to their folders. Collect the folders.

Tell students that during the next session, they will make their decisions.

Conclusion (2 minutes)

Ask students to explain why it is important to consider the long-term effects of 
their decisions. Ask students to explain how it is possible that the decisions they 
make may affect other people. Elicit from students the following key points that 
were taught in this lesson:

• When making a decision, consider all the alternatives and think creatively.

• Carefully weigh the consequences of each alternative by examining the 
positives and the negatives of each possibility.

Questions for Assessment

1. List five positive consequences and three negative consequences of doing  
volunteer work in your community.

2. Describe a situation in which you made a decision that led to unexpected  
consequences. How did you react to those unexpected consequences? Would 
you react differently now?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Most of the things we decide 
are not what we know to be the best. 
We say yes, merely because we are 
driven into a corner and must say 
something.” –Frank Crane

Activity: Have volunteers relate situ-
ations in which students might say yes 
when they want to say no. Discuss the 
consequences of these decisions.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create comic 
strips illustrating decisions they must 
soon make, the options available to 
them, and possible consequences for 
each alternative.

Post the strips around the classroom.

Extension: Writing in Your Journal

Activity: Have students identify a 
problem in their communities. Tell 
them to list options for solving this 
problem and write the possible posi-
tive and negative consequences for 
each option.

Have students share their work in 
small groups. Ask the groups to dis-
cuss options/consequences that might 
have been overlooked.

Extension: Using Technology

Activity: Show Hoop Dreams, a docu-
mentary that follows the high school 
careers of two African American teen-
age boys, both extraordinary basketball 
players who hope to earn NBA con-
tracts.

Discuss with students who and what 
influenced the boys’ decisions, the 
alternatives open to them, and what 
consequences seemed to be most 
important in their decisions.

Extension: Homework

Activity: Have students chart their TV 
viewing for one week. The chart should 
include shows, genres, characters, deci-
sions made, and how those decisions 
were made (e.g., peer influence, advice, 
research). Students should also include 
the outcome of each decision.

Have students construct a bar graph 
categorizing the influences on deci-
sions in each show, using a different 
color for each one.

Extension: Additional Resources

Activity: Have students read Into Thin 
Air by Jon Krakauer, his taut first-per-
son account of the 1996 Everest expe-
ditions that resulted in the deaths of 12 
people—a chronicle of bad decisions 
from start to finish.

Have students chart the reasons for the 
various decisions in the book and the 
consequences of those decisions.
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You have just won $2,000. You’ve wanted to buy a used car that a neighbor 
is selling. The last time you asked, the owner said she would sell the car for 
$1,995. You know what money you have saved and what you earn weekly. 

On the chart, list the positives and negatives of buying the car.

The Gift

 Positive Consequences Negative Consequences

1. Expected 
 Consequences

2. Unexpected
 Consequences

3. Unexpected
 Consequences



 Lesson

 Making and  
 evaluating decisions

A G E N D A
n  Starter
n  Fallout Shelter: Making the Choice
n  Because…
n  One More Time 
n  Conclusion 
n  Questions for Assessmant

Students will demonstrate the decision making process by making the final 
decision in the fallout shelter simulation.

Students will explain and defend their decisions. 

Students will review the decision making process.

Students will recognize that some decisions need to be modified and will reflect 
on the decisions made by their groups.

Materials Needed

• Fallout shelter folders (Part I)

• One copy of the “Evaluating Fallout Shelter Decisions” activity sheet (#14) 
for each student (Part II)

• Journals or writing paper for student responses (Part III)

4
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Starter (2 minutes)

Tell students that “a stitch in time saves nine” is a maxim, or well-known saying. 
Ben Franklin first wrote this saying in Poor Richard’s Almanac. Ask students to 
explain what the maxim means. 

Lead students to the understanding that it means that if we do things in a timely 
manner, we will save ourselves work.

Explain to students that the same is true for decisions. Ask for a show of hands 
from students who feel they often procrastinate when they make decisions. 
Explain that this is common. Ask students to suggest reasons why this happens. 
(Student might respond: people can’t make up their minds, they believe that there are 
going to be bad consequences no matter what.)

Explain that if people procrastinate as they make decisions, opportunities can be 
lost and the consequences can be serious. Explain to students that they will now 
have to make a timely decision.

Part I   Fallout Shelter: Making the Choice (15 minutes)

Purpose: Students review the decision making process as they make their final 
decisions in the simulation.

 1. StudentS review the deciSion making StepS they have taken.

Distribute the folders to the groups. 

Review with students the first four steps of the decision making process that 
you have covered so far: 

 1. Define the issue.

 2. Gather information.

 3. Develop alternatives.

 4. Analyze the consequences.

Call on volunteers to name the steps. Ask each volunteer to explain what 
his or her group did while working on that step. As appropriate, ask what 
difficulties the groups faced as they worked and why those difficulties 
occurred. 

 2. Student groupS make the final deciSion.

Explain to students that in today’s session they will decide which characters 
will be accepted into the fallout shelter.

Have students recall their assignment: they must choose four people who will 
not be allowed into the shelter. Remind them of the gravity of the situation—
the six people they choose might be the only six people left to start the 
human race over again.
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Allow students five minutes to make their decisions. Remind them to review 
the data, issues, and considerations they had gathered in order to make their 
decisions.

 3. groupS prepare to preSent their deciSionS.

While students are working, write the following questions on the board:

• What critical issues and considerations did you have to take into account?

• Who did you choose to move into the fallout shelter?

• Why did you choose these people?

Explain to the groups that they will present their decisions and their reasoning 
to the entire class. Tell the class that each group will have two minutes for 
its presentation. Have each group select one or two spokespersons and allow 
them five minutes to organize their answers. Instruct students to address the 
specific questions above in their presentations. 

Part II   Because. . . (20 minutes)

Purpose: Students explain and defend their decisions.

 1. groupS preSent their deciSionS to the claSS.

Distribute copies of the “Evaluating Fallout Shelter Decisions” activity sheet 
(#14) to each student. Then, call on each group to present its decision and 
explain its reasoning within two minutes.

 2. groupS are queStioned about their deciSionS.

After each presentation, allow a brief question and answer period, during 
which the class asks about and comments on the decision. Remind students 
that some groups may have different information because they asked the 
characters different questions.

If necessary, remind students about the importance of being respectful of 
other people’s decisions. Point out to students that some of the factors 
involved in the decision making process are a person’s personal beliefs and 
values. For that reason, even people who have the same information might 
make different decisions.

 3. StudentS evaluate each group’S deciSion.

After each presentation and discussion, allow students several minutes to 
complete the activity sheet by rating the decisions and the justifications on a 
scale of 1 to 5, with 1 being extremely poor and 5 being outstanding.

Have students place all material, including the evaluations, into the group 
folders. Collect the folders.
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Part III   One More Time (10 minutes)

Purpose: Students recognize that some decisions need to be modified, and reflect 
on the decisions made by their groups.

 1. StudentS have an opportunity to reviSit their deciSionS.

Remind students that the last step of the decision making process is to revisit, 
revise, and modify decisions if necessary or if more information becomes 
available. 

Ask students to respond to the following prompt in their journals: “Explain 
what you would change about or why you stand by your group’s decision.”

 2. StudentS examine their own performance during the fallout  
Shelter Simulation.

Ask that students try to disregard the content of the activity and instead 
examine the process.

After several minutes, prompt students to consider how their experiences 
in this activity relate to their decision making processes in general. Ask the 
following questions, and have students continue to write their responses in 
their journals:

• What influenced your decisions in this activity? What factors influence your 
decisions on a daily basis?

• What did you find difficult in this simulation? How does that compare with 
the decisions that you are faced with every day?

• What would have helped make the decision making process easier?

• If you were to do this again, what would you do differently? What do you 
think you did well?

• How will you use the decision making process in your life? 

• Why is it important to understand how good decisions are made?

Conclusion (3 minutes)

Ask students why following the decision making process is helpful. Ask students 
to explain why knowing how to make good decisions can help guide them in the 
future. Elicit from students the following key points that were taught in this lesson:

• Decisions must be made in a timely manner.

• Part of the decision making process is the opportunity to revisit and modify 
decisions we have made.
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Questions for Assessment

1. What does it mean to make a timely decision? Why is making a timely decision 
important?

2. When, why, and how would you revise a decision?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “We can try to avoid making 
choices by doing nothing, but even 
that is a decision.” –Gary Collins

Activity: Have students give examples 
of choices that were made because they 
took no action.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students choose a step 
of the decision making process and cre-
ate a presentation that illustrates that 
step. Students should use various media 
in their presentations, including artwork, 
videos, songs, brochures, etc.

Have students evaluate each presenta-
tion.

Extension: Writing in Your Journal

Activity: Have students read the 
“Everyday Heroes” activity sheet (#15) 
and write their reactions.

Have students discuss making the 
choice to become an organ donor. Ask 
“what might the decision making pro-
cess for becoming an organ donor look 
like?”

Extension: Using Technology

Activity: Have students use the inter-
net to research news articles about a 
recent decision the government has 
made.

Divide students into groups. Have stu-
dents discuss their articles and evaluate 
the decision making process that was 
used.

Extension: Homework

Activity: Have students research the 
Oklahoma Dust Bowl and the resulting 
migration to California.

Have students write a one-page paper 
or prepare a chart illustrating the choic-
es the migrating families had to make 
and the consequences of those deci-
sions.

Extension: Additional Resources

Activity: Read Out of the Dust by Karen 
Hesse and/or The Grapes of Wrath by 
John Steinbeck. Compare these novels 
of depression-era struggle with historic 
material on the causes and effects of 
drought in the Oklahoma Dust Bowl.

Have students debate the agricultural 
and political decisions made during this 
era, arguing for/against alternatives 
that might have prevented disaster.
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Directions: Using a scale of 1 to 5, with 1 being extremely poor and 5 being 
outstanding, evaluate the work done in the fallout shelter simulation.

Evaluating Fallout 
Shelter Decisions

Group Members Score for the 
Decision

Score for the 
Justification Comments
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the GIft that Keeps on LIvInG  
Tiffany Culy urges teens to become organ donors.

Everyday Heroes

When she started feeling sick to her stom-
ach in March 1997, Tiffany Culy figured it 
was the flu. But a few days later, the Saline, 
Mich., teen woke up with yellow eyes and 
yellow skin and an “unbelievable pain” in 
her belly. Rushed to a hospital, she began 
slipping into a coma.
 Tiffany had Wilson’s disease, which was 
destroying her liver. Doctors said she would 
die without an immediate liver transplant.
 After reviewing four possible organ dona-
tions, surgeons were able to find a liver that 
would work for her. Tiffany spent three 
months in the hospital. Now 19 and a fresh-
man at Hope College in Holland, Mich., 
Tiffany is so healthy that she competed in 
two swimming events at the 1998 Transplant 
Games. She also has become a crusader for 
organ donations.
 “Over 61,000 Americans are waiting for 
a lifesaving organ transplant,” Tiffany says. 
And an average of 12 Americans die each 
day waiting for a new liver, heart, kidney 
or other organ, according to the nonprofit 
Coalition for Donation.

 Tiffany gives talks at schools and for 
youth groups, telling kids that needing an 
organ can happen to anyone. “It took me 
totally by surprise,” she says.
 Tiffany tries to dispel myths about organ 
donation. For example, she says celebrities 
are not put at the top of the list for dona-
tions. “And there is no black market for sto-
len organs.”
 Tiffany says she got a liver because “I 
was basically healthy and my chances for 
survival were good.” When deciding who 
gets an organ, the coalition says it does not 
take into account race, gender, age, income 
or celebrity.
 Becoming a donor is simple, Tiffany says. 
“All you really have to do is tell your next 
of kin, because that’s who will be asked 
at the time of death. You can also sign up 
when you get your driver’s license.”
 And you shouldn’t wait. “Even though 
you’re a teen, you’re not invincible,” she 
says. “Talk to your family. Tell them you 
want to save someone’s life.” 

—Nancy Vittorini

*Reprinted with permission from React magazine. Copyright 1999, Advance Magazine Publications, Inc. Uses: Copy machine, 
opaque projector or transparency master for overhead projector. React magazine grants permission to reproduce this page for use 
in classrooms.
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consideration: 1. Careful thought; deliberation. 2. A factor to be considered in form-
ing a judgment or decision.

criteria: A standard, rule, or test on which a correct judgment or decision can be based.

elicit: To draw out; to arrive at (a truth, for example) by logic.  

evaluate: 1. To determine or fix the value or worth of. 2. To examine and judge care-
fully; appraise.

feedback: Response or comment from others.

irrelevant: Unrelated to the matter at hand; insignificant.

modify: 1. To change in form or character; alter. 2. To make less extreme, severe, or 
strong.

pertinent: Relevant; logical; suitability to the matter at hand.

recursive: Happen again or repeatedly, especially at regular intervals.  

reevaluation: To reconsider the value or worth of.

relevant: 1. Having a connection with the matter at hand. 2. Fitting or suiting given 
requirements.

weigh options: 1. To balance in the mind in order to make a choice; ponder or evalu-
ate. 2. To examine alternatives.

Glossary
Module Two: Decision Making Skills
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 Lesson

 
 Identifying Goals

A G E N D A
n   Starter
n   Why Goals?
n   Can I Do It?
n   Stepping-Stone Goals
n   Conclusion
n   Questions for Assessment

Students will identify the importance of having goals.

Students will recognize that there are realistic and unrealistic goals.

Students will identify goals as short term, medium range, and long term.

Materials Needed

• A dictionary (Part I)

• One copy of the “My Goals” activity sheet (#1) for each student (Part I)

• One copy of the “On Your Way” activity sheet (#2) for each student (Part III)

151
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Starter (3 minutes)

Divide the class into four groups. Tell students that each group will make a certain 
noise. The members of the first group will rub their hands together. People in the 
second group will snap their fingers continuously. Students in the third group will 
hit their thighs with their hands. Members of the fourth group will stomp their feet. 
On the count of three, have students begin making the noises until you say stop.

After about 30 seconds, stop the game and ask what the purpose of that exercise 
was. Ask, “Did we accomplish anything during this activity? Did we have a goal?”

Students should respond negatively to these questions. Point out that they made 
an effort, but didn’t accomplish anything. Explain to students that having a goal 
can help ensure that they accomplish what is important to them.

Tell students that in the next few lessons, they will be discussing goals and the 
ways in which goals can help them succeed in life.

Part I   Why Goals? (15 minutes)
Purpose: Students identify the importance of having goals.

 1. StudentS define “goal.”

Ask students to suggest meanings for the word “goal.” Have a volunteer look up 
“goal” in the dictionary and read the definition to the class. Have the volunteer 
write the definition on the board. Have students offer their own definitions, and 
elicit from them that a goal is something a person wants to accomplish.

 2. StudentS identify the purpoSe and importance of goalS.

Tell students that they are now going to repeat the activity in the starter, but 
this time with the goal of making the sound of a rainstorm. Remind each 
group of its assigned sound. Tell students that you will point to one group at 
a time. When you point to a group, that group is to begin making its noise 
and continue until you point to the next group. Explain that when you point 
to a group, students should join that group in making their sound. Tell stu-
dents that when you point to their group a second time, they should return to 
making their original sound.

Point to each group in succession, so that the noise builds and sounds like a 
rainstorm. Then reverse the order, so it sounds as if the rain is slowing down.

Ask students what they accomplished this time. Lead students to recognize that 
having a goal helped them focus and make sense out of some seemingly discon-
nected activities. Explain to students that having goals for what they want to 
accomplish in life can help them stay on track and make sense of the many activi-
ties they undertake.

 3. StudentS identify their own goalS.

Distribute the “My Goals” activity sheet (#1) to students. Ask students to 
brainstorm their goals on the activity sheet. Remind students that a goal is 
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something a person wants to accomplish. Use prompts to stimulate students’ 
thinking.

 4. StudentS Share their goalS.

Ask every student to share at least one of his or her goals. Write the goals on 
the board.

Tell students that goals are indispensable for their success in life. Goals are 
a guide and a target to work toward. Goals help people to do their best and 
accomplish what they want.

Part II   Can I Do It? (10 minutes)
Purpose: Students recognize that there are realistic and unrealistic goals.

 1. StudentS recognize realiStic and unrealiStic goalS.

Tell students that it is important for their goals to be realistic. Explain to stu-
dents that if a goal is not realistic, they could become discouraged, but that 
if it is too easy, they could become bored. Lead students to recognize that a 
goal should be both achievable and challenging.

 2. StudentS claSSify their perSonal goalS aS realiStic or unrealiStic.

Suggest goals such as the following to students, and ask them to categorize 
the goals as realistic or unrealistic:

• A 14-year-old girl, interested in science, sets a goal to become a veterinarian.

• A high school senior who hasn’t worked or saved any money wants to trav-
el to Europe during the summer after graduating from high school.

• The school principal wants all graduating seniors to go to college.

Ask students why they classified the goals as they did. Direct students to the 
recognition that the time frame attached to a goal is important. Tell students 
that each of their long-term goals should always specify a time frame in which 
the goal will be achieved.

Have students share their personal goals, and classify them as realistic or unre-
alistic. They should also ensure that their goals are achievable and challenging. 
Remind students to think carefully about the time frames they establish.

Part III   Stepping-Stone Goals (20 minutes)
Purpose: Students identify goals as short term, medium range, and long term.

 1. StudentS recognize that long-term goalS can be broken down 
into Short-term and medium-range goalS.

On the board, write the following: “Eat a good meal. Concentrate on math 
homework. Pass tests. Graduate. Study for math tests. Pass classes.” Explain 
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to students that the goal here is to graduate from high school. Challenge stu-
dents to order the events so that this goal can be achieved. Ask students to 
suggest an order.

Summarize the process:

• You had to eat a good meal in order to concentrate on your homework and 
study for your tests effectively. These are examples of short-term goals.

• By studying effectively, you were able to pass your tests and therefore pass 
your classes. These are examples of medium-range goals. 

• Achieving those short-term goals and medium-range goals allowed you to 
graduate. That is a long-term goal.

 2. StudentS examine Stepping-Stone goalS.

Tell students that the things you have to do now or soon in order to accom-
plish your goals are stepping-stone goals.

Explain stepping-stone goals as the following:

• Short-term goals are objectives that you want to achieve in a short time 
frame—an hour from now, today, or as far as a month away. Short-term 
goals can also be things you have to do along the way to reach your  
medium-range or long-term goals.

• Medium-range goals are objectives that you want to achieve that will take 
more time, between a month or so and a year. Medium-range goals can be 
achieved on the way to reaching long-term goals.

• Long-term goals are objectives that you want to achieve in the future, 
whether you hope to accomplish them a few years from now or when you 
are much older.

Explain to students that stepping-stone goals help us to achieve realistic goals 
in realistic periods of time.

 3. StudentS Set Stepping-Stone goalS for themSelveS.

Distribute the “On Your Way” activity sheet (#2). Tell students to choose 
one of the long-term goals that they identified on the “My Goals” activity 
sheet (#1), and write it in the top box on the “On Your Way” activity sheet.

Allow students to choose a realistic goal for themselves. Circulate the room 
and ensure that students have chosen appropriate long-term goals. Say to stu-
dents, “Backtrack, and decide what goal you need to accomplish just before 
you achieve your long-term goal. Put that in the second box from the top. 
Continue backtracking until you identify all of the short-term goals necessary 
to reach the long-term goal.”

Have students complete the activity sheet. Work with students to fill in the 
entire staircase so that it begins with a simple, easily attainable task.
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 4. StudentS add deadlineS to their action plan.

Point out to students that what they have developed is only the start of an 
action plan. Most complete action plans include some kind of time line. Tell 
students that they are now going to revisit their stepping-stone goals and set 
deadlines. Remind students to be realistic and to work backward, using their 
time frames for their long-term goals.

Have students add deadlines to their stepping-stone goals. Then, review with 
students the following steps of an action plan:

• Determine your long-term goal.

• Establish stepping-stone goals (which include short-term and medium-
range goals).

• Set deadlines for completing each goal.

• Complete each step on time.

• Continue until you attain your goal.

Conclusion (2 minutes)

Ask students to define short-term goals, medium-range goals, and long-term goals. 
Elicit from students the following key points that were taught in this lesson:

• Set positive and realistic goals.

• Realistic goals are ones that you can achieve. They should not be too easy nor 
too hard.

• Stepping-stone goals help you to achieve long-term goals.

Questions for Assessment

1. Why is it important to set goals?

2. Explain the difference between a realistic and an unrealistic goal.

3. List a long-term goal different from the one you chose in class.

4. List four short-term and four medium-range goals that you need to achieve in 
order to meet your long-term goal.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “The journey of a thousand 
miles begins with one step.” –Lao Tzu

Activity: Explain that Thomas Edison 
worked on 3,000 different theories 
before finally inventing an efficient 
lightbulb. Have students consider the 
role that failure plays in accomplishing 
goals. Discuss how failure can lead to 
discovery.

Extension: Addressing Multiple 
Learning Styles

Activity: Show students that making 
daily lists can help to remind them of 
tasks that they have to do that day.

Have students make and keep daily lists. 
Have them demonstrate how they keep 
and use these lists. Be sure to explain 
that a system that works for one student 
may not work for another.

Extension: Writing in Your Journal

Activity: Have students write letters to 
themselves about where they want to 
be five years from now and what they 
would like to be doing then. Tell them 
to put their letters somewhere safe, and 
to open them in five years.

Have students write down their goals 
and their plans to reach them. Discuss 
students’ plans as a class.

Extension: Using Technology

Activity: Have students use the inter-
net to research how politicians reach 
decisions in government.

Have students brainstorm the goals 
political figures must first identify 
before making such decisions.

Extension: Homework

Activity: Have students make a list of 
10 things they like to do.

Explain that accomplishing goals some-
times requires doing things we don’t 
enjoy. Discuss how connecting our 
goals to things we enjoy doing can 
make accomplishing them easier.

Extension: Additional Resources

Activity: Have students read excerpts 
from The Story of My Life by Helen 
Keller. Remind students that Helen 
Keller, having never heard how people 
speak, wrote this book by dictation.

Have students discuss what they think 
of the book’s language. Ask students if 
they find her message inspirational.
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My Goals

Career?

Family?

Education?

Leisure Time?

Home?

Possessions?
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Long-Term Goal

1. Write one of your long-
term goals in the top 
box.

2. Think about the tasks 
you need to accomplish 
before you achieve your 
goal. 

3. Work backward from 
your long-term goal, 
and fill in the boxes 
with medium-range 
goals. These goals 
should help you reach 
your long-term goal.



 Lesson

 
 Setting Priorities

A G E N D A
n   Starter
n   What’s First?
n   Getting It Done
n   Setting Priorities
n   Conclusion
n   Questions for Assessment

Students will define “prioritize.”

Students will determine how to prioritize activities and will practice prioritizing 
their own activities.

Students will recognize and resolve conflicting goals.

Materials Needed

• At least five soft foam balls or five balls of rolled-up socks (Starter)

• Completed “On Your Way” activity sheets (#2) from the previous lesson  
(Part III)

2
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Starter (3 minutes)

Ask for a volunteer to join you at the front of the class. Tell the volunteer to stand 
about six feet away from you.

Take all five of the soft foam balls and toss them all at once to the volunteer. As 
you do this, say to the student, “Here, catch!”

Once you and the volunteer have picked up all the balls, tell the volunteer to 
catch again and toss each ball to the student, one at a time.

Explain to the class that it is easier to do things one at a time, rather than all at 
once. Tell them, “Picture all the things you want to do today. If you tried to do 
them all at once, you would be lucky to get any of them done.”

Explain that today’s lesson will focus on prioritizing their tasks and goals, which 
will allow students to get them all done, one at a time.

Part I   What’s First? (10 minutes)

Purpose: Students define “prioritize.”

 1. StudentS diScuSS what to prioritize.

Ask students, “What does it mean to prioritize something?” Lead students 
to recognize that “prioritize” means to place a group of items in order from 
most important to least important.

Ask students to list people, places, or things that are important to them. 
Write responses on the board. When there are 10 items listed, ask students 
to number them from one (the most important) to 10 (the least important). 
Ask volunteers to share their rankings. Point out that people have different 
priorities.

Ask students why they might need to prioritize items. Explain that people 
often prioritize tasks they must do so that they know which things to focus 
on.

 2. StudentS recognize that to prioritize, they muSt identify the 
taSkS they need to accompliSh.

Point out that students need to know their tasks in order to establish an order 
of priority. Tell them that as simple as that sounds, people often waste time 
just trying to remember the things they need to do when they have a lot to get 
done. Ask students to suggest possible solutions to this. Lead students to recog-
nize that a written list of tasks is a useful tool for prioritizing activities.

Ask students to name some of the tasks that they might put on a written list 
to prioritize. Write student responses on the board. (Students might respond: 
chores, jobs at work, homework assignments, and personal goals.)
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 3. StudentS learn that there are different wayS to prioritize.

Ask students, “Which would you rather eat: a bowl of ice cream, a head of let-
tuce, or a banana?”

Have students vote. Write the number of votes for each item on the board. 
Then, elicit students’ responses for why they chose one item over another. 
Point out that people have different ways to prioritize. Ask students to identify 
the different ways the list could be arranged. (Students might respond: by what 
you like to eat, by what is least fattening, by which might be the most nutritious.)

Explain that the process of prioritizing is similar to what they just did. Point 
out that the different ways to prioritize a list produce different results.

Ask students to identify the criteria they could use to prioritize the different 
items on their lists of tasks to accomplish. (Students might respond: chronological 
order, importance, what they need to do in order to achieve a goal.)

 4. StudentS learn that determining prioritieS involveS conSidering 
conSequenceS.

Point out to students that prioritizing is a decision making process: they are 
deciding which task to do first or spend the most time on. Remind students of 
the importance of considering consequences in the decision making process. 
Refer students to the options on the previous page, and have them list the 
consequences of choosing one food item over the other.

Tell students that once they have determined what the likely consequences 
are, they must decide which of the consequences is most important to them.

Part II   Getting It Done (15 minutes)

Purpose: Students learn to prioritize activities.

 1. StudentS diScuSS multiple prioritieS.

Explain to students that it is necessary in many cases to prioritize tasks based on 
more than one criterion. Ask students to suggest examples of times when they 
might need to take into consideration more than one criterion. Write student 
responses on the board. (Students might respond: when more than one task is a 
step toward your goals, when you are asked to do something by someone you respect, 
when you have promised to do something.)

Ask students to recall some of the different ways these items can be prioritized.

Explain to students that time is almost always an element in prioritizing. Some 
activities, such as chores or homework, may be limited to one day. Other 
activities, such as long-term career goals, can take place over several years.
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 2. StudentS learn how to prioritize their taSkS.

Explain to students that they are now going to prioritize their tasks. Say, 
“Let’s imagine you have three things you have to do: go to a party, do your 
homework, and do some chores around the house.”

Ask students to suggest ways that they would prioritize the tasks. List their 
responses on the board.

When students disagree about the way the list should be prioritized, have 
them defend their reasoning. Encourage students to explain the consequences 
of choosing to do one task over another.

During the discussion, make the important point that doing homework is a 
stepping-stone goal to most long-term goals. For this reason, one important 
consequence of not doing their homework is that their action plan for achiev-
ing their long-term goals will be set back. Remind students of the importance 
of keeping their long-term goals in sight.

Lead students to the following prioritization: 

 1. Homework should be first, as it relates to their long-term goals.

 2. Household chores are next. If students don’t do their chores, they may 
lose the privilege of going to the party.

 3. Going to the party is last. Socializing and being with friends is important, 
but should not distract students from other goals and responsibilities.

Tell students that if they made homework their first priority, they stayed 
focused on their long-term goals. Point out that they also saw that taking care 
of family responsibilities made it possible to have fun and go to the party.

 3. StudentS recognize that their goalS can SometimeS conflict.

Ask students what they would do if they only had one hour to finish their 
homework and do household chores, but each of these tasks would take an 
hour to complete.

Explain to students that when they have several tasks and not all of them can 
be completed, they have conflicting goals.

Ask students to suggest the major reasons for running into conflicting goals. 
Elicit from students that the most common source of conflict is time limitations.

 4. StudentS identify wayS to deal with conflicting goalS.

Ask students to offer possible solutions to the conflicting goals of doing home-
work, going to the party, and doing the chores. (Students might respond: go late 
to the party or don’t go at all, don’t do the homework, don’t do the household chores.)

Have students discuss the consequences of each option. Tell students that 
when they change priorities, they have to look at the consequences. It is 
important that they do not make a change that seems positive in the short 
term, but has a negative impact on their long-term goals.
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Part III   Setting Priorities (15 minutes)

Purpose: Students practice prioritizing their own activities.

 1. StudentS make their own to-do liStS.

Tell students that they are now going to practice prioritizing their short-term 
goals. Have students refer to their “On Your Way” activity sheets (#2) from 
the previous lesson and any planners they may have. Have them create a list of 
the tasks they need to accomplish this week. Remind students to include any 
regularly scheduled activities (such as homework or extracurricular activities).

 2. StudentS prioritize their liStS.

Give students about five minutes to number their lists in order of priority. 
Encourage students to discuss any conflicts with you or with each other. 
Remind them to always consider the consequences of their decisions.

 3. StudentS diScuSS the prioritizing proceSS.

Ask students to explain the process they went through to prioritize their 
activities. Ask them to share any conflicts that seemed particularly difficult to 
resolve and explain what they considered when prioritizing. Encourage stu-
dents to discuss consequences.

Explain to students that there are two steps to dealing with conflicting goals. 
First, they must recognize that a conflict exists. Second, they must create a plan 
to deal with the situation, and act on it. Point out that they shouldn’t make the 
mistake of hoping that a conflict will simply go away, because it won’t.

Conclusion (2 minutes)

Ask students to define “prioritizing.” Elicit from students the following key 
points that were taught in this lesson:

• “Prioritizing” means ordering items from the most important to the least 
important so that goals can be accomplished.

• The criteria for prioritizing can differ depending on circumstances and needs.

• It is important to consider consequences when prioritizing activities.

• When goals conflict, it is important to consider alternatives that might resolve 
the problem.

Questions for Assessment

1. How does setting priorities help people accomplish their goals?

2. List all of the things that you need to do this week. Prioritize the list.

3. What criteria did you use to prioritize your list?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “One today is worth two 
tomorrows.” –Benjamin Franklin

Activity: Ask students to think of other 
proverbs that are similar to Franklin’s 
(e.g., “never put off until tomorrow 
what you can do today,” “a bird in 
the hand is worth two in the bush,” “a 
stitch in time saves nine”). Ask students 
why they think there are so many varia-
tions on this sentiment.

Extension: Addressing Multiple 
Learning Styles

Activity: Explain to students that all 
newspaper stories must answer these 
questions: Who? What? When? Where? 
Why? How? Have students make a list 
of seven things they must do today by 
answering these questions.

Discuss how answering these six ques-
tions will help students to stay focused 
and finish tasks completely.

Extension: Writing in Your Journal

Activity: Have students list things they 
must accomplish tomorrow in the order 
they should be done.

Have students revisit this page the 
following evening, when they make 
another list for the next day and ana-
lyze whether their intended list was 
accomplished. If not, why.

Extension: Using Technology

Activity: Have students name inven-
tions that help people finish work more 
quickly. To prompt students, compare 
the oven and the microwave, or a manu-
al and electric pencil sharpener.

Have students draw a picture depicting 
life before the inventions and life after 
the inventions. Have students rank the 
inventions based on their impact on 
everyday life (e.g., the car had more of 
an impact than the iPod).

Extension: Homework

Activity: Have students interview a 
family member to find out how they 
prioritize tasks.

Ask students to explain how their fam-
ily members prioritize tasks. Discuss 
the various ways that people determine 
priorities (e.g., time, ease, importance, 
values).

Extension: Additional Resources

Activity: Have students read Aesop’s 
“The Tortoise and the Hare.”

Have students discuss the message of 
this fable and the priorities of both the 
tortoise and the hare.



 Lesson

 Developing 
 a Positive Attitude

A G E N D A
n   Starter
n   Positive’s a Plus!
n   Let’s Be Positive
n   See It, Think It
n   Conclusion
n   Questions for Assessment

Students will define “positive attitude.”

Students will identify principles of positive thinking and behavior.

Students will practice developing a positive attitude.

Materials Needed

• Art materials for each group of four students, including poster paper, old 
newspapers, old magazines, markers, crayons, scissors, and glue (Part I)

• One copy of the “Visualization Techniques” activity sheet (#3) for each 
student (Part II)

• One copy of the “Affirmation Statement Techniques” activity sheet (#4) for 
each student (Part II)

165
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Starter (3 minutes)

Tell the class to imagine two runners, both of equal ability. As they get ready to 
begin a race, one is thinking, “I’ll never win. I feel so sluggish. I can’t believe 
I’m even in this race. This girl next to me looks so much faster; I bet she’s going 
to run right past me.” The other runner is thinking, “I feel great—light and fast! 
This is going to be the best race I’ve ever run. I’m strong, and I’ve been practic-
ing for weeks. I can’t wait to get started.”

Ask students which runner will perform better. Have them defend their answers. 
Elicit from students other examples of how attitude can affect performance. Lead 
students to see the connection between attitude and performance.

Tell students that today they are going to learn about the power of positive thin-
ing, and how having a positive attitude can help them achieve their goals.

Part I   Positive’s a Plus! (20 minutes)

Purpose: Students define “positive attitude.”

 1. StudentS define “attitude.”

Ask students to suggest definitions for the word “attitude.”

Lead students to understand that “attitude” refers to their outlook on life—a 
way of thinking about themselves, others, and the world.

 2. StudentS diScuSS poSitive attitude.

Divide students into groups of four. Instruct the groups to answer the follow-
ing questions:

• Describe a positive attitude.

• How do you create a positive attitude?

• How does it feel to have a positive attitude?

Allow the groups about five minutes to discuss their responses.

 3. StudentS create viSual repreSentationS of poSitive attitude.

After five minutes have passed, have groups use the art materials to create vis-
ual representations of positive attitude. Encourage students to try to represent 
their answers to the above questions.

Allow students about 10 minutes to create their posters.

 4. StudentS learn how a poSitive attitude can help them achieve 
their goalS.

Have groups share their posters. After the discussion is completed, elicit from 
students these points to add to the class definition of “positive attitude”:
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• Having a positive attitude means being strong and motivated.

• It means focusing on strengths and confidently moving forward.

Refer to the starter, and ask students to suggest reasons why having a positive 
attitude might lead to goal achievement. Write student responses on the board. 
Direct students to understand that thinking positively affects our behavior—
when we have a positive attitude, we act in a way that reflects that attitude. 
Lead students to recognize that people who have a positive attitude “bounce 
back” more quickly from setbacks.

Part II   Let’s Be Positive (15 minutes)

Purpose: Students learn principles of positive thinking and behavior.

 1. StudentS recognize how poSitive behavior can benefit them.

Explain to students that when people behave positively, their brains cre-
ate chemicals called endorphins, which enhance performance. Endorphins 
can increase physical energy, increase mental alertness, reduce anxiety, and 
improve problem solving skills.

 2. StudentS learn how to develop poSitive behavior.

Ask students to predict how they might develop positive behavior. Write 
responses on the board.

Offer these steps:

• Positive behavior can be developed by forming positive habits.

• Think of yourself as successful, and have positive expectations for every-
thing you do.

• Remind yourself of your past successes.

• Never dwell on past failures, but learn from and avoid repeating them.

• Surround yourself with positive people and ideas.

• Keep trying until you achieve the results you want. You only fail when you 
quit trying.

Ask students to share examples of experiences in which having a positive 
expectation produced positive results. Then, ask them to share times when 
they experienced negative results because of negative expectations.

Students may want to discuss times when they had negative expectations 
(such as a time when they thought they would do poorly on a test) and were 
pleasantly surprised. Suggest to students that they should consider how well 
they might have done if they had a positive attitude.
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 3. StudentS underStand the technique of viSualization.

Explain to students that there are many techniques that promote a positive 
attitude. One of these techniques is called visualization.

Ask students if they know what visualization is. Ask them to suggest meanings 
of the word “visualization” based on their knowledge of the root word and 
the suffixes.

After students have offered definitions, explain that visualization is the tech-
nique of purposefully creating a mental picture of a successful performance. 
Visualization improves performance because the positive picture stimulates the 
brain to trigger corresponding positive responses that support the mental image.

Continue by explaining that this is the technique used by many athletes to 
enhance their abilities on the field or court, by entertainers to ensure their 
best performances, and by successful professionals to achieve their goals.

Distribute the “Visualization Techniques” activity sheet (#3) to each student, 
and discuss each step.

Tell students that they will have an opportunity to practice visualizing after 
they learn another technique.

 4. StudentS underStand the technique of affirmation.

Ask students if they have ever heard of the technique of affirmation, which is 
another way of creating a positive attitude. Ask students to suggest meanings 
of the word “affirmation” based on their knowledge of the root word and the 
suffix.

Point out to students that visualization is creating a “mental movie” in which 
they are the stars. Affirmations are like mental commercials that encourage 
them to buy into positive images of themselves. Affirmative statements are pos-
itive self-reminders that help us strengthen our efforts and achieve our goals. 

Distribute the “Affirmation Statement Techniques” activity sheet (#4) to each 
student, and discuss each step.

Part III   See It, Think It (10 minutes)

Purpose: Students practice developing a positive attitude.

 1. StudentS brainStorm areaS of their liveS in which having a poSi-
tive attitude could help them.

Tell students that they are now going to consider the areas of their lives in 
which having a positive attitude might help them. Have students brainstorm 
situations or activities that might benefit from their having a more positive 
attitude or using the techniques discussed. Write student responses on the 
board.
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 2. StudentS conSider SituationS in their own liveS in which attitude 
playS a role.

Have students think of a current, specific situation in their own lives in which 
they might have a negative attitude. If students cannot think of anything cur-
rent, have them consider something that might happen in the future, such as a 
major test, presentation, or job interview.

Tell students to write about the situation at the top of a piece of paper. Allow 
them about two minutes to describe their current attitude toward the situ-
ation. Then, have students describe the positive attitude they would like to 
have. Give students about eight minutes to answer the following questions:

• How could visualization help you? Describe a visualization that might be 
useful.

• What affirmations might be useful?

• How might your behavior change as a result of changing your attitude?

Tell students to keep what they wrote so they can reflect on it when their atti-
tude might be keeping them from their goals.

Conclusion (2 minutes)

Close this session by asking students to define “visualization” and “affirmation.” 
Elicit from students the following key points that were taught in this lesson:

• A positive attitude can lead to positive behavior.

• Positive expectations, behaviors, and habits bring positive results.

• Visualization and affirmation are techniques that you can use to promote a 
positive attitude and help you achieve your goals.

Questions for Assessment

1. Describe someone with a negative attitude and someone with a positive atti-
tude (no names are necessary). Which one do you think will be more success-
ful in life? Why?

2. List three benefits of demonstrating a positive attitude.

3. List three things someone can do to work toward having a positive attitude.
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Extension: Using Quotations

Quote: “The greater part of our happi-
ness or misery depends on our disposi-
tion and not on our circumstances.” 
–Martha Washington

Activity: Discuss this quote with stu-
dents. Have students reflect on a recent 
experience in which thinking about 
the meaning of this quote would have 
helped them. Have students discuss 
how this quote may be helpful to them 
in the future.

Extension: Addressing Multiple 
Learning Styles

Activity: Have each student write his or 
her name on a sheet of paper. Instruct 
students to exchange papers. Ask them 
to write one positive comment about 
the student listed on each paper they 
receive. Continue this process until each 
student has commented on every other 
student’s paper.

Once students have finished, collect and 
edit the lists. Then, give them back to 
their owners. Have students write about 
their reactions to their lists.

Extension: Writing in Your Journal

Activity: Have students revisit the list 
they wrote during lesson 2’s journal-
writing extension.

Ask, “Were you able to accomplish eve-
rything on your list? How do you feel 
about it?” Have them make another list 
for tomorrow.

Extension: Using Technology

Activity: Have students share their 
feelings on friends who consistently 
post negative status messages on social 
networking sites. Explain that negative 
attitudes can be infectious.

Have students search the internet for 
different ways to develop a positive atti-
tude. Have them share their findings 
with the rest of the class.

Extension: Homework

Activity: Have students interview a 
business owner about his or her busi-
ness, how he or she got into it, what 
it takes to run this kind of business, 
and what he or she likes about it. They 
should also ask how having a positive 
attitude helps the owner with his or her 
business’s challenges.

Have students present their findings to 
the class.

Extension: Additional Resources

Activity: Present Yes, I Can by Sammy 
Davis, Jr., and The Autobiography of 
Malcolm X by Malcolm X to the class. 
Ask students to read one chapter from 
each book.

Have students brainstorm similarities 
and differences between what these 
men faced. Discuss how their attitudes 
influenced their accomplishments.
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 1.  Relax. Close your eyes, breathe deeply, and clear your mind.

 2. Mentally paint a picture or make a video in your mind that shows you 
succeeding at a goal. For example, if your goal is to give a great speech 
in front of a large audience, see yourself doing just that—poised, 
speaking clearly, and impressing the audience.

 3. Make your mental image detailed, and visualize success. Do not allow 
negative visions such as fear, failure, or nervousness to enter the pic-
ture. See yourself as already successfully achieving your goal.

 4. Add specific words, actions, and your senses to your visualization. 
Practice what you want to do or say in your visualization. Mentally 
rehearsing strengthens your real performance.

 5.  Keep your visualization in your mind. Be ready to recall it whenever 
you choose. Repeat your visualization as often as you can before the 
actual event.

Visualization Techniques
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 1. Make the statements personal. Use your name, “I,” or “you.” 

 2. Keep the statements short. You want to remember them. Long state-
ments are harder to remember.

 3. Use positive language. If you want to control your nervousness say,  
“I am calm and confident. I am well prepared for this test.” Don’t say, 
“I will not be nervous about my math test.”

 4. State your affirmations as facts, as if they are happening even if you 
have not achieved them yet. For example, say, “I will graduate from 
high school with a 3.2 GPA.”

 5. Repeat your affirmations at least once a day. Repetition stimulates your 
brain to help you reach your goals.

 6. In your mind, say your affirmations often. Also, write down your 
affirmations and place them where you can see them often. Just like 
advertisements on television or the radio, the more you see or hear an 
affirmation, the more you believe it. 

Here are some examples of affirmations:
•  I have the talent to be cast as the lead in the play.
•  I will be offered this job because I am prepared for the interview.
•  My brother and I will get along well for the rest of the summer.

 

affirmation statement techniques



 Lesson

 
 Accessing Resources

A G E N D A
n   Starter
n   Help!
n   Inside or Outside?
n   Accessing Resources
n   Conclusion
n   Questions for Assessment

Students will analyze the need for help with achieving their goals.

Students will identify resources in their community and ways to access available 
resources.

Materials Needed

• 15 paper plates (Part I)

• Four or five phone books (Part III)
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Starter (3 minutes)

Say to students: 

Imagine that you have finally asked someone you really like for a date, and he 
or she says yes. The date is Friday, and you can’t wait. You have tickets to the 
best concert of the year, and you just bought a great new shirt. On Friday, you 
get ready, but as you’re tying your favorite pair of shoes, the shoelace breaks. So 
you call your date and say, “I’m sorry, but I’ve run into a problem. My shoelace 
is broken. I don’t have a spare one, so we’ll have to cancel tonight.”

Ask students if this makes sense.

When students say that it doesn’t, lead them to understand that neither does giv-
ing up on any goal or plan just because they’ve hit an obstacle. Explain that when 
they are working toward their goals, there are many resources they can access to 
help them succeed.

Part I   Help! (10 minutes)

Purpose: Students learn that they may need help with achieving their goals.

 1. StudentS participate in an activity.

Prior to class, arrange the desks so that there is an open space in the center of 
the classroom. Place 15 paper plates in a straight line across the floor, leaving 
about a foot of space between each plate.

Divide the class into two teams—team A and team B. Have each team line up at 
opposite ends of the line of paper plates. Explain to students that the goal is to 
have the teams switch positions by stepping only on the paper plates. Students 
who step off the plates must move to the back of their line and begin again.

Allow team A to move across the paper plates. Tell the second student on 
team A to begin moving across the line when the first student steps on the 
fifth plate. Tell the third student on team A to begin moving across the line 
when the second student steps on the fifth plate, and so on. Once team A has 
moved to the other side, have team B repeat the same process.

Ask students if it was easy or difficult to accomplish the goal. Ask students to 
explain their answers. (Students might respond: there was nothing to stop each 
person, it was a simple task.)

 2. StudentS repeat the activity.

Tell students that they are going to repeat the activity. Tell them that the 
rules and the goal are the same, but you have added an obstacle. Explain that 
this time the first student on each team will begin at the same time. As teams 
attempt to switch positions, remind students that they are not competing with 
the other team and that those students waiting in line can make suggestions.
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 3. StudentS diScuSS the activity.

Ask students to explain if it was easier or more difficult to accomplish the 
goal the second time. Ask them to tell how they solved the problem or 
how they think they might solve it if given another chance. (Students might 
respond: one person can squat down while the other steps over him or her, stu-
dents can slide on the plates by supporting each other’s balance until they have 
switched places.)

Ask students if the teams could have switched positions without communicating 
with each other. Ask students to suggest how this activity might relate to the 
concept of goal achievement. Elicit from students that at times, it may seem as 
though others are working against them when they are trying to reach a goal. 
Tell students that, especially at those times, they should ask for help and work 
with others to discover ways to ensure that their goals are accomplished.

Part II   Inside or Outside? (15 minutes)

Purpose: Students analyze the need for help with achieving their goals.

 1. StudentS recognize the need for outSide help.

Say to the class, “If I were to choose one of you and give you one minute to 
rearrange all of the furniture in the principal’s office, how would you do it?”

Discuss the situation with students. Remind them to use the steps of the deci-
sion making process: gather information, weigh options, make a choice, and 
take action.

Ask, “What information do you need to gather in order to solve the problem 
of rearranging all of the furniture in the principal’s office?” (Students might 
respond: what furniture there is to move, the weight of each piece, the location of 
electrical outlets.)

 2. StudentS identify the need for outSide reSourceS.

Say to students, “As you gather information on the problem, does it lead you 
to the conclusion that you are going to need outside resources to complete 
the task in the one-minute time period?”

Ask students to suggest some of the resources that they could use to help 
rearrange the furniture. Encourage them to be as inventive as possible. 
(Students might respond: classmates, a custodian, equipment.) Explain to stu-
dents that asking for help instead of giving up will reflect positively on them 
because it proves that they have perseverance. It shows that their goals are 
important to them. It also proves that they are aware of their own limitations, 
but will not allow those limitations to stop them.

 leSSon 4  acceSSing reSourceS 175x



Part III   Accessing Resources (20 minutes)

Purpose: Students recognize how to access the resources in their community.

 1. StudentS recognize that they can find reSourceS to help them 
achieve their goalS.

Tell students that they are going to discuss hypothetical situations in which 
a friend is having personal troubles. Have students brainstorm some fictional 
problems (e.g., the friend has a substance abuse problem, family difficulties, 
needs tutoring, etc.). Write the problems on the board.

Ask, “What can you do to help your friend?” Ask students to brainstorm places 
they would go to find help for the various problems that they identified. (Students 
might respond: school counselor, teacher, parents, drug hotline, youth center.)

 2. StudentS recognize that there are many reSourceS available to 
aSSiSt them.

Divide students into groups. Give one phone book to each group.

Instruct students to find as many resources in the phone book as possible that 
might help their friend in the situations they brainstormed.

When students have finished, allow each group to share its findings. Write 
responses on the board. Discuss how students can use a phone book or the 
internet to locate resources for themselves.

Conclusion (2 minutes)

Ask students to list one goal they have and one corresponding resource from 
today’s lesson that might help them achieve that goal. Elicit from students the fol-
lowing key points that were taught in this lesson:

• There will be times on your path to achieving your goals that will require you 
to ask for help.

• When you encounter obstacles, access resources rather than giving up on your 
goals. 

• Your community has many resources to help you achieve your goals.

Questions for Assessment

1. Describe a situation in which you needed someone else’s help. How did you 
go about getting that help?

2. List three situations in which outside resources would be helpful.

3. Describe one of your goals. List three resources that you can use to help you 
achieve this goal.
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Extension: Using Quotations

Quote: “If you want to succeed, ask 
three old people for advice.” –Chinese 
proverb

Activity: Write the words “teacher,” 
“doctor,” “psychologist,” “social work-
er,” “librarian,” “adult relative,” “sib-
ling,” “dentist,” and “clergy” on the 
board. Have students brainstorm the 
problems these people might be able to 
help them with.

Extension: Addressing Multiple 
Learning Styles

Activity: Remind students that a 
library has more than just books. Ask a 
librarian to show the resources a library 
offers, from computers to reference 
materials. Librarians themselves are also 
a great resource.

Have students discuss how they can use 
the library as a resource when trying to 
achieve a goal.

Extension: Writing in Your Journal

Activity: Have students revisit their 
lists from the previous journal-writing 
extension. Ask, “Were you able to 
accomplish everything on your list? 
How do you feel about it?” Have them 
make another list for tomorrow.

Extension: Using Technology

Activity: Introduce students to  
www.refdesk.com, which links users to 
over 1,000 other sites. Invite students 
to access a newspaper through the site.

Have students search the internet for 
resources that can help them achieve 
their goals. Have them share their find-
ings with the class.

Extension: Homework

Activity: Ask students what they 
would do if they had a toothache, 
needed to find a dentist, and needed to 
get to the dentist’s office on their own 
after school.

Have students write all the steps need-
ed to successfully complete this assign-
ment, including ways to find a dentist, 
get to the office, pay the dentist, and 
get home. They should also list who 
will help them with each step.

Extension: Additional Resources

Activity: Have students visit Khan 
Academy at https://www.khanacad-
emy.org/. Khan Academy is a website 
containing a wide variety of free classes 
across a diverse number of categories.

Have students search Khan Academy 
for information. Ask them to identify 
how this site, and other sites like it, can 
help them achieve their academic goals.



 Lesson

 
 Learning to Be Assertive

A G E N D A
n   Starter
n   Passive? Aggressive? Assertive?
n   Action Reaction
n   Developing Assertive Behavior
n   Conclusion
n   Questions for Assessment

Students will define passive, aggressive, and assertive behavior.

Students will practice using assertive behavior, and will learn to recognize passive 
and aggressive behavior.

Students will practice techniques to improve their assertiveness.

Materials Needed

• Three dictionaries (Part I)

• Copies of the “Passive, Aggressive, and Assertive Behaviors: The Scenarios” 
activity sheet (#5) cut into sections (Circle one behavior type in each section. 
Each group should have one scenario.) (Part II)

• One copy of the “Developing Assertiveness Skills: Personal Characteristics” 
activity sheet (#6) for each student (Part III)

• One copy of the “Developing Assertiveness Skills: Action Plan” activity sheet 
(#7) for each student (Part III)
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Starter (3 minutes)

Tell students to take out a piece of paper and a pen. Tell them that they are to 
answer yes or no to the following questions:

• Does everyone have the right to earn respect and to retain dignity in all 
situations?

• Should people be able to say yes or no like they mean it?

• Should everyone be able to express opinions?

• Should people be able to ask for what they want?

Explain to students that the answer to all of these questions is yes; they have these 
rights and so do other people. Tell students that this lesson will help them learn 
how to exercise these rights in a way that is respectful of others.

Part I   Passive? Aggressive? Assertive? (10 minutes)

Purpose: Students define passive, aggressive, and assertive behavior.

 1. StudentS diScuSS paSSive, aggreSSive, and aSSertive behavior.

Before the session begins, create three columns on the board. Title each col-
umn “passive,” “aggressive,” or “assertive.”

Divide the class into three groups. Call students’ attention to the column 
headings and ask, “Have you ever heard the words on the board before?” 
Assign one word to each group. Explain that each group is responsible for 
brainstorming and writing a definition of its assigned word. 

 2. Student groupS define paSSive, aggreSSive, and aSSertive behavior.

After the groups have written their definitions, distribute dictionaries to each 
group. Have each group find the dictionary definition of its assigned word 
and write it beneath its own definition.

Ask each group to present its definitions to the class. Ask students to com-
ment on the differences between the group definitions and the dictionary 
definitions. Review the following with the class:

• Passive people seem to lack confidence and may seem ineffective.

• Aggressive people often seem to be offensive and have a strong need to 
dominate. Often, aggressive people seem to be annoying, pushy, or brash.

• Assertive people seem to be positive, confident, and fair when dealing with 
people.

Ask students to describe how an aggressive person and a passive person might 
act. Establish that aggressive behavior can include such behavior as using a 
hostile tone of voice, invading other people’s personal space, and using  
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inappropriate physical contact. Passive behavior can include using a low tone 
of voice, avoiding eye contact, and having a slouched posture.

Ask students to consider how they usually react when someone uses these 
behaviors around them or toward them. Students should respond that both 
passive behaviors and aggressive behaviors often lead to negative reactions.

 3. StudentS create a claSS definition of aSSertive behavior.

After each group has presented its work, develop a class definition of assertive 
behavior.

Elicit from students that assertive behavior encourages equality and healthy 
relationships among people. Assertive people stand up for their rights, express 
themselves honestly and courteously, and respect the rights of others.

Part II   Action Reaction (25 minutes)

Purpose: Students practice using assertive behavior, and learn to recognize passive 
and aggressive behavior.

 1. StudentS role-play paSSive, aggreSSive, and aSSertive behavior.

Have ready the “Passive, Aggressive, and Assertive Behaviors: The Scenarios” 
activity sheet (#5), which should be cut into sections and filled out so that there 
is one scenario and one behavior for each group. Be sure to vary the behaviors 
so that each type is presented approximately the same number of times.

Divide the class into groups of three or four. Tell students the following:

• Each group will receive a scenario. 

• Each group will role-play passive, aggressive, or assertive behaviors. One 
student will serve as a narrator, and the other two or three students will act 
out the situation.

• As the scenarios are presented, the other groups will identify what type of 
behavior was demonstrated.

Distribute the scenarios and allow students five minutes to prepare. Then, call 
on groups to present their scenarios.

 2. StudentS analyze the role playS.

After each scenario, ask, “Can you identify the kind of behavior just demon-
strated? What leads you to that conclusion?”

Discuss the performers’ nonverbal and verbal communication, their use of 
statements that focus on what they think and feel, and whether they calmly 
asked questions and acted courteously.
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 3. StudentS evaluate the effectiveneSS of each type of behavior.

When all of the scenarios have been performed, ask, “In the scenarios, which 
kind of behavior did you think was most effective? When did people seem best 
able to achieve their goals?”

Lead students to recognize that assertive behavior is usually the most effec-
tive, but allow observations that sometimes there might be situations in which 
aggressive or passive behavior is needed or acceptable (e.g., a parent may need 
to be aggressive when a child is in danger). Passive behavior may be appropri-
ate when one person in a conflict situation is out of control.

Part III   Developing Assertive Behavior (15 minutes)

Purpose: Students practice techniques to improve their assertiveness.

 1. StudentS create a claSS miSSion Statement regarding aSSertiveneSS.

Explain to students that a mission statement describes a philosophy and a 
course of action to reach a goal. The class will now create a mission statement 
that will guide them toward the goal of assertive behavior.

Elicit from the class a philosophy on assertive behavior. If necessary, offer stu-
dents this prompt: “We believe that assertive behavior is essential to achieving 
success.”

You may wish to suggest that students add statements such as the following: 
“As assertive people, we are confident. We express our needs and opinions com-
fortably. We are sensitive to the feelings and needs of others. We have the right 
to be listened to and taken seriously, and we recognize that right for others.”

 2. StudentS liSt their StrengthS and weakneSSeS.

Tell students that they will need to practice assertive behavior. Distribute the 
“Developing Assertiveness Skills: Personal Characteristics” activity sheet (#6). 

Ask students to recall the earlier discussion about the characteristics that passive, 
aggressive, and assertive people display. Then, ask students to consider their 
own behavior patterns. Have students list on the activity sheet the strengths and 
weaknesses they possess that relate to assertive behavior. Remind students to 
think of their behavior in light of the class discussion and role plays.

 3. StudentS identify a weakneSS to improve.

Ask students to select one of the weaknesses they’ve written on the activity 
sheet that they would like to improve (e.g., lack of initiative, shyness).

Explain that being assertive requires self-confidence. Remind students that 
confidence is built largely through their efforts to focus on their strengths. 
Explain that the more they build their confidence by continuing to identify 
and improve upon their weaknesses, the easier it will be for them to assert 
themselves.
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 4. StudentS develop an action plan to improve their aSSertiveneSS.

Distribute a copy of the “Developing Assertiveness Skills: Action Plan” activ-
ity sheet (#7) to each student.

Have students complete the action plan. Review the steps of an action plan 
that were taught in lesson 1:

• Determine your long-term goal.

• Establish stepping-stone goals.

• Set deadlines for completing each goal.

• Complete each step on time.

• Continue until you attain your goal. 

Tell students that they will evaluate and record their progress daily, so they 
should write the action plan in a format that is easy to read and consider.

Give students time in class for a week or two to develop the habit of evalu-
ating their action plans and progress. Explain that as they develop self-
confidence, they should continue to practice assertive behavior. Tell them 
to be more open, to express their ideas, and to show acceptance of others. 
Encourage students to act in a confident way. Remind them that being asser-
tive becomes easier the more they practice such behavior. Explain that people 
will respect them more when they act assertively.

Conclusion (2 minutes)

Ask students to name the characteristics of assertive behavior. Elicit from students 
the following key points that were taught in this lesson:

• Assertive people are positive, confident, and fair in dealing with others.

• Be assertive by using statements that show you are responsible, by remaining 
calm and asking questions, and by respecting others.

• Assertive behavior is usually the most effective way to achieve goals.

• Practice assertive behavior, and you will become more self-confident and 
respected.

Questions for Assessment

1. Create three scenarios—one that illustrates passive behavior, one that illus-
trates aggressive behavior, and one that illustrates assertive behavior.

2. List the advantages and disadvantages of passive, aggressive, and assertive 
behavior.

3. List three things you can do to become more assertive.
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Extension: Using Quotations

Quote: “Manners are a sensitive aware-
ness of the feelings of others.” –Emily 
Post

Activity: Have students brainstorm 
rules of etiquette, and compare their 
rules to an actual etiquette book. 
Discuss rules that still seem important 
and others that seem outdated. Discuss 
how manners and respect are important 
to assertive behavior.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students write, using 
carefully selected words, a 10-second 
speech about an issue that concerns 
them. Students should try to assertively 
and clearly make their points within this 
time limit.

Have students share their speeches. 
Invite other students to judge the 
speeches. 

Extension: Writing in Your Journal

Activity: Have students imagine the 
complaints they’d hear if inanimate 
objects could talk. For example, have 
them imagine a pencil complaining, 
“Oh, stop biting my eraser!”

Have students write their own imagi-
nary conversations between two asser-
tive inanimate objects.

Extension: Using Technology

Activity: Have students visit www 
.youtube.com and view a presidential 
debate. Tell them to note the manner in 
which the candidates make their points.

As a class, discuss how each candidate 
demonstrates assertive behavior during 
the debate.

Extension: Homework

Activity: Have students choose a news 
story, event, or idea that is likely to 
have opposing points of view.

Have students write a short essay in 
favor of the issue and then write anoth-
er short essay against it. Have them 
make sure that they assertively back up 
both points of view with facts, quotes, 
and substance.

Extension: Additional Resources

Activity: Have students read selections 
from An Autobiography: The Story of My 
Experiments with Truth by Mahatma 
Gandhi.

Have students research Gandhi’s life. 
Have them report their findings to the 
class and identify how Gandhi exhibited 
assertive behavior.
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Instructions to the teacher: Reproduce this activity sheet as needed. Circle 
one of the behaviors listed beneath each scenario; vary the behaviors you 
circle so that each one is equally represented. Cut out each scenario and its 
list of behaviors. Distribute one to each group.

You borrowed your cousin’s favorite shirt and accidentally spilled something on it. You’ve 
apologized, and your cousin has forgiven you. Now, you want to borrow your cousin’s 
new shoes, which will look great with what you’re wearing tonight. What will you do?

Portray the behavior circled below:

aggreSSive     paSSive     aSSertive

You find out that someone you thought was a friend has been spreading rumors about 
you. You see the friend walking down the street toward you. What do you do?  

Portray the behavior circled below:

aggreSSive     paSSive     aSSertive

Your best friend needs to pass math. You are in the same class. Tomorrow is a very impor-
tant test, and your friend has not studied. She wants to cheat off of you. What do you do?

Portray the behavior circled below:

aggreSSive     paSSive     aSSertive

You work at a pet shop after school and on Saturdays. Your boss has noticed that money 
has been missing from the cash register. He has accused you. Tell him that you are not 
the person who has been taking money.

Portray the behavior circled below:

aggreSSive     paSSive     aSSertive

passive, Aggressive, and Assertive 
Behaviors: The scenarios
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Your parents have established a curfew for you on weekends. As a high school student, 
you feel that the time they have set is unreasonable. Ask them to change the curfew.

Portray the behavior circled below:

aggreSSive     paSSive     aSSertive

A student with a reputation for being irrational and violent has taken your backpack. You 
ask him to return it.

Portray the behavior circled below:

aggreSSive     paSSive     aSSertive

Your neighbor’s dog is in your yard or in front of your door almost every day making a 
mess and barking. Tell your neighbor to control her dog.

Portray the behavior circled below:

aggreSSive     paSSive     aSSertive

You have loaned money to a close friend. It has been over three weeks, and he still has 
not paid you back. You need the money to go out this weekend. Ask for the money.

Portray the behavior circled below:

aggreSSive     paSSive     aSSertive

Passive, aggressive, and assertive 
behaviors: The Scenarios 

(continued)
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 Strengths Weaknesses

Developing Assertiveness Skills 
Personal Characteristics
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Goals: _______________________________________________________________________________
______________________________________________________________________________________

Personal Action Plan to Achieve Goal: _________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

Time Frame for Action Plan: ___________________________________________________
______________________________________________________________________________________   
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________

developing assertiveness skills  
Action Plan
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affirmation: A positive statement repeated daily to encourage and strengthen one’s efforts 
to achieve a goal.  

aggressive: Behaving in a hostile manner; likely to attack or start a fight.

alternative: The choice between two similar things; another possibility.

assertive: Behaving or communicating in a clear and positive manner; confident.

attitude: An opinion or a way of thinking.

characteristic: A feature that helps to distinguish a person or thing. 

goal: The purpose toward which an endeavor or effort is directed.

mission statement: A statement that defines a principle, belief, or purpose.

objective: Something worked toward or aimed for; a goal or purpose.

persevere: To persist in any purpose or enterprise; to continue striving despite difficulties.

prioritize: To deal with in order of importance.

realistic: Based on things as they really are.

visualization: 1. To form a mental image of. 2. To conceive an image or a picture of, 
especially as a future possibility.

Glossary
Module Three: Setting and Achieving Goals
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 Lesson

 Introducing Conflict  
 Resolution

A G E N D A
n   Starter
n   What Is Conflict?
n   Conflict in the News
n   Freeze Frame
n   Conclusion
n   Questions for Assessment

Students will define “conflict” and identify the stages of conflict.

Students will identify conflict triggers.

Students will analyze the role of emotions in conflict.

Students will set goals for reducing conflict in their own lives.

Materials Needed

• A dictionary (Part I)

• One copy of a current news article describing a conflict for each student  
(Part II)

• One copy of “The Stages of Conflict” activity sheet (#1) for each student 
(Part II)

• One copy of the “Vocabulary of Feelings” activity sheet (#2) for each student 
(Part III)

191

Objectives



Starter (3 minutes)

Read the following scenario to students:
Tatiana and Desmond are the top students in their grade. They have compet-
ed against each other for the highest grades in every subject, and they both 
want to be the class valedictorian. They try to outdo each other. They try to 
impress their teachers. They taunt each other before tests. One day before a 
test, the teasing between Tatiana and Desmond escalates into a full-blown 
shouting match.

Tell students that, at times, conflict can actually produce positive results. Ask stu-
dents what positive outcomes might result from this situation. (Students might 
respond: Tatiana and Desmond might learn how to solve their problem, work together 
to help each other do better, and begin to recognize their similarities rather than their 
differences.)

Tell students that in the next few lessons they will practice resolving conflicts in a 
way that can produce positive results.

Part I   What Is Conflict? (10 minutes)

Purpose: Students define “conflict” and identify their own conflict triggers.

 1. StudentS create a conflict web.

Ask students what they think of when they hear the word “conflict.” 
Encourage them to consider situations that create conflict, how they feel 
when they are involved in conflict, the results of conflict, and so on. Write 
student responses where everyone can see, grouping similar responses to 
create a web or a cluster.

 2. StudentS define “conflict.”

When students have exhausted their ideas, ask them to review the web or cluster 
on the board and suggest a definition for “conflict.” Write student responses.

Then, ask a volunteer to look up the word “conflict” in the dictionary. A dic-
tionary definition might read “mental struggle resulting from incompatible 
or opposing needs, drives, wishes, or demands.” Have students review their 
definition and add to it or change it as needed. Lead students to recognize the 
important idea that conflict refers primarily to the mental struggle between 
two people. Point out that a physical struggle, according to this definition, is 
most likely the result of a mental struggle that escalates out of control.

 3. StudentS conSider the relationShip between StreSS and conflict.

Ask students to explain the meaning of the saying, “That was the straw that 
broke the camel’s back.” Lead students to recognize that when people are 
feeling burdened, a small incident might “break” them.

Explain to students that stress is like a burden and can be the catalyst that 
turns a small conflict into an out-of-control situation. Ask students to recall 
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the sources of stress that they discussed in “Lesson 4: Improving Well-Being” 
of the Confidence Building module. (Students should mention problems at 
school, problems on the job, and pressure from friends or family.) Tell students 
that many sources of stress are common to conflict situations. 

Point out to students that the relationship between conflict and stress is 
reciprocal—conflict is stressful and stress can provoke conflict. When we feel 
stressed, we are more likely to let conflict escalate. Review with students the 
stress management, breathing, exercise, and relaxation techniques they dis-
cussed in “Lesson 4: Improving Well-Being” of the Confidence Building mod-
ule. Tell students that using these strategies to reduce stress can help them 
more effectively manage conflict.

 4. StudentS identify recurring SituationS of conflict in their liveS.

Tell students that conflict is a natural part of life that we can learn from and, 
in turn, try to make into a positive experience. One strategy for managing 
conflict is to be ready for it.

Ask students to consider the situations in their lives that involve conflict. 
Instruct students to write down recurring conflict situations and to pay close 
attention to the factors that trigger conflict in their lives. 

Tell students to write down several specific conflict situations that they want 
to manage more effectively. Explain that they will keep this list and refer to it 
at the end of each lesson in this module.

Part II   Conflict in the News (15 minutes)

Purpose: Students identify the stages of conflict.

 1. StudentS review a conflict in the newS.

Tell students that one place where we can almost always find recurring exam-
ples of conflict is in the news. Distribute copies of a current news article that 
describes a conflict. Read the article aloud for your students, or give them 
time to read it independently.

Where all students can see, create an outline of the story. Elicit from students a 
step-by-step description of what happened. If details are missing, have students 
make inferences as to what probably took place.

 2. StudentS identify the StageS of conflict in the newS Story.

Distribute “The Stages of Conflict” activity sheet (#1) to students. Instruct them 
to compare the stages of conflict on the activity sheet with the outline they cre-
ated for the news article. Point out that these stages do not always happen in the 
same order and that the evolution of a conflict can be recursive (for example, the 
parties involved can return to dialogue several times). Have students label each 
event from the news article with the corresponding stage of conflict. Explain that 
one event might represent more than one stage of conflict.
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Tell students that at each stage of conflict, there is the potential for the situ-
ation to be resolved. Say, “Controlling emotions at each stage is essential to 
ensuring that the conflict does not get out of control.”

Part III   Freeze Frame (20 minutes)

Purpose: Students demonstrate the effects of emotion in conflicts and set personal 
conflict resolution goals.

 1. StudentS develop conflict-Situation role playS.
Brainstorm with students examples of conflict situations that they have 
encountered. Write the situations in a place where everyone can see. 
Encourage students to describe the situations using the stages of conflict from 
part II.

Divide the class into groups of four or five. Tell students that each group is 
going to prepare and perform a role play of a conflict situation. Assign each 
group a scenario from the class suggestions or use one of the following:

• A student is watching television with a family member. The family member 
wants to watch a different show.

• Two friends go out to eat. When the check comes, one of the friends says 
that he doesn’t have enough money and asks to borrow some. This has 
happened many times before.

• A younger sibling wants to join in an older sibling’s activities. The older 
sibling wants to be left alone.

Allow the groups several minutes to prepare their role plays.

 2. StudentS perform the role playS.
When students are finished preparing, explain that they are going to perform the 
role plays. Also explain that while the groups are performing, you will tell them 
to freeze at certain points. When you do, the group will stop acting to participate 
in a class discussion.

Distribute one copy of the “Vocabulary of Feelings” activity sheet (#2) to each 
student. Tell them that they are going to observe the effect that emotions have 
in each role play, and that they can refer to the activity sheet to specifically 
describe what they are seeing.

Ask the first group to present its role play. While the group is performing, 
watch for evidence of the different stages of conflict. When a stage of conflict 
arises, tell the group to freeze and elicit students’ observations regarding the 
buildup of the conflict. Have students use the “Vocabulary of Feelings” activ-
ity sheet (#2) to identify the specific emotions involved.

Have the students performing identify the emotions that they are portray-
ing and what they will do next. Discuss with the class alternative reactions to 
those emotions that might have better results. As the role play proceeds, dis-
cuss how the conflict is either escalating or defusing.
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 3. StudentS diScuSS the effectS of inappropriate reactionS during 
conflictS.

Ask students for examples of inappropriate reactions during conflicts. (Student 
responses might include laughing when someone gets hurt, laughing at someone 
who is yelling at you, showing anger when someone has given you a gift.) Elicit 
from students that inappropriate reactions are demonstrations of feelings that 
do not fit a situation. Ask students if they think that a conflict escalates or 
defuses when one party demonstrates an inappropriate reaction. Point out that 
being aware of other people’s emotions at each stage of a conflict will help to 
avoid demonstrating inappropriate reactions.

 4. StudentS apply their obServationS from the role playS to determine 
real-life conflict reSolution goalS.

Tell students to refer to the lists that they created at the end of part I, in 
which they identified recurring situations of conflict in their lives. Tell stu-
dents to choose three of their recurring conflicts to focus on.

Direct students to think about these situations in light of the role plays that 
they just conducted. Guide them to think about the following:

• Are any of these situations similar to the situations in the role plays?

• Are the emotions discussed in the role plays related to situations in their lives?

• What alternative reactions might reduce conflict?

Guide students to set appropriate goals for reducing conflict in the areas that 
they have identified. Remind them that effective goals are specific, measur-
able, realistic, and include a deadline. Remind students that they will refer to 
their conflict resolution goals several more times in this module.

Conclusion (2 minutes)

Ask the class to recall the stages of conflict. Elicit from students the following key 
points that were taught in this lesson:

• Conflict is a mental struggle that results from opposing needs.

• One strategy for managing conflict is to know what situations trigger conflict 
for you.

• Controlling emotions is essential to defusing conflict.

• Demonstrating inappropriate reactions escalates conflict.

Questions for Assessment

1. What role does emotion play in conflict?

2. Describe each of the six stages of conflict in order.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Do not look back in anger, or 
forward in fear, but around in aware-
ness.” –James Thurber, writer

Activity: As a class, discuss how this 
quote relates to controlling emotions 
during conflict and recognizing what 
situations cause conflict for individual 
students.

Extension: Addressing Multiple 
Learning Styles

Activity: The definition of “conflict” 
mentioned in this lesson states that it 
is a mental struggle between opposing 
sides. Have students illustrate (through 
movement, songs, essays, poems, imag-
es, etc.) the definition.

Have students perform or explain their 
illustrations. 

Extension: Writing in Your Journal

Activity: Have students focus on the 
goals they set for conflict resolution 
and write about how confident they are 
that they can achieve their goals. Have 
them describe why they set these par-
ticular goals.

Discuss how the students’ values 
impacted their conflict resolution goals.

Extension: Math Connection

Activity: Everywhere we turn, there 
are stories about conflict. Have students 
create charts and graphs that depict the 
types of conflicts that exist in our lives.

Tell students to review a newspaper 
every day for one week. Have students 
graph how often stories featuring con-
flict appears during that week.

Extension: Homework

Activity: Write the following words 
and their definitions on the board: 
“confrontation,” “compromise,” 
“withdraw,” “settlement,” and “arbi-
tration.” 

Have students look up the definition 
of each word and write a few sentences 
describing their role in conflict.

Extension: Additional Resources

Activity: Have students read the scene 
from J. D. Salinger’s The Catcher in the 
Rye in which Holden Caulfield gets into 
a fight with his roommate, Stradlater.

Have students discuss the emotions that 
Holden was feeling and what he could 
have done to control those emotions.
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The Stages of Conflict

8. People involved 
can’t accurately 
describe their 
emotions; they can 
only say that they 
are angry.

6. People stop listening. 
They begin saying things 
they don’t mean.

4. People are thinking only of their own 
goals and ignore the needs of others.

2. Dialogue doesn’t 
seem to work—people 
begin to argue.

1. People’s needs 
or wants clash.

3. People stop 
trusting each 
other and grow 
suspicious.

5. People resort 
to criticisms and 
generalizations.

9. Conflict escalates into 
physical violence.

7. Others outside the 
conflict get involved.
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Vocabulary of Feelings

A
Afraid

Aggressive
Annoyed
Anxious

Apathetic 
Apologetic

Apprehensive
Ashamed
Audacious

B
Bashful

Bold
Bored
Brave

C
Calm

Cautious
Cheerful

Comfortable
Competent
Confident
Confused
Curious
Cynical

D
Decisive

Depressed
Determined 

Disappointed
Disapproving 

Disgusted
Distressed

E
Ebullient
Ecstatic

Embarrassed 
Energetic
Enraged 

Enthusiastic
Envious
Excited

Exhausted

F
Friendly

Frightened
Frustrated

G
Grateful
Greedy
Guilty

H
Happy

Helpless
Hopeful
Horrified

I
Impatient

Incompetent
Indecisive
Indifferent
Innocent
Insecure
Inspired
Insulted

Intimidated
Irritated

J
Jealous
Joyous

L
Lazy

Listless
Lonely

M
Marvelous

Mischievous
Miserable
Morose

N
Negative
Nervous

O
Oblivious
Optimistic

Overwhelmed

P
Paranoid
Peaceful

Perplexed
Petrified
Proud

Puzzled

R
Reckless
Regretful
Relaxed
Restless

S
Sad

Satisfied
Secure
Serene

Shocked
Shy
Silly

Skeptical
Sleepy

Sluggish
Smart

Stimulated 
Stupefied
Subdued

Sullen
Suspicious
Surprised

Sympathetic

T
Tense

Tentative
Timid

Tranquil
Trusting

U
Uncomfortable

Undecided

W
Wary

Whimsical
Worried

Z
Zealous



 Lesson

 
 Uncovering Stereotypes

A G E N D A
n   Starter 
n   Don’t Judge a Book by Its Cover
n   Common Ground
n   Walk a Mile in Their Shoes
n   Conclusion
n   Questions for Assessment

Students will define stereotypes as misleading generalizations.

Students will discover common ground with people they assume they won’t 
like.

Students will explain the importance of dispelling stereotypes and considering 
the individual.

Materials Needed

• Pictures of movie stars, with a list of movies they’ve been in and the roles they 
played (Starter)

• Five brown paper bags numbered one through five, each with a different item 
inside, including one with a dollar bill (Other items might include a pack of 
pencils, a dictionary, a piece of pound cake, cookies, rubber bands, etc.) (Part I)

• Pen and slip of paper for each student (Part II)

• Pen and index card for each student (Part III)

2

199

Objectives



Starter (3 minutes)

Before class, display pictures of well-known movie stars who are currently 
popular. Elicit from students the titles of movies these stars were in and the roles 
they played. Write responses under the pictures. Ask students to describe the stars’ 
personalities; then, ask if they personally know any of these famous people.

Explain to students that “typecasting” is assigning actors to play certain roles 
again and again because those are the roles in which audiences love to see them.
Provide examples, such as Tom Hanks’ usually portraying the “good guy” in 
movies. Point out that once an actor begins to play similar roles in every movie, 
we begin to make assumptions about his or her real personality. Most people base 
their beliefs about actors on the roles they play.

Tell students that stereotypes are similar to the assumptions that people make 
about a star’s real personality based on the roles he or she plays in movies. 
Stereotypes are assumptions about people based on little information.

Part I   Don’t Judge a Book by Its Cover (10 minutes)

Purpose: Students recognize that stereotypes are misleading generalizations.

 1. StudentS recognize miSleading preconceptionS.

Ask for five volunteers. Have each volunteer choose one of the brown paper 
bags with an item inside. Tell the students that they are not to open up the 
bags until you tell them to do so.

Once all five students have chosen a bag, tell them that they are going to get one 
chance to trade their bag for another or to keep the one that they have. Allow 
the student who was last to choose a bag the opportunity to trade first. Continue 
in reverse order until each of the five volunteers has had a chance to trade. 

Ask the volunteers to share their feelings about the bag that they are holding. 
Elicit from the rest of the class their opinions about what might be in the bags.

Ask the volunteers why they chose to trade or keep their bags. Allow them to 
look in their bags and again share their feelings about it.

 2. StudentS define StereotypeS aS miSleading generalizationS.

Discuss the judgments that were made before opening the bags and the differ-
ent emotions that those judgments aroused. 

Ask students to identify the generalizations that drove their thinking about 
the contents of the bags. For example, students might say that heavy items are 
more valuable than light items or that items that rattle are broken.

Point out to students that, based on the real contents of the bags, some of 
their first reactions were unjustified. Explain to students that stereotypes are 
similar generalizations about people that can have the same effect, misleading 
us and our reactions to people.
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 3. StudentS define “Stereotype.”

Ask students to define the word “stereotype.” (Students might respond: people 
or things conforming to a type; a generalization about a group of people.) Have 
a volunteer look up “stereotype” in the dictionary. Write student responses 
where everyone can see. Guide students to recognize that stereotypes are 
oversimplifications and ignore the fact that people are uniquely different from 
each other.

Ask students how they think stereotypes might play a role in some interper-
sonal conflicts. (Students might respond: making judgments about people based 
on little information increases the likelihood of having a misunderstanding; pre-
conceptions can be misleading; if we have preconceptions, we may not hear exactly 
what a person is saying to us.)

Part II   Common Ground (20–30 minutes)

Purpose: Students recognize the need to look for common ground in conflict situ-
ations and with people they assume they won’t like. 

 1. StudentS create a liSt of rival groupS from pop culture, literature, 
and hiStory.
Distribute pens and slips of paper to students. Ask students to brainstorm a 
list of groups that they know are famous for their rivalry. Encourage students 
to think about groups in pop culture and groups that they’ve studied in sub-
jects such as English literature or world history. Prompt students by providing 
at least one example that they may be familiar with, like the Montagues and 
the Capulets from Shakespeare’s Romeo and Juliet, the Jedi and the Sith from 
Star Wars, the Allied forces and the Axis powers in World War II, the Order 
of the Phoenix and the Death Eaters from the Harry Potter series, or the 
Autobots and the Decepticons from Transformers. 

Collect the lists and place the names of the rival groups inside an empty bag 
or container. Shake the bag or container, and then randomly pick out the 
names of two rival groups. Divide students into two equal groups, and have 
them sit on opposite sides of the room, facing each other. Assign each group 
one of the names you drew.

Explain that the groups will be addressing each other as rivals, like the groups 
they have listed. 

 2. StudentS create liStS of their own likeS and diSlikeS.

Distribute one index card or piece of paper to each student in both groups. 
Ask students to make a list of likes and dislikes for each of the following cat-
egories: food, clothing, hobbies, places, and TV shows. (Depending on your 
time constraint, you may choose to add or omit categories.) 

Give each group time to discuss their likes and dislikes within their group and to 
form a group trait based on the things they have most in common. For example, 
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one group may identify themselves as “pizza lovers” or “star athletes.” 

Remind each group to see the opposing team as the “enemy.” Ask each group 
to come up with one reason why they would not like each other or get along.

 3. StudentS find common ground with an oppoSing group by analyzing 
Similar likeS and diSlikeS.

Tell students that they will take turns with students from their opposing 
group reading aloud one of their likes and dislikes. Explain to students that 
when they hear a like or dislike they agree with, they should raise their hands. 
Assign one student from each group to be a record keeper. Each record keep-
er will keep a tally of the number of students from the opposing group that 
agree with a like or dislike named by the record keeper’s own group.

Have students begin reading their lists. Continue in this manner until most 
students have had a chance to share one of their likes or dislikes. 

 4. StudentS diScuSS why finding common ground iS important.

Ask students to reconvene with their groups and discuss the end results of 
their tallies. Ask them to examine and discuss how much they have in com-
mon with their “enemy group.” 

Ask students:

• In which categories did you expect to have the least in common? What 
about the most in common? 

• Were you surprised by the total number of shared interests you had with 
the opposing group? Why or why not?

• How does this activity relate to the ways people form opinions about a per-
son or group of people? 

Point out to students that their “warring” groups behaved similarly to the 
way people act when they believe stereotypes. Explain that sometimes people 
claim not to like someone in a group based on false preconceptions or mis-
guided beliefs. 

Ask students to suggest some ideas on how people can look beyond superficial 
stereotypes and find common ground with people who appear to be very differ-
ent. Lead students to understand that challenging themselves to find commonali-
ties with each other can help them improve communication and resolve conflicts.

Part III   Walk a Mile in Their Shoes (20 minutes) 

Purpose: Students confront and dispel stereotypes about various groups of people.

 1. StudentS examine StereotypeS.
Give each student a pen and an index card. Ask students to create a list of at 
least three generalizations about various groups of people that they have read, 
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heard, or seen. Let students know that their cards will remain anonymous, 
and that they do not have to agree with their listed generalizations. Remind 
students to use school-appropriate language.

Have students write the stereotypes on their index cards in the following for-
mat: “I’ve heard that (group of people) are all (generalization/stereotype).” 

Ask students to turn their index cards over once they have completed their 
lists. Collect and shuffle the index cards; then, randomly distribute one to 
every student. 

Allow students a few minutes to read their new cards silently. 

While this is a serious and sensitive topic, expect the class to laugh when 
appropriate, as well as to experience the various feelings and hurt that these 
stereotypes can evoke in people. 

Ask students to take turns reading the stereotypes aloud to the class.

 2. StudentS experience StereotypeS and labelS.
Divide students into groups of five. Have each group create a three-minute 
nonverbal skit that uses at least two of the stereotypes written on their index 
cards. The skits should show the effect that these stereotypes can have.

Have each group perform its skit in front of the class. Remind students that 
they may not speak when performing, but they are allowed to make sounds or 
alter their appearance (e.g., hum a song, take off accessories, etc.). Tell them 
to be mindful of their facial expressions and body language when communi-
cating with each other.

After each group’s performance, ask the class to respond to the following 
questions:

• Describe the ways that the characters interacted with each other.

• How did the actors portray the story without speaking? 

• What emotions did they express in their actions?

• Based on your observations, what stereotypes were depicted in the group’s 
skit? How did these stereotypes affect the characters?

Explain to the class that anyone can be stereotyped, and that one of the best 
ways to dispel a stereotype is to be aware of the stereotype, how others per-
ceive you, and how you choose to see others. Ask students to generate positive 
suggestions for ways to foresee stereotypes that they may form about someone 
and strategies that they can use to see beyond their own assumptions.
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Conclusion (2 minutes)

Ask students how dispelling stereotypes can help reduce interpersonal conflicts. 
Elicit from students the following key points that were taught in this lesson:

• Stereotypes are misleading generalizations that ignore the fact that every 
person is a unique individual.

• Looking for common ground with someone in a conflict situation can help us 
to ease tension by recognizing the other person’s needs.

• Focusing on people’s strengths rather than superficial, stereotyped traits 
creates stronger, more positive relationships and reduces conflict.

Questions for Assessment

1. Why can stereotypes be harmful?

2. What stereotype has been used to describe you or one of your friends? How is 
this stereotype simplistic or inaccurate?

3. How can you see past stereotypes and find common ground with someone 
who is different from you?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “What we see depends mainly 
on what we’re looking for.” –John 
Lubbock 

Activity: Have students discuss the 
danger in looking for characteristics 
that confirm stereotypes.

Extension: Addressing Multiple 
Learning Styles

Activity: Before class, hide the titles 
of a variety of books under pieces of 
paper. Have students look at the covers 
and make assumptions about the books. 
Ask students to discuss why they made 
the assumptions that they did. Discuss 
the proverb “Don’t judge a book by its 
cover.”

Have students write their own proverbs 
that warn of the dangers of stereotypes.

Extension: Writing in Your Journal

Activity: Tell students to reflect on a 
time when they felt that they had been 
stereotyped.

Have students write about a time that 
they know they let stereotypes dictate 
their behavior towards someone.

Extension: Using Technology

Activity: Show students commercials 
that play on stereotypes (e.g., women 
wash laundry, men play sports). Have 
students identify the stereotypes.

Have students write business letters 
to the companies whose products are 
being advertised and propose changes 
to the commercials.

Extension: Homework

Activity: Have students play word 
association games with two people out-
side of the class. Tell students that they 
are to name a group and tell the person 
to say the first thing that comes to his 
or her mind.

Ask students to share the answers that 
their subjects gave. Have students dis-
cuss their reactions to what their sub-
jects said.

Extension: Additional Resources

Activity: Teaching Tolerance is a 
magazine published each spring and 
fall by a nonprofit organization of the 
same name based in Montgomery, 
Alabama. To obtain the magazine, visit         
www.tolerance.org.

Have students read and discuss an arti-
cle from this magazine.



 Lesson

 Managing Anger  
 in Conflict Situations

A G E N D A
n   Starter

n   What Makes You Angry?
n   I Said…I Meant
n   Alternate Ending
n   Conclusion
n   Questions for Assessment

Students will identify situations that make them angry and consider ways to 
reduce or control anger.

Students will identify the real meaning behind words exchanged in conflict 
situations.

Students will analyze a clip depicting a conflict that turns to anger and violence.

Materials Needed

• Masking tape and a small rubber ball or golf ball (Starter)

• One copy of the “I Said…I Meant” activity sheet (#3) for each student  
(Part II)

• A movie or news clip depicting a conflict that turns to violence or anger  
(Part III)
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Starter (3 minutes)

Before class, use masking tape to make a circle about two feet in diameter on the 
floor of the classroom. Begin class by showing students the small ball and telling 
them that their challenge is to roll the ball from about 10 feet away and aim for 
the center of the circle. Explain that they will have two chances, but if the ball 
stops short on the first try, they will forfeit the second try.

Have students take turns rolling the ball into the circle. When students are fin-
ished trying, elicit the observation that most students rolled the ball past the 
circle. Ask students why they think this happened. Lead them to recognize that 
when they were afraid of falling short, they tended to overcompensate.

Say, “The ball is like our emotions in situations with conflict; we often overcom-
pensate because we are afraid of losing. Once we let our emotions reach this level, 
it’s hard to stop and back away. One possible effect of this is excessive anger.”

Explain to students that today they will discuss ways to keep anger in check dur-
ing a conflict situation.

Part I   What Makes You Angry? (10 minutes)

Purpose: Students identify situations that make them angry and consider ways to 
reduce or control anger.

 1. StudentS identify SituationS that evoke emotionS of anger.

Ask students, “What makes you feel angry?” Encourage students to list as 
many specific situations as possible. Write student responses where everyone 
can see.

Then ask students, “How do you know when you are angry?” (Students should 
respond: I just feel mad, my tone of voice gets sharper, my voice increases in vol-
ume, my muscles become tense, my heart starts racing, I start to sweat.) Explain 
to students that these are physiological indications that a person is experienc-
ing anger. Many people have those responses. 

 2. StudentS identify wayS to reduce or control anger.

Ask students, “If so many different situations have the potential to evoke 
anger in us, how can we become better able to manage our anger and func-
tion more effectively?” Lead students to recognize that there are specific tech-
niques that we can use to control our anger.

Elicit from students actions they can take to limit their anger. Write their 
suggestions in a place where everyone can see. (Students should respond: 
controlled breathing, counting to 10, taking a walk, talking with someone, 
listening to relaxing music, exercising, etc.)

When students have exhausted their ideas, have them select five techniques 
from the list that they think might work well for them. Have them write those 
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techniques on a piece of paper. Tell students to hold on to their lists for use at 
the end of the lesson.

Part II   I Said…I Meant (15 minutes)

Purpose: Students identify the underlying meaning behind words exchanged in 
conflict situations.

 1. StudentS read a conflict Scenario.

Distribute copies of the “I Said…I Meant” activity sheet (#3) to each stu-
dent. Have students fold the activity sheet in half on the dotted line, so that 
the bottom half is not visible while students are reading the top half.

Ask two volunteers to read the dialogue between Brenda and Maria, supplying 
appropriate tone of voice, body language, and facial expressions.

When the volunteers are finished, ask students to explain what happened in 
this scenario and identify the problem that was causing the conflict. (Students 
should respond: Brenda wanted to do a favor for Maria. Maria is angry at 
Brenda for leaving the baby at home to get milk.)

Ask the class to describe the tone of voice, body language, and facial expres-
sions of the two volunteers, and elicit comments about how their nonverbal 
messages reflected their feelings.

 2. StudentS conSider the unSpoken thoughtS and emotionS behind the 
conflict.

Tell students to unfold the activity sheet to expose the dialogue that includes 
the characters’ real thoughts and feelings in italics. Ask two volunteers to read 
the italicized parts of the dialogue, using nonverbal messages that reflect what 
they are saying.

Ask the class to comment on how the volunteers’ nonverbal communication 
differed from the first reading, and what that might say about the characters’ 
emotions. (Student responses should include emotions other than anger, such as 
amazement, frustration, and anxiety.) 

 3. StudentS recognize that controlling anger allowS people to 
communicate more effectively.

Ask students why the characters in the scenario didn’t just say what they 
meant. Lead them to understand that sometimes our anger leads us to speak 
without thinking. Point out to students how differently this conflict might 
have ended if the two people had communicated what they really meant.

Remind students of “the straw that broke the camel’s back” and the role of 
stress in conflict situations. Guide students to the realization that, in conflict 
situations, there are often hidden emotions and events that contribute to the 
intensity of the conflict. Suggest that students be aware of the underlying  
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feelings that contribute to conflict situations. Tell students that being aware 
of the emotions that are involved in a conflict will help them to communicate 
more accurately.

Part III   Alternate Ending (25 minutes)

Purpose: Students analyze a video clip depicting a conflict that turns to anger or 
violence.

 1. StudentS view a clip of a conflict that reSultS in anger or violence.

Tell students that they are going to watch a short clip showing a conflict that 
results in anger or violence. Provide students with any necessary background 
information for the scene they are going to watch.

Instruct students to look for the following as they watch the clip:

• What is the conflict?

• What are the needs or wants of the opposing parties?

• What did they say about the issue or the conflict?

• What do you think they meant?

 2. StudentS rewrite the Scene to reduce the anger preSented.

When students have finished viewing the clip, discuss their responses to the 
above questions. Then, instruct them to refer to their lists of anger manage-
ment techniques from part I to suggest actions that might have reduced the 
characters’ anger and avoided the violence portrayed in the video.

Allow students about 10 minutes to write an outline for what might have 
occurred if anger management techniques had been used.

 3. StudentS diScuSS the role of anger in the media and in real life.

Ask students to share their outlines. After students have shared their writing, 
ask the class how the clip would be different if the conflict had been resolved 
as they proposed. (Students should respond: it would be boring, no one would go 
see it, there would be no action, etc.)

Point out that reducing conflict might not make for a good movie. Lead stu-
dents to recognize that while conflict and anger make for interesting fiction, 
they can be destructive if not managed properly in real life.

 4. StudentS reviSit their conflict reSolution goalS.

Have students revisit the goals for conflict resolution that they established in 
lesson 1 of this module. Have them identify situations in which miscommu-
nication contributes to conflict. Guide them to consider how anger manage-
ment could reduce the intensity and impact of their conflict situations. 

x209 Module Four  resolving ConFliCts



Conclusion (2 minutes)

Ask students to name three anger management techniques that can be used to 
reduce anger in conflict situations. Elicit from students the following key points 
that were taught in this lesson:

• Sometimes our anger leads us to say and do things that we don’t mean.

• Using anger management techniques to control our anger can help us 
improve how we communicate.

Questions for Assessment

1. List three positive methods for relieving anger.

2. Describe a conflict you have been in from the other person’s point of view.

3. List three examples of violence you have recently seen in the media. How can 
seeing this violence affect viewers?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Anger is a momentary mad-
ness, so control your passion or it will 
control you.”  –Horace, Epistles 

Activity: Have students discuss the 
meaning of this quote and describe 
how it feels to be controlled by anger. 

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create a check-
list of actions to take when they feel 
themselves becoming angry.

Ask students to share the checklist they 
have written with the class. Allow stu-
dents to offer suggestions to each other.

Extension: Writing in Your Journal

Activity: Have students write about 
the amount of impact the movie indus-
try has on people. Have them discuss 
whether we are reflections of what is in 
the movies or if the movies are a reflec-
tion of real life. They should also dis-
cuss if the movies accurately reflect how 
people handle anger.

Discuss this topic as a whole class.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create post-
ers to help younger children control 
their anger in conflict situations and to 
help them choose words that accurately 
reflect what they are feeling. Remind 
students to use language at the appro-
priate readability level of the intended 
audience.

Have students mail the posters, along 
with explanations of them, to elemen-
tary school teachers in your district.

Extension: Homework

Activity: Have students keep track of 
the number of times they feel angry in 
one week. Have them write what was 
happening when they became angry 
and how their bodies reacted to their 
anger.

Ask students to create a plan for avoid-
ing situations in which they become 
angry and managing the way they react 
to anger.

Extension: Additional Resources

Activity: Have students read “Listen to 
Your Feelings (They Are Trying to Tell 
You Something)” from Don’t Sweat the 
Small Stuff…and It’s All Small Stuff 
by Dr. Richard Carlson. This passage 
is about paying attention to what you 
are feeling and why you are feeling that 
way. 

Have students discuss the benefits of 
knowing why they feel as they do.
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Brenda and Maria are yelling at each other…

Brenda: “I went to the store because I had to buy milk for Shante.”

Maria:  “I can’t believe you did that! You’re so stupid, leaving my baby sister by  
herself!”

Brenda: “...but I asked Tom to watch her while I was out.”

Maria: “I don’t even know why I trusted you to watch her anyway!”

Brenda: “Fine! Take care of your own baby sister!”

They meant…

Brenda: “I went to the store because I had to buy milk for Shante.”
 I was worried because there wasn’t any milk in the house for the baby.

Maria:  “I can’t believe you did that! You’re so stupid, leaving my baby sister by herself!”
  It’s so dangerous to leave a baby alone! I’m terrified that something could have 

happened to her!

Brenda: “...but I asked Tom to watch her while I was out.”
 I’m stupid? What kind of sister takes care of her baby sister but doesn’t have milk 
 in the house?

Maria: “I don’t even know why I trusted you to watch her anyway!”
 I had doubts about leaving Shante with her anyway. I remember the time she let  
 her cry in the crib. I never said anything, but I was really annoyed.

Brenda: “Fine! Take care of your own baby sister!”
 And I was only doing her a favor! Forget it. I’ll never help her out again.

I said...I meant



 Lesson

 
 Creating a Win-Win Situation

A G E N D A
n   Starter
n   Who Wins the Dollar?
n   Win-Win, My Needs/Your Needs
n   Someone in the Middle
n   Conclusion
n   Questions for Assessment

Students will identify the characteristics of win-win solutions.

Students will practice the techniques of win-win negotiation in a conflict and 
apply those techniques to their personal conflict resolution goals.

Students will identify the role of a mediator in conflict resolution and practice 
mediating conflict.

Materials Needed

• Several wadded up pieces of paper and a wastebasket (Starter)

• Two one-dollar bills (Part I)

• One copy of the “Win-Win, My Needs/Your Needs” activity sheet (#4) for 
each student (Part II)

• A dictionary (Part III)
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Starter (3 minutes)

Divide the class into two teams. Tell students that each of them will get one 
chance to shoot a paper ball into the wastebasket. Have each team choose a team 
name. Write the names on the board with a line under each.

As students take turns shooting, record one point for each shot made and one 
point for each shot missed. The class is likely to complain that it doesn’t matter if 
they miss the shot or not. Urge them to continue playing until most students have 
a chance to shoot.

Ask students to share their feelings regarding the competition and how it felt to 
not have any incentives to win. Guide them to realize that while it might have 
been disappointing to know that there would be no winning team, it was also 
reassuring to know that there would be no loser.

Point out to students that our culture generally encourages competition and that 
the desire to win is ingrained in us. Tell students to keep the urge to win in mind 
while they discuss a type of conflict resolution in which no one loses.

Part I   Who Wins the Dollar? (10 minutes)

Purpose: Students identify the characteristics of win-win solutions.

 1. StudentS bid on a dollar in order to define “win-loSe” and “loSe-
loSe.”

Ask for two volunteers. Hold up a dollar bill and explain that you are going to 
hold an auction. Explain to students that at an auction people take turns stat-
ing a price that they are willing to pay for something until one of them is not 
willing to bid any higher for the item. A competitive energy develops whereby 
each party wants to take home the item.

Start the bidding for the dollar at one cent and let the volunteers continue 
bidding until one of them gives up or they have surpassed the value of one 
dollar in bids. In a place where everyone can see, write the names of the two 
students and a record of what they each bid.

Ask students who won. Lead students to define “win-lose” as a scenario in 
which one student won the dollar and the other gave up. Define “lose-lose” 
as a scenario in which one student won the dollar but paid more than a dollar 
for it, and the other student withdrew from the bidding.

 2. StudentS bid on a dollar to create a win-win Situation.

Explain to students that you are now going to auction another dollar to two 
different students who think that they can create a situation in which both 
parties win. Select two volunteers, and allow them to come up with a strategy 
for bidding.

Allow the students to bid, and again analyze the outcome. If the class does 
not come to the solution on its own, explain that there is a way in which both 



students could make money. The volunteers should agree to stop the bidding 
at two cents, and split the remaining 98 cents. Point out to students that in 
this situation, neither person gets all of what he or she wanted (i.e., the entire 
dollar), but by compromising and working together, both can make money.

 3. StudentS identify the characteriSticS of win-win SolutionS.

Ask the class to use the situation it just experienced to define the characteris-
tics of win-win solutions to conflict. Lead students to recognize the following 
key points about win-win situations:

• Both parties compromise.

• Both parties may not get all of what they want, but the results are positive 
for each.

• Both parties leave the situation feeling as if they have accomplished something.

• Both parties work together and consider each other’s needs.

Tell students to recall the discussion from the starter about the competitive 
instinct, and ask them to suggest how that instinct might affect their efforts toward 
creating a win-win situation. Elicit from students the understanding that in order 
to create situations in which both parties win, competition must be set aside.

Part II   Win-Win, My Needs/Your Needs (3 minutes)

Purpose: Students practice the techniques of win-win negotiation in a conflict, and 
apply those techniques to their own personal conflict resolution goals.

 1. StudentS identify a conflict Situation.

Tell students that they are going to practice creating win-win solutions to 
conflicts. Have them brainstorm specific conflict situations, and write their 
suggestions where everyone can see.

Explain that the best situation to analyze will be one in which they can clearly 
imagine how both sides feel and why they feel that way. Then have them vote 
to select one situation to analyze, and write the votes next to each situation. 
Keep this list for use in part III.

Tell students that they are now going to analyze the specific situation they 
have selected.

 2. StudentS conSider the goalS and needS of both participantS in a 
conflict.

Distribute copies of the “Win-Win, My Needs/Your Needs” activity sheet 
(#4) to each student. 

Review the guidelines for creating win-win situations with students. Ask them 
to suggest the purpose of each guideline and the ways in which each might 
help to defuse a conflict. Tell them to apply these guidelines to the specific 
conflict the class selected.
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Refer students to the bottom of the page. Discuss possible responses to each 
question with the class. Encourage students to create as complete a picture of 
the conflict as possible.

 3. StudentS conSider their own perSonal goalS for conflict reSolution.

Tell students that the guidelines are an outline of the mental process that they 
can follow to create win-win solutions for conflicts in which they are involved.

Have students review their personal goals for conflict resolution. Instruct 
students to consider those situations in light of the guidelines and questions 
on the activity sheet and to analyze the needs and goals of the different peo-
ple involved in each conflict. Have them jot down their thoughts with an eye 
towards creating win-win situations to resolve those conflicts.

Remind students to hold on to their goals for use in the next lesson.

Part III   Someone in the Middle (20 minutes)

Purpose: Students identify the role of a mediator in conflict resolution and practice 
mediating conflict.

 1. StudentS define “mediator.”

Ask students if they know what a mediator is. Elicit a definition from the class, 
and write it in a place where everyone can see.

Ask a volunteer to look up “mediator” in the dictionary, and modify the class 
definition as needed. Ensure that the class understands the following impor-
tant points:

• Mediators establish reconciliation between two parties.

• Mediators are not directly involved in the conflict.

• Mediators remain impartial.

If your school has a peer mediation program, ask the class if they are familiar 
with it. Have students share their understanding of what is involved in peer 
mediation, and provide them with additional information that you may have 
gathered.

Say, “Sometimes a conflict is too big for us to handle on our own. A mediator 
can be helpful in those situations.”

 2. StudentS identify guidelineS for mediation.

Explain to students that some of the most difficult conflicts that police face are 
domestic disputes. Explain that the police need to help the couple defuse anger 
and avoid violence, but that they must let the couple resolve the situation on 
their own. Lead students to understand that mediators do not solve problems; 
they merely bring two parties together and assist them in communicating. 

Share with students the following mediation guidelines based on those that 
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police officers use when responding to domestic disputes:

• Bring the disputants together. Don’t give preference to one side over the 
other. Establish rapport with both sides.

• Keep the parties facing you, not squared off against one another.
• Encourage both parties to listen to each other. 
• Encourage both parties to avoid exaggerations, and instead use specific 

examples and I-statements.
• Don’t make judgments.
• Maintain calm control.
• Avoid suggesting a solution; let the disputants come up with solutions on 

their own.

 3. StudentS write and perform dialogueS. 

Divide students into groups of three. Tell each group to choose a conflict to 
mediate from those the class listed in part II.

Instruct students to use the guidelines for mediation to write scripts for the 
selected conflict situations. Tell them to create roles for the disputants and for 
a mediator in the form of a dialogue. Remind students that they may want to 
refer to their “Win-Win, My Needs/Your Needs” activity sheets (#4) in order 
to help determine what the disputants might say to each other.

Have the groups take turns performing their dialogues for the class. 
Encourage the class to critique the dialogues using the mediation guidelines 
as criteria and discussion points.

Say, “Remember that if it seems impossible to come up with a win-win solu-
tion, a mediator might be able to provide the guidance you need.”

Conclusion (2 minutes)

Ask students to recall the guidelines for mediation. Elicit from students the fol-
lowing key points that were taught in this lesson:

• A win-win situation is one in which the needs of both parties are at least 
partially met.

• A mediator can help two opposing parties find common ground and resolve 
their dispute.

Questions for Assessment

1. Identify a win-win outcome and list an example.

2. What is mediation and when is it necessary?

3. List four mediation strategies.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “There have to be compro-
mises. The middle of the road is all of 
the usable surface. The extremes, right 
and left, are in the gutters.”  —Dwight 
D. Eisenhower 

Activity: Have students create posters 
displaying and illustrating this quote.

Extension: Addressing Multiple 
Learning Styles

Activity: Have small groups of stu-
dents create a guide to finding win-win 
situations. Each student should con-
tribute to the guide. Each guide should 
include instructions, diagrams, narra-
tives, stories of conflict, and so on. 

Have students display the guides and 
present them to peer mediators and 
staff at the school.

Extension: Writing in Your Journal

Activity: Have students write about an 
occasion in which they helped two peo-
ple solve a dispute. 

Have students discuss the difficulty of 
the task, how they felt after the conflict 
was over, what they would do again, 
and what they would do differently.

Extension: Using Technology

Activity: Have students use the inter-
net to research various treaties. 

Have students discuss the language 
used in the treaties and the long-term 
impact of the selected verbiage.

Extension: Homework

Activity: Have students create lists of 
jobs that involve conflict resolution or 
mediation skills. 

Have each student choose one job that 
he or she finds interesting and write a 
profile of that job.

Extension: Additional Resources

Activity: Have students read “Part 
Ten: Talking with the Enemy” from 
Long Walk to Freedom by Nelson 
Mandela.

Have students research and write a few 
paragraphs about the negotiations to 
end apartheid in South Africa.
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Guidelines for CreatinG Win-Win situations

 Choose neutral territory for a meeting.
 Don’t lie or exaggerate; build trust from the start.
 Use good nonverbal communication: make eye contact, use a nonthreatening 
 posture, and stay focused.
 Try to find common ground.
 Be open-minded about other suggestions.
 Focus on the things that are most important to you, and try to determine 
 the things that are most important to the other person.
 Stay in the present; avoid bringing up past arguments.
 Set a time frame that both of you agree on.
 Commit to a solution, and don’t go back.

My needs/your needs

What is the problem? __________________________________________________________

What do both sides stand to lose? ________________________________________________

What does person A want? Why? _________________________________________________

What does person B want? Why? _________________________________________________

What does person A need? _____________________________________________________

What does person B need? _____________________________________________________

Other factors for person A?* ____________________________________________________

____________________________________________________________________________

Other factors for person B?* ____________________________________________________

____________________________________________________________________________

*Other factors that motivate people include a need to be in control, a need for money, a need 
to feel recognized or loved, etc.

Win-Win, My needs/your needs



 Lesson

 
 Resolving Conflict

A G E N D A
n   Starter
n   Paper Tiger
n   Resolution 
n   Conflict Resolution Games
n   Conclusion
n   Questions for Assessment

Students will identify the importance of being assertive when addressing  
conflicts.

Students will identify the steps to conflict resolution.

Students will apply the steps to conflict resolution to recurring conflicts in 
their own lives.

Materials Needed

• Comics pages from the daily newspaper, one set for each group of four 
students (Starter)

• Several pieces of paper cut into long four-inch-wide strips (Part II)

• One or two board games, such as Sorry, Chutes and Ladders, Life, etc.  
(Part III)

• Art materials, including one piece of poster board or cardboard for each 
group of three students; markers; glue; construction paper; and found objects 
such as buttons, fasteners, bottle tops, etc. (Part III)
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Starter (3 minutes)

Divide the class into groups of four, and give each group a set of comic strips 
from the daily newspaper. Tell students to find one comic strip that is built 
around a conflict. Have them cut it out, paste it on a larger piece of paper and 
answer the following questions:

• Who are the parties in the conflict?

• What is the nature of the conflict?

• What emotions are depicted in the comic strip?

• Does the comic strip show a win-lose, lose-lose, or win-win situation?

• Could this conflict be resolved as a win-win situation for the parties involved?

Have each group present its comic strip to the class and discuss the above issues. 
Some groups may wish to discuss what is inherently funny about the comic they 
selected. Remind students that conflict is a part of our everyday lives, and that 
sometimes it helps to find humor in difficult situations, even ones involving inter-
personal conflict.

Part I   Paper Tiger (5 minutes)

Purpose: Students identify the importance of being assertive and facing conflict 
head-on.

 1. StudentS analyze a quote.

Write the following Zen proverb on the board: “You must turn and face the 
tiger to learn that it is made of paper.”

Ask students what they think the proverb means. Lead students to understand 
that the “tigers” in the quote are the conflicts and challenges that present 
themselves to us. Elicit from students the understanding that the quote is 
about having the courage to face our challenges directly. Tell students that 
when we face our conflicts and address them, we often find that they are not 
as overwhelming as we had thought. Sometimes our biggest obstacles are in 
our own minds (“made of paper”), and the challenge can be handled head-on.

 2. StudentS recognize the importance of being aSSertive when addreSSing 
conflict.

Ask students to recall what they learned about being assertive in “Lesson 5: 
Learning to Be Assertive” of Module Three: Setting and Achieving Goals. Ask 
students to describe what they think happens to passive people and aggressive 
people in conflict situations. (Students should respond: Passive people often find 
themselves on the losing end of a win-lose situation. Aggressive people might let 
their anger get out of control or resort to violence).
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Tell students that “turning to face the paper tiger” means addressing your 
conflicts in an assertive manner with the goal of a win-win resolution.

Part II   Resolution (15 minutes)

Purpose: Students identify and order the steps to resolving conflicts and apply the 
process to the conflicts in their own lives.

 1. StudentS identify the StepS to conflict reSolution.

Explain to students that they are going to recall and list the steps to conflict 
resolution, based on what they have learned in the past four lessons. Then, 
they will prioritize the steps. 

As students recall the steps, write their responses in a place where everyone 
can see. Discuss each of their ideas, defining the steps to ensure that they 
don’t overlap. (See the list below for likely student responses.)

 2. StudentS order the StepS to conflict reSolution.

Ask volunteers to each write one of the steps on a strip of paper and post it 
with the other steps in no particular order in the front of the room. Discuss 
the best order for the steps, and arrange the strips in the order decided.

Student responses are likely to include the following steps in a similar order:

 1. Identify the source of the conflict.

 2. Identify the needs and wants of the two parties.

 3. Say what you mean: communicate responsibly, using I-statements and 
avoiding generalizations, name-calling, and stereotypes.

 4. Use anger management techniques to control emotions.

 5. Look for common ground with the other person.

 6. Consider all available resolutions.

 7. Work toward a win-win situation, and find a solution that is acceptable to 
both parties.

 8. If no acceptable resolution can be found, bring in a mediator.

 3. StudentS reviSit their conflict reSolution goalS.

Ask students to look at the conflict resolution goals that they have developed 
throughout this module. Instruct students to use the steps to resolution to 
devise a plan for assertively addressing the conflicts that they are dealing with 
in their own lives.

Encourage students to work independently to create a plan that they can 
monitor and that will help them assess their progress. Circulate as students 
work, offering feedback or advice as needed.
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Part III   Conflict Resolution Games (30 minutes)

Purpose: Students create games to demonstrate the steps to conflict resolution.

 1. StudentS identify the characteriSticS of a board game.

Say, “Now that you know how to resolve conflict effectively, you can practice 
and share your expertise with others.”

Divide students into groups of three or four. (You may want to consider let-
ting them choose their own groups for this activity.) Tell students that they 
are going to create games that demonstrate the steps to conflict resolution.

In order to help students identify the characteristics of a board game, show 
them one or two examples. Help students plan their own games by holding 
up one of the games and asking questions such as the following:

• What is the goal of this game?

• What is the broad concept of this game?

• How is the board designed?

• How do you advance to the next square, level and so on?

• How are obstacles presented?

• How do players win and lose this game?

Give groups time to explore a variety of games and suggest that they answer 
similar questions in order to understand the strategies of published board 
games.

 2. StudentS create conflict-reSolution board gameS.

Provide the groups with poster paper or cardboard and art materials. Remind 
them that their games are to demonstrate exemplary ways to resolve conflicts. 
To do so, they will have to structure the game around conflicts that occur in 
daily life. Encourage them to be creative in the design of their games.

Allow students about 25 minutes to design their games. You may want to set 
aside an additional class period to allow students to exchange and play each 
others’ games.

Conclusion (2 minutes)

Ask students to share their action steps for resolving conflict. Ask the class to 
comment on what in this module they think has helped them most with their 
goals for conflict resolution. Elicit from students the following key points that 
were taught in this lesson:

• It is important to be assertive when addressing the conflicts that we face.

• The steps to conflict resolution can serve as guidelines for our own conflict 
resolution goals.
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Questions for Assessment

1. Describe a conflict you have seen in a movie or on TV. Analyze this conflict 
according to the steps of conflict resolution.

2. Describe a conflict that you have been in and then rewrite it, undoing the cru-
cial moment that led to the conflict.

3. List three conflict resolution strategies that can help you.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “The great tragedies of history 
occur not when right confronts wrong, 
but when two rights confront each 
other.” –Henry A. Kissinger, statesman

Activity: Have students discuss the 
meaning of this quote and how it can 
relate to conflict between two people.

Extension: Addressing Multiple 
Learning Styles

Activity: Have groups of students cre-
ate “living statues” of conflict and then 
of resolution by posing in a scene.

Ask each group to explain its formation 
and how it would resolve the conflict 
shown in its first statue.

Extension: Writing in Your Journal

Activity: Have students write about 
the challenges they face when trying to 
be assertive in conflict situations. 

As a class, compile one list of the chal-
lenges that students face and allow 
them to offer suggestions on how to 
overcome these challenges.

Extension: Using Technology

Activity: Show the movie The Mighty, 
starring Sharon Stone. 

Have students keep track of the ways 
that Max and “Freak” resolve their 
conflicts. Discuss the assertive behavior 
demonstrated by each character.

Extension: Homework

Activity: Have students reflect on their 
achievement with regard to their con-
flict resolution goals.

Have each student create a certificate of 
achievement for someone else in class.

Extension: Additional Resources

Activity: Have students read excerpts 
from Long Walk to Freedom by Nelson 
Mandela.

Discuss how Mandela confronted his 
own conflicts while acting as a mediator 
to others.
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assumption: Something taken for granted or accepted as true without proof.

compromise: A settlement of differences in which each side gives up something;  
a middle course.

conflict: A state of disharmony between incompatible or opposed persons, ideas, or 
interests; a clash.

defuse: To make less dangerous, tense, or hostile.

empathize: To identify with and understand another’s situation, feelings, and motives.

intervention: To come in or between to interrupt or alter an action.

mediator: A person who negotiates the disputes of others with their consent, for the 
purpose of reconciling differences.

negotiation: To meet with another or others in order to compare views and come to 
terms or reach a mutual agreement.

perception: Insight, intuition, or knowledge gained by observation.

resolution: 1. A course of action determined or decided on. 2. An explanation, as of a 
problem or puzzle; a solution. 

resolve: 1. To make a firm decision about. 2. To find a solution; solve.

stereotype: 1. An oversimplified image or opinion. 2. A set of inaccurate, simplistic 
generalizations.

strategy: A plan of action to accomplish a specific or challenging goal.

tactful: Sensitivity to what is proper and appropriate in dealing with others, including 
the ability to speak or act without offending.

tolerate: To recognize and respect the rights, beliefs, or practices of others.
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 Lesson

 
 Problem Solving Techniques

A G E N D A
n   Starter

n   Problems, Problems; Solutions, Solutions

n   What We Know

n   Do It Again, Sam

n   Conclusion

n   Questions for Assessment

Students will identify problems that they face.

Students will identify strategies that can be used for problem solving.

Students will apply the steps of the decision making process to problem solving.

Materials Needed

• One copy of the “Problem Solving” activity sheet (#1) for each group (Part III)

229

Objectives



Starter (3 minutes)

Tell students the following story: 

Marta comes into school one morning and sees her best friend, Ali, talking 
with Marta’s boyfriend, Rodrigo. Neither Rodrigo nor Ali sees Marta as she 
gets closer. They are smiling and whispering to each other. When they see 
Marta, they stop talking, move away from each other, and look embarrassed. 
They all say hello to each other, and Ali and Marta go to class together. 
Rodrigo heads for his class in another room. Marta asks Ali what they were 
talking about. Ali says, “Oh…nothing much. Just homework.” Marta feels 
uncomfortable about the scene she just saw, but doesn’t know what to do. 

Ask students to describe Marta’s problem. Ask if Ali and Rodrigo also have a 
problem.

After students have had a chance to express their ideas, explain that they will 
develop problem solving skills in this module.

Part I   Problems, Problems; Solutions, Solutions (10 minutes)

Purpose: Students identify problems that they face.

 1. StudentS define “problem.”

Ask students what it means to have a problem. Have students discuss their 
definition of “problem.” Ensure that they focus on defining “problem” 
instead of offering examples. 

Elicit comments such as the following from students: 

• A problem is a question that needs to be answered.

• A problem is a situation that is puzzling or creates difficulty.

 2. StudentS identify problemS that they experience in their liveS.

Point out to students that everyone experiences problems. Elicit from students 
examples of problems that they have had. Encourage them to think of examples 
from all areas of their lives. In order to prompt discussion, suggest the following 
examples:

• Problems with their bosses 

• Problems with co-workers

• Problems in their family

• Problems with school assignments or teachers

• Problems with classmates or friends

Have a volunteer write students’ answers in a place where everyone can see.
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 3. StudentS claSSify problemS.

Explain to students that in this module they are going to be addressing prob-
lem solving at school, at work, and at home. Ask them to classify each of the 
problems listed into one of those categories. Have a category of “other” for 
problems that do not fit within the school, home, or work classifications.

Write the categories for each of the problems listed. 

Part II   What We Know (15 minutes)

Purpose: Students identify techniques they have learned that can be used for problem 
solving.

 1. StudentS underStand what it meanS to Solve a problem.

Ask students what it means to solve a problem. Lead students to understand 
that solving a problem means resolving some kind of confusion or difficulty 
and having a clear course of action. Point out to students that sometimes the 
solution will be the “lesser of two evils.”

 2. StudentS recognize the StrategieS they have uSed to Solve 
problemS.

Ask several students to identify problems from the list on the board that 
they have solved. Guide students to verbally outline the process they used 
to solve the problem. Write key words or phrases from their explanations 
where everyone can see. Have students compare the processes that they used 
to solve their problems. Make a list of the words and phrases that suggest 
there is a process for problem solving. Additionally, mention skills that 
students have developed that will help them to solve problems well, including 
communication skills, decision making skills, goal setting skills, and so on.

Explain that students will be using and combining some of these skills to 
refine their problem solving skills.

 3. StudentS recognize that they have the ability to Solve problemS.

Refer students to the list of problems that they have brainstormed, and ask if 
any of these problems cannot be solved. Lead students to recognize that they 
have the ability to solve or alleviate the impact of their problems. 

Tell students that problem solving is similar to decision making. When they 
are problem solving, they are searching for the best option, or solution, to 
their problem (as in decision making).
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Part III   Do It Again, Sam (20 minutes)

Purpose: Students apply the decision making process to problem solving.

 1. StudentS review the StepS of the deciSion making proceSS.

Ask students to recall the steps of the decision making process that they 
learned in Module Two: Decision Making Skills. They are:

 1. Define the issue.

 2. Gather information.

 3. Develop alternatives.

 4. Analyze consequences.

 5. Make the decision.

 6. Consider feedback and evaluation.

 2. StudentS apply the StepS of the deciSion making proceSS to 
problem Solving.

Divide the class into groups of four or five students. Assign each group one 
character from the starter (Marta, Ali, or Rodrigo). Give each group one copy 
of the “Problem Solving” activity sheet (#1) and a character to focus on. 
Reread the starter to the class. 

Give students the following instructions:

• Your task is to solve your character’s problem. 

• Put your character’s name on the activity line. 

• Use the six-step decision making process to find a solution.

If necessary, prompt students by saying, for example, “Does Ali have a problem? 
If so, what is it? The first step is to define the issue or problem that Ali has.”

Move around the classroom and whisper to the groups assigned Ali and 
Rodrigo that their characters are planning a surprise party for Marta. As you cir-
culate, remind the groups to follow the steps of the decision making process.

 3. groupS preSent their reSultS to the claSS.

After students have completed their activity sheets, have each group present 
its results to the class. 

Ask the groups assigned Marta if knowing about the surprise party would have 
made a difference in how they chose to solve the problem. Ask them how they 
could have discovered that information.

Have the groups explain the steps they took and the reasons for each. Point 
out to students that each group chose a slightly different solution. Remind 
students that there are usually several different solutions to a problem and that 
one of the steps of the problem solving process is to consider as many options 
as possible.
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Conclusion (2 minutes)

Conclude by asking students to review the steps of the problem solving process. 
Elicit from students the following key points that were taught in this lesson:

• A problem is a question that needs answering or a situation that creates 
difficulty.

• Everyone has problems and the ability to solve them.

• Problem solving utilizes the techniques and steps of the decision making 
process.

Questions for Assessment

1. List the steps to effective problem solving.

2. Create a scenario or short story in which someone demonstrates the steps of 
the problem solving process.

 leSSon 1  ProbleM Solving TechniqueS 233x



x234 Module Five  ProbleM Solving

L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Problems are not stop signs, 
they are guidelines.” –Robert Schuller

Activity: Have students create signs 
that represent a problem as a guideline. 
Ask students to share their signs with 
the class and explain why they represent 
guides to problem solving.

Extension: Addressing Multiple 
Learning Styles

Activity: Present students with a prob-
lem. Ask them to create a KWS chart of 
what they know about the problem (K), 
what they want to know about it (W), 
and possible solutions to it (S).

Have students discuss their KWS charts.

Extension: Writing in Your Journal

Activity: Have students write about 
whom they turn to for advice when 
they have a problem. Have them write 
a letter to that person asking for advice 
about a problem they have.

Have students share their letter with a 
partner and discuss possible solutions 
to their problem.

Extension: Using Technology

Activity: Have students create road or 
concept maps showing the path to solv-
ing problems. The maps should show 
a path from a problem to its solution 
and give directions that will help others 
solve problems. Ask students to draw 
and color the maps. 

Have students present their maps on a 
smartboard.

Extension: Homework

Activity: Have students read “Dear 
Abby” or another advice column and 
bring in the piece they read.

Discuss a few of the questions and the 
advice that was given. Do students 
agree with the advice given? How 
would they advise the person in each 
situation?

Extension: Additional Resources

Activity: Have students read A Whack 
on the Side of the Head: How You Can 
Be More Creative by Dr. Roger von 
Oech.

Have students summarize what they 
have read.
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Group MeMbers: ________________________________________________________

Activity: _____________________________________________________________________

Decision MAkinG steps: coMMents:

 1. Define the issue.

 2. Gather information.

 3. Develop alternatives.

 4. Analyze the consequences.

 5. Make the decision.

 6. Consider feedback and evaluation.

problem solving

By



 Lesson

 
 Problem Solving in School

A G E N D A
n   Starter

n   What’s the Problem?

n   Define and Gather

n   Act It Out

n   Conclusion

n   Questions for Assessment

Students will apply the steps of the problem solving process to solving prob-
lems at school.

Students will identify resources available in school that can help them solve com-
mon problems.

Students will clearly define problems they have at school and gather information 
to solve them.

Materials Needed

• A list of resources available in the school that can help students solve 
problems (Part I)

2
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Starter (3 minutes)

Write the following quote where everyone can see: “If you are not part of the 
solution, you are part of the problem.” Elicit from students their thoughts about 
the meaning of this saying. 

Ask the class to suggest one problem their school faces and who should solve this 
problem. Point out to students how easy it can be to wait for other people to solve 
problems that affect us. Explain that the quote means that if we are not taking 
responsibility for solving problems that affect us, we are helping to prolong them.

Explain to students that this lesson will help them develop new skills for solving 
problems that they encounter in school.

Part I   What’s the Problem? (10 minutes)

Purpose: Students will develop new problem solving strategies to apply to prob-
lems at school.

 1. StudentS identify problemS at School.

Ask the class to list some problems students typically have in school. Have a 
volunteer write student responses where everyone can see. (Students should 
respond: problems with other students, problems with teachers, problems with 
cliques, dating and social pressures, drug and alcohol pressures, and disciplinary 
problems.)

Save this list for use in part II.

 2. StudentS identify problem indicatorS.

Select one of the problems identified by students, and ask them to list 
indicators that would help them identify it as a problem. Write the indicators 
in a place where everyone can see.

Look for a response that can be built upon to make the point that problems 
cannot be ignored; they must be dealt with or they will often become worse. 
Remind students that when they are problem solving, their goal is to clearly 
identify what the problem is so that they can take appropriate steps to address it. 

Tell students that it may sometimes be helpful to talk to friends when they 
believe they have a problem. Ask students what characteristics they should 
look for in a friend when considering confiding in him or her. Write student 
responses in a place where everyone can see. (Students might respond: the 
person should be someone whose judgment and insight you respect, the person 
should be someone who will keep the discussion confidential.)
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 3. StudentS identify reSourceS available in their School that can 
help them Solve problemS.

Referring to the list of problems that students brainstormed, elicit sugges-
tions regarding places to go for help with solving problems in school. Guide 
students to identify school personnel whom they respect and who might help 
them. (Students might respond: teachers, principals, guidance counselors, social 
workers, librarians, school nurses, police, coaches, etc.) Also point out that com-
munity organizations or outside programs are available to students.

Part II   Define and Gather (20 minutes)

Purpose: Students practice defining and gathering information to solve problems.

 1. StudentS develop ScenarioS that call for problem Solving.

Explain to students that they are going to brainstorm a list of situations in 
school that require problem solving. The class will then be divided into small 
groups to apply the first two steps of the problem solving process: define the 
problem and gather information.

Refer to the list of general situations that students brainstormed in part I, and 
then ask them to suggest specific problem situations at school. Suggest situa-
tions such as the following to facilitate discussion:

• A friend is lying about you behind your back.

• You have missed five English classes in the past three weeks; there is a test 
tomorrow.

• You know that a friend has brought a weapon to school.

• Someone has taken your homework. You think that you know who it is, 
but you aren’t sure.

• A close friend is having difficulty with his parents, and he has started drink-
ing at school.

• Your teacher has accused you of copying someone else’s answers on a test.

• Your PE teacher yells at you because she doesn’t think you are trying hard 
enough. It has made you so upset that you don’t even want to go to gym 
class. 

 2. StudentS define the problemS. 

Divide the class into small groups of five or six students. Assign one scenario 
from the class list to each group. Make sure that there are enough scenarios to 
give one to each group.

Explain to students that they are going to focus on the first two steps of 
the problem solving process: define the problem and gather information. 
Point out to students that in order to solve the problem that they have been 

 leSSon 2  ProbleM Solving in School 238x



assigned, they need to identify the causes of the problem, who is involved, the 
motives of the individuals involved, and so on.

Write the following questions where everyone can see them: Who? What? 
When? Where? Why? How? Suggest to the groups that the first step of defining 
the problem is to answer as many of those questions as possible.

Allow students about five minutes to develop answers that more specifically 
define their problems.

 3. StudentS define StrategieS for gathering information.

After about five minutes, stop the groups and ask how many of them still 
have unanswered questions. Explain to students that when you have defined 
the problem as clearly as possible and still have questions, it is time to gather 
additional information. 

Ask students how they can find answers to the questions that remain. Write 
student responses on the board. (Students may respond: talk directly to the 
people involved, consult a counselor or other expert, talk to other friends or 
witnesses.) Explain to them that these are strategies for the second step of the 
problem solving process: gather information.

Tell students that they are now going to prepare role plays. Tell them that 
their role plays should demonstrate clearly defined problems and include 
characters who are gathering information in order to develop solutions to the 
problems.

Allow students about 10 minutes to prepare their role plays.

Part III   Act It Out (15 minutes)

Purpose: Students present and evaluate their problem-scenario role plays.

 1. StudentS preSent and evaluate their role playS.

Ask for a group to present its role play first. Direct the rest of the class to 
write down the six questions (i.e., Who? What? When? Where? Why? How?) 
on a piece of paper and to define the problem by answering the questions as 
the group role-plays.

Have the first group present its role play.

 2. StudentS gather information by aSking effective queStionS.

When the role play is complete, ask the students in the group to remain in char-
acter. Direct the rest of the class to look at their lists and determine which ele-
ments of the problem are still unclear. Encourage them to ask specific questions 
of the role-playing group in order to determine the remaining details.
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Students should ask questions similar to the following:

• Why did you feel that you had to spread gossip?

• How did you find out that your friend is having problems with her parents?

• When did you first notice that your friend was drinking in school?

• What does your teacher think about the absences?

 3. StudentS SuggeSt other reSourceS for gathering information.

After the class has had a chance to question the characters, ask the students 
observing the role plays to suggest other resources that the characters might 
use to solve their problems. To guide their thinking, refer students to the list 
of resources that they created in part I.

Repeat this process and discussion for each group.

Conclusion (2 minutes)

Ask students to think about a problem they currently have or anticipate having in 
school. Ask them to consider how well-defined the problem is: How much infor-
mation do they have? What other pieces of information are missing? Elicit from 
students the following key points that were taught in this lesson:

• Once you determine that you have a problem, the first step is to clearly define 
it.

• Answering the six questions (i.e., Who? What? When? Where? Why? How?) 
can help us define a problem and determine what other information we need.

• There are many resources available to help us gather information and solve 
problems at school.

Questions for Assessment

1. List three possible problems that someone might face in school. For each 
problem, discuss who can help answer questions about it.

2. What questions do you need to answer in order to gather information about a 
problem?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “In creative problem solving, 
it is frequently more important to look 
at the problem from different vantage 
points rather than run with the first 
solution that pops into your head.”  
–Eugene Raudsepp 

Activity: Have students think of a prob-
lem they had recently and their reaction 
to it. Have them write a new solution to 
the problem. Ask, “How could you have 
looked at the problem differently?” 

Extension: Addressing Multiple 
Learning Styles 

Activity: Present students with a prob-
lem. Ask students to create a time line 
for solving the problem.

Have groups of students brainstorm 
alternative time lines. 

Extension: Writing in Your Journal

Activity: Have students write about 
how they deal with problems at school. 
Have each student create a plan of 
action to use the next time he or she 
faces a problem at school.

Have students share their plans with 
partners and discuss alternative solu-
tions and possible resources within the 
school.

Extension: Using Technology

Activity: Have students research cur-
rent education issues online. Offer vari-
ous websites that discuss such issues. 

Ask students to write two or three para-
graphs about one of the issues.

Extension: Homework

Activity: Ask students to bring in or 
draw an object that represents a prob-
lem (such as a knot).

Have students describe how the object 
is a representation of a problem in 
school.

Extension: Additional Resources

Activity: Have students review The 
Thinker’s Toolkit: 14 Techniques for 
Problem Solving by Morgan D. Jones.

Have students debate the ideas in the 
book or add some of their own.



 Lesson

 
 Problem Solving on the Job

A G E N D A
n   Starter

n   Outside the Box

n   Consequences, Consequences

n   On the Job

n   Conclusion

n   Questions for Assessment

Students will practice developing alternatives and analyzing consequences in 
order to solve problems at work.

Students will apply problem solving strategies to specific workplace problems.

Materials Needed

• White paper, markers, colored pencils, rulers, magazines, glue, scissors, etc. 
(Part I)

• Copies of a news or magazine article for each student about an allegation of 
workplace discrimination (Part III)
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Starter (3 minutes)

Ask students if they have ever used a correction fluid like Wite-Out or Liquid 
Paper to fix a mistake they made while writing. If they haven’t, explain that cor-
rection fluid is a white, paintlike liquid used to hide errors on paper. 

Tell students that correction fluid was invented in 1951 by Bette Nesmith 
Graham, a secretary. Before the advent of word processors and home computers, 
all typing had to be performed on typewriters. Work done on a typewriter, unlike 
work done in a word processor, could not be edited before appearing on paper. 
Therefore, a single mistake—no matter how minor—meant that the whole page 
had to be retyped from the beginning. Graham, who was proud of being an effi-
cient employee, wanted to find a better way to fix typing errors. One night, she 
mixed paint and created what she called “Mistake Out”; she soon began using it 
at work. Her correction fluid quickly became popular, eventually leading her to 
establish a company that she later sold for $47.5 million.

Explain to students that, in business, people look for inventive and creative solu-
tions to problems. In this situation, correction fluid solved the problem. Tell 
students that in this lesson they will be focusing on steps three and four of the 
problem solving process: develop alternatives and analyze consequences.

Part I   Outside the Box (20 minutes)

Purpose: Students develop possible alternatives to solve workplace problems.

 1. StudentS identify the kindS of problemS that occur in the 
workplace.

Ask students to list problems that they have experienced at their jobs, including 
self-employed positions such as babysitting or dog walking. Suggest that 
students also list job problems that they have heard about from friends or 
family members. Write student responses where everyone can see. (Students 
might respond: not knowing how to do a task, scheduling conflicts, a supervisor who 
doesn’t seem to like him or her, uncooperative or unfriendly co-workers, gender or 
racial discrimination, sexual harassment, etc.)

 2. StudentS develop a workplace Scenario that callS for creative 
problem Solving.

Tell students that they are now going to use one of the problems they just  
listed in order to practice developing alternatives and analyzing consequences.

From the list students developed, choose a problem for them to work on in 
which inventing a system, process, or object might produce a solution. Ask 
the class to further develop the situation, providing who, what, when, where, 
why, and how details. Write student responses where everyone can see as a 
reference for the next activity.
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 3. StudentS invent poSSible SolutionS to the problem that they have 
developed.

Ask students if they have ever heard the expression, “Think outside of the 
box.” Elicit students’ thoughts as to what the saying might mean. Lead them 
to understand that the saying means considering all possibilities, even those 
that might seem unusual or strange at first. Point out to students that think-
ing “outside of the box” is a useful strategy in this step of problem solving, 
when it is important to consider as many solutions as possible. 

Remind students of the story behind correction fluid. Tell students that this is 
an example of thinking “outside of the box.” Explain that they are now going 
to create similar inventions to solve the problem that they just discussed.

Divide the class into groups of three or four students. Remind students that 
their inventions can be objects, systems, or processes. Tell students to try to 
“think outside of the box” when considering solutions. Tell them that each 
group will choose one possible invention to present to the class.

Give the groups about five minutes to come up with their ideas.

Provide groups with art materials, and instruct them to create visual represen-
tations of the inventions that they have decided upon. 

Part II   Consequences, Consequences (10 minutes)

Purpose: Students analyze the consequences of the inventions they created.

 1. StudentS preSent their inventionS to the claSS.

When students have finished working, ask each group to share its invention 
with the class and explain why it chose the particular invention that it did.

 2. StudentS analyze the conSequenceS of their inventionS.

After each group presents its project, ask the class, “What are some of the pos-
sible consequences of this invention?”

Remind students to consider all possible consequences, both positive and 
negative. If students need prompting, provide them with examples of the pos-
sible consequences of correction fluid (e.g., more work could be performed, 
as mistakes were easier to fix; less time was needed to prepare a typed docu-
ment; work might have become sloppier as correcting mistakes became less 
time consuming).

Have a volunteer write students’ suggestions on the board. When students 
have exhausted their ideas, review the list that they created. Ask them to 
determine whether or not the invention seems effective. Also encourage 
students to consider what other changes might have to take place in order for 
their inventions to work.
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Part III   On the Job (15 minutes)
Purpose: Students apply their problem solving skills to a real workplace issue.

 1. StudentS learn about the civil rightS act.
Explain that one problem that may occur on the job is discrimination. Explain 
to students that federal law prohibits discrimination based on

• Race, color, or national origin

• Age or gender

• Religion

• Pregnancy

• Disability

Many states also have laws prohibiting discrimination based on sexual orienta-
tion, parental status, marital status, and political affiliation.

 2. StudentS identify poSSible SolutionS for problemS involving 
diScrimination in the workplace.
Ask students to suggest possible actions for situations in which they believe 
that they have been discriminated against on the job. Students may identify 
some of the following approaches:

• Document instances in which you believe you have been discriminated 
against by writing down what happened and who was present.

• Check your company’s policy or talk to your supervisor to see if what 
you’re experiencing is considered discrimination.

• If you can, use good communication skills to talk to the person and tell him 
or her that you believe he or she is discriminating against you and you want 
it to stop.

• If the behavior doesn’t stop, follow the company policy and take the next 
step. If necessary, seek help from your supervisor or human resources  
manager.

• If the person practicing discrimination is your supervisor or the human 
resources manager, see his or her supervisor.

• If none of these steps takes care of the problem, file a complaint with the 
Equal Employment Opportunity Commission (EEOC). Go to www.eeoc.
gov or call (800) 669-4000. 

• If you file a complaint, understand that the charges you are bringing are 
very serious and that you must not take them lightly. The records you have 
kept will be very helpful in ensuring that the claim is responsibly processed.
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 3. StudentS apply their SolutionS to an example of workplace 
diScrimination.
Distribute copies of a news or magazine article relating allegations of work-
place discrimination or tell students about an incident with which you are 
familiar.

Divide students into groups of five or six. Have each group review the situ-
ation described in the article and apply steps three and four of the problem 
solving process by developing possible solutions to the problem and analyzing 
the consequences.

Ask each group to share its results with the class.

Conclusion (2 minutes)

Conclude by asking students to list the four steps of the problem solving process 
that they have practiced so far. Tell students that the next lesson will focus on the 
final two steps: make a decision and evaluate the results. Elicit from students the 
following key points that were taught in this lesson:

• Thinking “outside of the box” can help you develop many possible solutions 
to a problem.

• It is important to consider the consequences of potential solutions before 
making a final decision.

• The Civil Rights Act prohibits discrimination in the workplace.

Questions for Assessment

1. What are the benefits of thinking “outside of the box”?

2. What can you do if you see discrimination in your workplace?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Each problem has hidden 
in it an opportunity so powerful that 
it literally dwarfs the problem. The 
greatest success stories were created by 
people who recognized a problem and 
turned it into an opportunity.” –Joseph 
Sugarman 

Activity: Have students brainstorm 
problems on the job that might be seen 
as opportunities. Remind students of 
their inventions.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students write “if, 
then” statements that might solve prob-
lems at work (e.g., “if someone is not 
willing to share equipment with you, 
then ask someone else”).

Have students create a book of “if, 
then” at-work statements.

Extension: Writing in Your Journal

Activity: Have students write about 
why it is important to be able to solve 
problems on the job.

Have students discuss ways that being 
a good problem solver could benefit 
people in the workplace.

Extension: Using Technology

Activity: Have students create lists of 
questions for professionals in different 
fields about the various work problems 
they encounter. Ask your school’s office 
manager and principal if your students 
could fax their questions to profession-
als who are willing to answer them. 

Discuss with students the answers that 
are faxed back to your class.

Extension: Homework

Activity: Ask students to interview 
someone at home or in their commu-
nity about job-related problems. Ask 
them to discuss the course of action 
that the person took in response to 
these problems.

Discuss the results of the interviews. 
What were the reactions to the prob-
lems encountered on the job and the 
courses of action taken to deal with the 
problems?

Extension: Additional Resources

Activity: Have students read a story 
from Chicken Soup for the Soul at Work.

Have students write letters to the 
author of the story that share their reac-
tions to it.



 Lesson

 
 Problem Solving at Home

A G E N D A
n   Starter
n   Scenes from Home
n   Storyboard
n   Gallery Walk
n   Conclusion
n   Questions for Assessment

Students will analyze a video clip of a problem at home.

Students will practice techniques of evaluation and feedback.

Students will apply the six steps of the problem solving process to problems 
at home.

Materials Needed

• A balloon (not inflated) with the words “family relationships” written on it 
(Starter)

• A pin (Starter)

• A 10-minute video clip from a movie or TV show that is popular among 
your students showing teens grappling with a problem at home (Part I)

• Poster board in dark colors (black, navy, etc.), one piece for each group of 
four or five students (Part II)

• Sheets of white drawing paper, approximately one per student (Part II)

• Glue and an assortment of colored markers, crayons, pencils, magazines, 
etc. (Part II)

• Several stacks of sticky notes, enough so that each student gets several 
notes (Part III)

4
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Starter (3 minutes)

Take the balloon with the words “family relationships” written on it and slowly 
blow it up for the class. When the balloon is almost at full capacity, stop inflating 
it for a moment and ask the class what would happen if you kept blowing air into 
it. (Student responses should indicate that the balloon would pop.) 

Continue blowing up the balloon until it is at full capacity. Ask students how 
many of them feel tension or fear that the balloon will pop as the pressure on it 
increases. Pop the balloon suddenly with the pin. Tell students that this is how 
stress affects family relationships; as stress increases, the tension grows, problems 
become worse, and the situation may explode out of control.

Brainstorm with students some examples of common problems at home; write 
student responses where everyone can see. (Students might respond: feeling as 
though parents don’t trust them, feeling as though parents are too strict or not strict 
enough, feeling as though they are treated differently than their siblings, not getting 
along with siblings, feeling as though they are given too much responsibility for 
younger brothers and sisters, wishing they had more privacy.) Save this list for use in 
part II.

Tell students that they are going to practice applying the final two steps of the 
problem solving process to problems at home.

Part I   Scenes from Home (15 minutes)

Purpose: Students analyze the problem solving strategies depicted in a video clip.

 1. StudentS define the final two StepS of the problem Solving proceSS.

Tell students that the final steps of the problem solving process are making a 
decision and evaluating the decision. Ask students what it means to evaluate a 
decision. (Student responses should indicate that this means seeing how the solu-
tion turns out and deciding whether the actual consequences are primarily good 
or bad.)

Point out to students that the final step is often overlooked—people may 
thoroughly work through a solution to a problem, but may not revisit it to 
see if it was effective.

 2. StudentS view a video clip depicting a problem at home.

Tell students that they are going to watch a video clip of a common problem at 
home. Instruct students to take notes while they are watching the clip in order 
to identify the steps of the problem solving process that are being followed. Tell 
students that they should also note indications that the steps are not being fol-
lowed, such as someone who has not gathered enough information.

Show the video clip to students.  
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 3. StudentS identify the StepS of the problem Solving proceSS that 
are evident in the clip.

When the video is finished, ask students to list the steps of the problem solv-
ing process that were apparent in the video and identify the specific scenes or 
dialogue that relate to each step. Discuss students’ responses, and lead stu-
dents to draw inferences about the steps of the problem solving process that 
were not overtly addressed in the clip.

As students identify the steps in the video, create a rough storyboard on the 
board. (Draw a large, horizontal rectangle; then draw six boxes inside that 
rectangle. Each small box represents one step of the problem solving process.) 
Write in each box key words or dialogue from the scenes that relate to each 
problem solving step.

Part II   Storyboard (20 minutes)

Purpose: Students develop storyboards to demonstrate problem solving tech-
niques.

 1. StudentS chooSe problem Solving ScenarioS to illuStrate.

Point out to students the sketch you have made on the board. Explain that 
this is an outline for a storyboard of the video clip they watched. Tell students 
that storyboards contain drawings or visual representations of each scene and 
are used by animators, artists, and filmmakers to create films and shows. 

Tell students that they are now going to create storyboards that outline solu-
tions for their problems at home. Divide the class into groups of four or five 
students. Referring them to the list of problems that they brainstormed in 
the starter, instruct the groups to each choose a problem that is important to 
them. Explain that each group will then create a storyboard to visually repre-
sent possible solutions to its problem. 

 2. StudentS create StoryboardS to demonStrate problem Solving 
SkillS.

Display a completed storyboard for the class or label the sketch on the board 
to show students how to assemble their materials.

Distribute the poster board, white paper, markers, glue, and other art supplies 
to each group.  Students should design their scenes on white paper and attach 
these, in order, to the dark poster board. Give students about 20 minutes to 
work on their storyboards. Ask each group to post its finished storyboard on 
one of the classroom’s walls.
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Part III   Gallery Walk (10 minutes)

Purpose: Students practice evaluation and feedback techniques. 

 1. StudentS prepare for a gallery walk.

Explain that the class is going to do a gallery walk around the classroom to 
evaluate the storyboards. Ask students if they have ever been to a gallery or art 
museum. Explain that in a gallery, people browse among the works, pausing 
to look at and think about each piece of art.

 2. StudentS learn evaluation and feedback techniqueS.

Ask students what “evaluation” means. Direct them to define “evaluation” 
as determining the strengths and weaknesses of something through careful 
review. Explain that it is important to review all aspects of something in order 
to evaluate its overall impact. Tell students that they are going to practice 
evaluation by looking at and thinking about the storyboards.

Ask students what “feedback” means. Tell students that feedback consists of 
constructive comments that describe the impact of something. Explain that 
they are going to give feedback to each other by making notes about the sto-
ryboards.

Point out to students that effective feedback can be both negative (“I felt 
confused when I read this”) and positive (“I was excited to see that you did it 
this way because…”), but that it should always be constructive and help the 
person improve the project. Remind students to practice responsible commu-
nication by using I-Messages.

Remind students that providing carefully worded feedback is an important 
tool to use when addressing problem situations, particularly situations involv-
ing our families and others with whom we tend to interact rather informally.

 3. StudentS participate in a gallery walk to provide feedback on the 
StoryboardS.

Give each student a small stack of sticky notes and instruct them to use the 
notes to provide feedback on the storyboards by writing their comments and 
sticking the notes on the wall near each poster. Tell students to focus on the 
ways that the storyboards convey the six steps of the problem solving process 
and whether they think that the solution is effective.

Allow students several minutes to circulate the room to review the storyboards. 
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Conclusion (2 minutes)

Ask students to name the steps of the problem solving process. Encourage them 
to focus on specific situations in their own lives in which problem solving might 
be useful. Elicit from students the following key points that were taught in this 
lesson:

• Cooperation reduces problems in the family.

• Handling stress helps problems become more manageable.

• Problem solving techniques work in family situations.

Questions for Assessment

1. What can you do to help build cooperation in your family?

2. Describe a problem that you have had at home. How did you overcome this 
problem? How could the steps of the problem solving process have helped you?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “There is little less trouble 
in governing a private family than a 
whole kingdom.” –Michel Eyquem de 
Montaigne, 16th century essayist

Activity: As a class, discuss the mean-
ing of the quote. Have students write 
possible solutions for solving problems 
at home.

Extension: Addressing Multiple 
Learning Styles 

Activity: Have students imagine their 
family as a sports team. Ask, “What 
sport would you play? What position 
would each family member play? What 
would your team name and colors be?” 

Have students meet in groups based on 
the sport their families would play (e.g., 
all soccer teams together). Have each 
group present the members of their 
league to the class.

Extension: Writing in Your Journal

Activity: Have students describe a 
situation in which their family used 
cooperation to solve a problem.

Have students share their descriptions 
with a partner.

Extension: Using Technology

Activity: Have students research vari-
ous services available to families. 

Have students record radio advertise-
ments for a service offered to help fami-
lies solve problems.

Extension: Homework

Activity: Have students create a bar 
graph of their problems at home, at 
work, at school, and with friends. Have 
them keep the chart for one week and 
track how many times problems arise.

Have students present their bar graphs 
to the class and share their solutions or 
ask for advice.

Extension: Additional Resources

Activity: Have students research songs 
about families or family members.

Have students discuss the lyrics to these 
songs and the messages they send about 
families and problems at home. 
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classify: To arrange or organize according to class or category.

discrimination: 1. The state or condition of being treated differently according to gender, 
age, or race; prejudice. 2. Differential treatment; bias.

mediation: Friendly intervention in disputes of others for the purpose of resolving  
differences.

problem: 1. A question to be considered, solved, or answered. 2. A situation, matter,  
or person that presents difficulty.

sexual harassment: Any unwelcomed communication or conduct of a sexual nature. 

Glossary
Module Five: Problem Solving
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 Lesson

 Identifying 
 Your Learning Style

A G E N D A
n   Starter
n   How Do I Learn?
n   What Do We Do Best?
n   Putting It All Together
n   Conclusion
n   Questions for Assessment

Students will recognize that there are a variety of learning styles.

Students will identify their own preferred learning styles. 

Students will practice using their primary learning styles to master new content.

Materials Needed

• One copy of the “Learning Styles Profile” activity sheet (#1) for each student 
(Part I)

• One copy of the “Learning Styles Summary” activity sheet (#2) for each 
student (Part I)

• One copy of the “Project Assignment” activity sheet (#3) for each group of 
four to five students (Part III)
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Starter (3 minutes)

Write on the board the names of famous people from different fields who have/
had considerable talent (e.g., Albert Einstein, Duke Ellington, Toni Morrison, 
Vincent Van Gogh, Babe Ruth, Mahatma Gandhi).

Ask students who they think is/was the smartest. Why do they think that? Lead 
students to recognize that it is difficult to assess who on that list is/was the smart-
est, because each has/had great talent in a different area. Explain that there are 
many different ways of learning and that different people excel in different areas. 
This lesson will help students identify their own learning styles.

Tell students that each individual on the list excelled in one of the following areas:  

• Logical-mathematical (math)

• Musical (music and rhythm) 

• Linguistic (language) 

• Spatial (visual) 

• Bodily-kinesthetic (athletic, body)

• Interpersonal (people) 

• Intrapersonal (emotional) 

Explain that each area of learning is different and requires a different set of skills and 
capacities.

Part I   How Do I Learn? (15 minutes)

Purpose: Students recognize the importance of identifying their own preferred 
learning styles, and complete an inventory to help them do so. 

 1. StudentS recognize the importance of identifying their own learning 
StyleS.

Ask students to explain why identifying their own learning styles might be 
useful. Lead students to recognize that identifying their learning styles will 
enable them to develop study practices that will help them learn more effec-
tively. This awareness will also help students to plan projects and respond to 
assignments by capitalizing on their learning strengths.

 2. StudentS complete an inventory that aSSeSSeS different learning 
StyleS.

Distribute a copy of the “Learning Styles Profile” activity sheet (#1) to each 
student. Explain that you will give them about 10 minutes to complete the 
profile.
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When students are finished, distribute the “Learning Styles Summary” activity 
sheet (#2). Have students write their responses to each question in the spaces 
provided and then total their responses to each type of question.

Part II   What Do We Do Best? (10 minutes)

Purpose: Students identify study methods that capitalize on their preferred learn-
ing styles.

 1. StudentS group themSelveS according to their learning StyleS.

Instruct students to organize themselves into groups according to their pre-
ferred learning style (the style with the highest response on their summary 
sheets). If students have two styles with equal scores, suggest that they choose 
the one they feel is their strongest area. Divide large groups as needed.

 2. StudentS brainStorm Study methodS that capitalize on their learning 
StyleS.

Instruct groups to brainstorm study methods that capitalize on their preferred 
learning styles and that will help them learn material as they prepare for tests. 
Encourage students to design specific activities, such as the following: 

• Use string to create models of geometrical figures (visual/artistic/spatial). 

• Conduct a role play of the signing of the Declaration of Independence 
(verbal/linguistic).

• Organize a study group to review the main ideas in Hamlet. Have each stu-
dent in the group focus on a different part of the play. Have each student 
present his or her findings to the group (social/interpersonal).

 3. groupS Share the reSultS of their diScuSSionS.

Invite the groups to share their ideas with the rest of the class.

Encourage the class to offer suggestions for each group’s list.

Part III   Putting It All Together (20 minutes)

Purpose: Students work with others who have learning styles different from their own.

 1. StudentS develop an outline for a project.

Instruct students in each group to count off. Then, have students regroup 
according to their number (i.e., all the ones in one group, the twos in another, 
and so on).

Distribute the “Project Assignment” activity sheet (#3) to each group. Explain 
that each group must create a plan for a presentation about one of the key events 
that preceded the Revolutionary War (or another assignment of your choosing).
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Instruct each group to develop a plan for the project that incorporates the pre-
ferred learning styles of all its members. Remind students to assign initial tasks 
for each learning style (such as interviewing subjects, library research, or obtain-
ing supplies), as well as to assign appropriate roles for the final presentation.

Allow students 10 minutes to complete this task.

 2. StudentS preSent their project planS to the claSS.

Invite each group to present its plans to the class. Have the groups identify 
who would be responsible for each task and the reasons for assigning the roles 
as they did.

Conclusion (2 minutes)

Ask students why it is important to recognize their own preferred learning styles. 
Elicit from students the following key points that were taught in this lesson:

• There are many different ways of learning.

• Identifying our own preferred learning styles enables us to develop study 
practices that will help us learn more effectively.

Questions for Assessment

1. Which learning style (or styles) best suits you? Why? 

2. List three professions that are well-suited for people with your learning style.

3. When working with others, would it be helpful to know their learning styles?  
Why or why not?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Everybody is ignorant, only 
on different subjects.” –Will Rogers

Activity: Discuss how this quote 
applies to learning styles. 

Extension: Addressing Multiple 
Learning Styles

Activity: Have students make a class 
chart that lists the names of students 
and the learning style each one prefers.

Have students create a pie chart show-
ing the percentage of students in each 
category.

Extension: Writing in Your Journal

Activity:  Have students write two 
paragraphs with the following starters: 
“I learn best when…” and “I have dif-
ficulty learning when…”

Have each student partner with some-
one else in the class who prefers a dif-
ferent learning style. Have students 
discuss their preferred learning styles 
with their partners and adapt their part-
ners’ styles to fit their own needs.

Extension: Using Technology

Activity: Have students search the 
internet for software/gadgets that 
might complement their learning styles 
and aid them in their studies (e.g., 
Inspiration for spatial learners, the 
Livescribe pen for linguistic learners).

Have students report on their findings.

Extension: Homework

Activity: Have students give the learn-
ing styles quiz to an adult they admire. 
Have them interview this adult about 
learning experiences in an area of 
strength and in an area of weakness.

Have students write a paragraph or 
two summarizing what they learned. 
Discuss what students learned in class.

Extension: Additional Resources

Activity: Have students read chapters 4, 
5, and 6 of Talkers, Watchers, and Doers: 
Unlocking Your Child’s Unique Learning 
Style by Cheri Fuller. Explain that this 
book presents a slightly different  view of 
learning styles.

Tell students to reflect on the learning 
styles they preferred when they were 
younger, identifying if they were “talk-
ers,” “watchers,” or “doers.” Have them 
adopt some of the techniques in the 
book to their own styles today.
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For the following statements, write “2” if the statement describes you almost 
always, “1” if the statement describes you sometimes, and “0” if the state-
ment describes you almost never.

 1. ______ I understand what a teacher is saying much better if he or she draws a  
diagram or graph.

 2. ______ I can hear a song once or twice and am able to sing the lyrics.
 3. ______ I learn best when I discuss the material with someone else.
 4. ______ I prefer solving algebra problems to solving geometry problems.
 5. ______ When I decide that I want something, I do everything I can to get it.
 6. ______ I am good at doing impressions of people.
 7. ______ I am a good writer.
 8. ______ I like to figure out the relationship between items.
 9. ______ I remember names well.
 10. ______ I think in images and mental pictures.
 11. ______ I am very aware of my emotions.
 12. ______ I can tell when musical notes are off key.
 13. ______ I am good at persuading people to agree with me.
 14. ______ I like being physically active.
 15. ______ I often sing to myself.
 16. ______ I like to write stories, letters, or poems.
 17. ______ I know how I will react in most situations.
 18. ______ I like playing games of strategy (like chess) and solving riddles.
 19. ______ I am able to sense what other people are feeling.
 20. ______ I like to tell stories.
 21. ______ I like keeping my possessions well organized.
 22. ______ I can quickly pick up new dance steps or sports moves.
 23. ______ I need time to myself every day.
 24. ______ I draw sketches all over my notebooks.
 25. ______ I enjoy participating in clubs and group activities.
 26. ______ I like to create rhythms.
 27. ______ I am good at packing and fitting items into suitcases, boxes, cars, and so on.
 28. ______ I like learning about science or math.
 29. ______ I know what my strengths and weaknesses are.
 30. ______ I play a musical instrument well.
 31. ______ Taking a walk helps me relax.
 32. ______ I often feel that the best way for me to express myself is to write down my 

thoughts.
 33. ______ I am the person people call to find out what is happening on the weekend.
 34. ______ It really helps me to color code notes or assignments.
 35. ______ I am good with tools.
     

Learning Styles Profile
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Bodily-
Kinesthetic

 6 ________

 14 ________

 22 ________

 31 ________

 35 ________

 Total: ______

M
usical 

 2 ________

 12 ________

 15 ________

 26 ________

 30 ________

 Total: ______

Spatial 

 1 ________

 10 ________

 24 ________

 27 ________

 34 ________

 Total: ______

Logical- 
M

athem
atical 

 4 ________

 8 ________

 18 ________

 21 ________

 28 ________

 Total: ______

Linguistic

 7 ________

 9 ________

 16 ________

 20 ________

 32 ________

 Total: ______

Interpersonal 

 3 ________

 13 ________

 19 ________

 25 ________

 33 ________

 Total: ______

Intrapersonal 

 5 ________

 11 ________

 17 ________

 23 ________

 29 ________

 Total: ______
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Question Number
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claSS:  american hiStory

Topic: The events that preceded the Revolutionary War (e.g., the Boston Tea Party, the 
Stamp Act, the Boston Massacre, Paul Revere’s ride)

Assignment: Create a plan for a presentation about one of the key events that preceded the 
Revolutionary War. 

 Tasks To Be Completed By Preferred Learning Style

Project Assignment

 Example: create posters Lamar Ling Visual/Spatial
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 Lesson

 
 Managing Your Time

A G E N D A
n   Starter
n   Time Savers and Time Wasters
n   Taking Care of the Minutes
n   Daily Planning
n   Conclusion
n   Questions for Assessment

Students will identify time management strategies and barriers to effective 
time management. 

Students will recognize that effective time management can help them 
accomplish their goals.

Students will demonstrate effective time management strategies by prioritiz-
ing tasks and creating schedules.

Materials Needed

• One copy of the “Luis’s Story” activity sheet (#4) for each student (Part I)

• One copy of the “Daily Planner” activity sheet (#5) for each student (Part III)

• One copy of the “Weekly Planner” activity sheet (#6) for each student (Part III)

• One copy of the “Term Planner” activity sheet (#7) for each student (Part III)

2
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Starter (3 minutes)

Write the following quote on the board: 

“Take care in your minutes, and the hours will take care of them-
selves.” —Lord Chesterfield

Elicit opinions from students about the meaning of this quote. Mention that most 
people “waste” small amounts of time (about five to 10 minutes of every waking 
hour) in a variety of ways, such as waiting in line, looking for misplaced objects, and 
so on. Explain that although this may not seem like much time, it can add up to 
many hours—almost a whole day each week.

Tell students that this lesson is about learning to take care of the minutes—in 
other words, effective time management.

Part I   Time Savers and Time Wasters (15 minutes)

Purpose: Students consider barriers to effective time management and develop an 
understanding of strategies that can help them manage their time more effectively. 

 1. StudentS read a Story that illuStrateS poor time management and 
compare the Story to their own experienceS.

Divide students into groups of four. Give each student a copy of the “Luis’s 
Story” activity sheet (#4). Explain that they will have 10 minutes to read the 
story silently to themselves and then discuss the questions that follow with 
their groups. Suggest that one student in each group keep track of time. 
Another group member should serve as a reporter and share the group’s 
responses with the class.

While students read, draw a two-column chart on the board. Label one col-
umn “Time Wasters” and the other “Time Savers.”

 2. groupS Share their reSponSeS to the queStionS.

After 10 minutes have passed, ask the reporters to summarize their groups’ 
answers to each question.

While discussing the first two questions, encourage students to relate the story 
to their own experiences, recalling how difficult and frustrating it can be when 
there doesn’t seem to be enough time to accomplish everything they want to 
do. Point out that feeling discouraged can lead to ineffective use of time.

Questions three and four ask students to list specific time wasters and time 
savers. List the groups’ ideas on the board in the appropriate columns. Time 
wasters might include distractions (such as TV), urges (such as snacking), 
not having materials in a convenient location, and excuses (such as being too 
tired). Time savers might include writing assignments in one place, prioritizing 
tasks, breaking down large tasks into manageable activities, and scheduling.
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Part II   Taking Care of the Minutes (15 minutes)

Purpose: Students practice prioritizing tasks.

 1. StudentS recognize that effective time management helpS them 
achieve their goalS.

When the list of time savers and time wasters is complete, ask students to 
identify Luis’s goal in the story. Ask students if they think Luis is on his way 
to achieving his goal. Lead students to identify the relationship between time 
management and goal achievement. 

 2. StudentS recognize that Spending time wiSely meanS deciding what iS 
important.

Ask students what it means to spend money wisely. Lead students to under-
stand that spending money wisely means not wasting it on items that are unim-
portant. Point out that how one person chooses to spend money may be very 
different from how someone else chooses to spend it. Encourage students to 
realize that individuals must decide on what is most important for themselves.

Ask students what was more important to Luis—passing his classes or watching 
TV. If students are unsure, rephrase the question by asking, “What might Luis 
have done if he had been given the choice to pass all of his classes or watch TV 
for an hour?” Point out that Luis’s actions don’t reflect what is important to 
him. Luis did not prioritize his tasks for the day. Effective time management 
requires prioritizing. Elicit definitions for “prioritize” from the class. 

 3. StudentS make to-do liStS of their taSkS for the day.

Tell students that in order to prioritize, they must consider all of their tasks. 
Instruct students to use a blank piece of paper to make a to-do list for that 
afternoon. Tell them to list the activities and tasks they must do after school. 
Remind them to include everything, including extracurricular activities, phone 
calls, household chores, and homework assignments.

 4. StudentS prioritize their taSkS for the day.

Instruct students to go through the list and prioritize their tasks. They should 
number each task according to how important the task is to them, with num-
ber one being the most important. 

Part III   Daily Planning (15 minutes)

Purpose: Students use their prioritized to-do lists to create daily schedules.

 1. StudentS underStand the importance of ScheduleS.

Tell students that writing down and prioritizing their tasks is only the first 
step to effective time management. It is important to create systems that will 
facilitate effective time management. Explain that people without effective  
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systems often waste time looking for items such as assignments, phone num-
bers, and so on.

Remind students that one of Luis’s difficulties was that he had written down 
his math assignment, but couldn’t find it. He had no system for keeping his 
tasks organized.

Speculate with students how a calendar or planner might help organize such 
items. Ask, “Why do we use calendars and planners?” (Students should respond: 
to keep track of due dates, to keep all assignments in one place, to schedule time 
for responsibilities and activities, to plan ahead for projects or exams.)

 2. StudentS write their to-do liStS on the daily planner.

Distribute the “Daily Planner” activity sheet (#5), “Weekly Planner” activity 
sheet (#6), and “Term Planner” activity sheet (#7) to students. Explain that 
using planners is an important time-management strategy. Encourage students 
to describe other planning tools with which they are familiar.

Instruct students to write their to-do lists on the “Daily Planner” activity 
sheet (#5). Point out the space for materials needed, and encourage them 
to write down specific books or materials that they must remember to bring 
home. Instruct students to use the schedule space to write all scheduled 
activities. Allow them several minutes to complete the task.

Remind students that the tasks they have identified as most important should 
be completed first, even if the other tasks are more appealing.

 3. StudentS obServe the benefitS of uSing both Short- and long-term 
plannerS.

After students have written their assignments on their “Daily Planner” activity 
sheet (#5), ask them to speculate what problems might occur if they do not 
follow up by also using the weekly or term planners. (Students might respond: 
it would be difficult to plan ahead, to see when long-term projects were due, and 
to allocate time properly.)

Ask students to consider what problems they might encounter if, on the other 
hand, they used only a weekly or term planner. (Students might respond: there 
is not enough room to write detailed information, they might forget about small-
er daily tasks.)

Explain that most people use a combination of planners to manage their time. 
A daily planner should be reviewed every day, either at night or first thing in the 
morning. A weekly planner should be reviewed at the beginning of each week. 
Encourage students to suggest ways to set up routines for planner reviews.

 4. StudentS commit to trying out a Scheduling SyStem for three weekS. 

Mention that one of the biggest difficulties people have with time manage-
ment is that they try using a planner, yet they stop after only a week. Invite 
students who have had this experience to share reasons why they did this. 
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(Students might respond: too time-consuming, too bulky to carry around, they 
didn’t like feeling so strictly scheduled.)

Share with students that they have many options about the type of planner 
to use, and that the samples you provided are only suggestions. Encourage 
students to personalize their planners by choosing layouts that make sense to 
them and to find systems that complement their learning styles.

Brainstorm with students places where people can buy planners. Elicit ideas 
about what they could do if they wanted a planner but did not want to buy one.

Tell students that psychologists say it takes three weeks for something new to 
become a habit. For this reason, ask students to commit to using their plan-
ners for three weeks, at the end of which you will measure their success with 
the planners. Encourage students to write that date in their planners.

Conclusion (2 minutes)

Refer to the quote from the starter. Ask students how using a planner and prior-
itizing tasks allow them to “take care” in their minutes and save hours in the end. 
Elicit from students the following key points that were taught in this lesson:

• Effective time management helps people to accomplish their goals.

• Managing time effectively requires prioritizing. 

• Using planners is an important time-management strategy.

Questions for Assessment

1. List as many time wasters as you can from your day.

2. What time-saving techniques can you use to cut down on your time wasters?

3. List four time-management strategies. Which of these strategies do you 
already practice?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “One thing you can’t recycle is 
wasted time.” –Anonymous

Activity: Have small groups of stu-
dents brainstorm ways in which they 
waste time during the day. Have them 
write these time wasters on large strips 
of paper. Post them on the bulletin 
board.

Extension: Addressing Multiple 
Learning Styles

Activity: As a class, discuss the history 
of timekeeping. Refer to https://www.
nist.gov/pml/time-and-frequency-divi-
sion/popular-links/walk-through-time. 

After a short discussion, have students 
write about their own philosophy of 
time. How much time do they need 
to relax and think? What’s the most 
important part of their day? What 
would they like to accomplish?

Extension: Writing in Your Journal

Activity: Have students write about 
how they would spend an ideal day.

As a class, discuss strategies for “build-
ing more time” into the day for the 
activities that students enjoy.

Extension: Using Technology

Activity: Have students use the inter-
net to investigate time-management 
software programs (e.g., Microsoft 
Outlook). 

Have students write quick software 
reviews on index cards and share them 
in small groups. Tell each group to 
choose the best software and share it 
with the rest of the class.

Extension: Homework

Activity: Have students create a chart 
that divides their waking hours into 
15-minute increments. Have them 
record their activities for one day.

Have students discuss the results in 
small groups. How are they spending 
most of their time? Is there anything 
they want to change?

Extension: Additional Resources

Activity: Have students read the “Out 
of Time” activity sheet (#8).

Have students write a review of the arti-
cle.
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 Luis’s alarm began blaring at 6:00 in the 
morning. He had decided to get up early to 
finish an oral presentation that was due that 
day. Thinking that a few extra minutes of 
sleep would make him feel well rested and 
help his presentation, Luis reached out and 
pressed the snooze button.
 After dozing for what felt like seconds, 
Luis reached over to hit the snooze but-
ton again, and saw that it was 7:00, his 
usual wake-up time. He jumped out of bed 
and got ready for school. He had about 
five minutes to look over his presentation 
before he ran out the door.
 When school ended at 3:30, Luis’s day 
hadn’t gone well. Not only had he been 
unprepared for his presentation, but he 
had also forgotten about an essay that had 
been due that day. Luis really wanted to 
pass his classes this semester. He needed 
good grades in order to get into the school 
that his brother attended. Frustrated, 
Luis decided that he needed a break from 
schoolwork. He walked home and turned 
on the TV to help him unwind.
 At 4:30, he realized that he only had 30 
minutes before he had to leave for work.  
He lugged his backpack to his room and 
dumped his books out on the desk. Luis 
knew that he had written down his math 
assignment somewhere, but he couldn’t 
find it. When Luis finally found the assign-
ment, he realized that he needed a pencil 

and went to the kitchen to get one. In the 
kitchen, Luis saw a bag of chips sitting on 
the counter and started eating. His boss 
never let him eat on the job, so he decided 
to fix himself a sandwich.
 Glancing at the clock, Luis sat down 
with his sandwich and realized that he only 
had 10 minutes before he had to leave for 
work. He knew that he could never get 
anything done in such a short time. He felt 
as if he’d never catch up with his home-
work. 
 When Luis got home from work at 
9:00, he was exhausted. His favorite show 
was on, so he watched TV with his brother. 
When the show ended at 10:00, he sat 
down at his desk to do homework. He had 
to complete the essay and that math assign-
ment. Luis figured he could rush through 
the math assignment because his teacher 
didn’t always check homework, so he start-
ed with that. Luis finished the math and 
moved on to the essay. As he was digging 
through his papers looking for the right 
text and notes to answer the question, the 
phone rang—it was his girlfriend. They’d 
had an argument the day before, and Luis 
hadn’t spoken to her since. He talked to 
her for a while.
 When Luis finally got off the phone, it 
was close to midnight. He looked at the 
papers scattered on his desk. There was no 
way he could finish this tonight anyway. 

Luis’s Story

 1. Did you relate to Luis’s story? Why or why not?

 2. How did Luis’s own feelings of frustration affect his studies?

 3. What things distracted Luis from getting his homework done? Give specific examples 
from the story.

 4. What could Luis have done differently to better manage his time?
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Today’s Date: _____________________

 7:00 – 8:00

 8:00 – 9:00

 9:00 – 10:00

 10:00 – 11:00

 11:00 – 12:00

 12:00 – 1:00

 1:00 – 2:00

 2:00 – 3:00 

 3:00 – 4:00

 4:00 – 5:00

 5:00 – 6:00

 6:00 – 7:00

 7:00 – 8:00

 8:00 – 9:00

 9:00 – 10:00

 10:00 – 11:00

 Don’t forget: 

Daily Planner

Materials Needed
(e.g., books, sports  

equipment, etc.)Schedule
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Week of: _____________________

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Weekly Planner
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  Date September Date February

  Date October Date March

  Date November Date April

  Date December Date May

  Date January Date June

Term Planner
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 “I feel like I’m indoors all the time,” says 
Michael Colley, 18, a junior at Mount Vernon 
High School in New York. “I miss going to 
the park, seeing movies and relaxing.”
 Megan Thornton, 17, a junior at Cumber-
land Valley High School in Mechanicsburg, 
Pa., says: “People always tell me that life is 
only going to get more hectic in college. But 
I know it can’t possibly get any worse than it 
is now.”
 Michael and Megan have the same prob-
lem: overbooked schedules. They spend more 
time on their extracurricular activities and 
jobs than on their homework, and more time 
on their homework than with their friends. 
And they’re just two members of a generation 
of time-challenged teens: 66 percent of you 
told a React poll that you don’t have enough 
free time.
 “Adolescence is so much more competi-
tive,” says Penny Peterson, psychologist for 
Montgomery County, Md., public schools. 
“It’s no longer enough to get the lead in the 
school play or be hockey captain: You have 
to do those things and be head of the student 
council and hold down your job at the mall.”
 Many teens say they overload their high 
school schedules in a race for college admis-
sions. “I did all kinds of activities in high 
school and was busy all the time,” says Kim 
Warhurst, 18, a freshman at Butler County 
Community College in El Dorado, Kan., near 
Wichita. “My guidance counselor said that 
activities look good on your transcript—that 
you’ve got a better shot at college schol-
arships if you’re extremely well-rounded. 
And the adults in charge of each activity all 

expected you to put their activity first.
 “I’m still busy all the time,” Kim says. 
Most days, she gets back to her room after 
midnight, after classes, homework, time at 
her college newspaper and a part-time job at 
Wal-Mart. Her schedule, she says, forced her 
to give up some of her high school activities: 
“I had to quit violin and softball because I 
had to focus on future goals.”
 Megan had been pursuing a career in 
music, practicing piano, flute and voice each 
for a half-hour a day, but has now changed 
her focus. “I know that I’d have to put in 
more time and effort than I’m willing to at 
this point,” she says. “There’s too much time 
involved in practicing. I’d rather have time 
to talk on the phone with my friends. There’s 
more to life than practicing piano, flute and 
voice all the time. I’d rather have more bal-
ance.”
 For other students, social pressures, not 
schedules, keep them working into the night. 
“Kids in my school seem really rich—they’re 
wearing a different North Face jacket every 
week,” says Aryanna Fernando, 18, a senior 
at Beekman High School in New York City. 
Along with dance practice and pottery class, 
Aryanna has held a series of jobs to earn 
the cash she feels she needs to keep up with 
her peers. “I don’t want to be a slacker,” she 
says, “and because I’m a senior, I get much 
less sleep than ever before.”
 There are some benefits: Kim says work-
ing on school publications is preparing her 
for a future as a writer. David Skeist, 18, a 
senior at the Dalton School in New York 
City, says that his singing group, chorus and 

Out of Time
When work and activities take up all your so-called free time, how can you 
find a minute to be yourself?
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school play give him a built-in social life: 
“Putting on a production with a bunch of peo-
ple makes me feel proud, part of a team. But 
by belonging to various groups, I don’t get 
stuck in one clique.”
 But there are risks to stressful, fast-paced 
days, such as skimping on sleep to squeeze 
in homework late at night or at dawn and 
then relying on caffeine and junk food to  
reenergize. “I’m seeing an increasing number 
of teens with stress-related physical com-
plaints—gastrointestinal problems, insom-
nia, headaches and trouble staying awake 
in class,” Peterson says. And when over-
whelmed students turn to alcohol, cigarettes 
or other drugs to stay awake all night, to get 
to sleep or to reduce emotional stress, an 
impressive high school transcript can turn 
into a ticket to the hospital, she says.
 To prevent a stuffed schedule from sucking 
the joy out of life, Peterson says, ask yourself 
this question: Do I no longer have time for 
things in my life that give me joy—like time 
with family or friends or the hobby I used to 
love? If so, it’s time to make a change.
 “It takes courage to turn things down, but 
you’ve got to do it,” she says. “Eliminate 
a couple of activities. It’s much better to 
involve yourself in two or three activities and 
really excel in them, rather than spread your-
self too thin with things you only have time 
to do halfheartedly.”

Take Your Time Back
 If your schedule is threatening to swallow 
you whole, try following these tips for stop-
ping the stress.

Kick Back
 When you finally make it home, Dr. 
Peterson recommends that you take some 
“mental health” time for yourself. Before 
starting your homework, lie down on your 
bed for a few minutes or have a quick chat on 
the phone. The break will give you a chance 
to switch gears from soccer to geometry. Kim 
says she listens to classical music and takes 
long drives in the country to relax. Michael 
watches videos. Herbal baths and meditation 
work for Aryanna.

Don’t Panic
 Are you afraid that if you’re not involved 
with every activity at school, you won’t make 
it into the college of your choice? Don’t be. 
For one thing, Peterson says, “You might 
juggle all those activities and still not get into 
your dream school.” On the other hand, many 
schools are often more impressed by students 
who did amazing things with one or two 
time-intensive activities than by those who 
joined 15 groups they couldn’t have spent 
that much time with.

Find a Sympathetic Ear
 Megan tells her parents whenever she feels 
like she’s drowning, and it pays off. But if 
you can’t imagine making the changes you 
need in your lifestyle to cut your stress—and 
your parents can’t help because they don’t 
understand the pressures you’re under—ask a 
guidance counselor for help. “Sometimes you 
need to hear from your parents, your coach or 
whoever that it’s OK to shift priorities—that 
it’s crucial for your sanity,” Peterson says.

—Jennifer Kornreich

Out of Time
(continued)

*Reprinted with permission from React magazine. Copyright 1999, Advance Magazine Publications, Inc. Uses: Copy machine, 
opaque projector, or transparency master for overhead projector. React magazine grants permission to reproduce this page for 
use in classrooms.
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 Lesson

 Reading, Listening,  
 and Note Taking

A G E N D A
n   Starter
n   Know Where You’re Headed and Why
n   Less Is More
n   Note This
n   Conclusion
n   Questions for Assessment

NOTE: This lesson is intended either as an introduction to note taking or as 
a review of skills that students have already covered in other academic course-
work. For students who need more in-depth instruction, additional teaching 
materials are available from the English or social studies departments in most 
high schools.

Students will recognize the importance of accurate note taking while reading 
or listening.

Students will identify effective note taking techniques to use when reading or 
listening. 

Students will practice effective note taking techniques.

Materials Needed

• The “Active Note Taking” activity sheet (#9) (Part I)

• An article to be read out loud (if students need more practice taking notes while 
listening) or one copy of an article for each student to read independently (if 
students need more practice taking notes while reading) (Part III)
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Starter (3 minutes)

Ask students to imagine that they are going to a deserted island where millions of 
dollars have been buried. They must choose to bring either a shovel or a treasure 
map showing the location of the treasure. 

Discuss which item students would choose and the reasons for their choice. Help 
them conclude that if they chose the shovel, they would have to dig randomly 
around the island, hoping to come across the treasure. However, if they chose the 
map, digging might be harder, but the treasure would be found.

Suggest to students that people often take notes like the person with the shov-
el. They take stabs at recording information, hoping that they will write down 
the important ideas. Explain that today’s lesson will help them develop mental 
“maps” that will enable them to record important information accurately. 

Part I   Know Where You’re Headed and Why (15 minutes)

Purpose: Students recognize the difference between active and passive learning, 
and develop strategies for becoming active learners.

 1. StudentS recognize the difference between active and paSSive 
learning. 

If the class already covered effective listening skills in lessons 2 and 3 of Module 
One: Communication Skills, ask students to explain the difference between pas-
sive listening and active listening. If not, briefly explain the following:

• Passive listening occurs when we hear without really thinking about what is 
being said. 

• Active listening occurs when we think about what we hear, ask questions, 
and make connections.

Elicit from students that it is possible to listen either passively or actively 
while taking notes in class. Ask whether the same is true for reading as well. If 
responses are slow, ask students to explain the difference between mindlessly 
reading a textbook and becoming absorbed in an exciting story. What content 
are they more likely to recall?

Explain to students that the strategies they are about to learn are effective for 
taking notes when they are actively reading and listening.

 2. StudentS recognize queStioning aS the firSt Step to active learning. 

Talk with students about why some stories are more interesting than others. 
Ask if they know what a page-turner is. Lead students to define “page-turner” 
as a story that is hard to put down. Such stories cause readers to want to dis-
cover certain answers, like who did it and what happens next.

The same can be said when we read or listen to learn information. Explain that 
the first step in being an active learner, whether we are listening or reading, is to 
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ask good questions. Before students start to take notes, they should ask them-
selves “What do I know about this topic? What do I want to know about this 
topic? How will I find out what I want to know?” These questions will allow 
them to predict which ideas to record and which ideas might be on a test.

 3. StudentS learn Specific queStionS to aSk in order to actively learn. 

Display the “Active Note Taking” activity sheet (#9) on the board. Ask 
students to suggest questions that they can ask themselves before taking 
notes in order to become more actively involved in the learning process. For 
example: 

• For question one (“What do I know about this topic?”): Where have I 
heard about this topic before? What do I know about it? What are the most 
memorable ideas related to this topic? 

• For question two (“What do I want to know about this topic?”): What key 
words or terms appeared or were said more than once? What did the teacher 
write on the board? What questions were posed? How were they answered? 
How will this be useful to me in the future?

• For question three (“How will I find out what I want to know?”): Where is 
the information written? Whom can I ask about it?

 4. StudentS diScuSS how active learnerS uSe noteS.

Explain that active learners ensure that they have all of the information that 
they want to know by asking themselves questions, reviewing their notes, and 
doing research in order to obtain information that is missing. Encourage stu-
dents to develop a system for organizing their notes and to review notes after 
reading or listening to information. 

Part II   Less Is More (10 minutes)

Purpose: Students identify ways to focus on important information while note taking.

 1. StudentS write a general deScription of themSelveS. 

Tell students that once they’ve asked the important questions, they are ready to 
begin taking notes. Explain that the following activity will help them recognize 
how the answers to those questions make note taking easier and more effective.

Instruct students to spend three minutes writing descriptions of themselves. 
They are to write as much as they can in three minutes. Guide students to 
describe their physical appearance, where they live, the number of siblings 
they have, and so on.

 2. StudentS take noteS from written deScriptionS.

Divide students into pairs. Tell the pairs to trade papers and to take notes on 
the description as they silently read each other’s work.
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Allow students one minute to read and take notes. Remind them to ask them-
selves each question before they begin reading and to make mental notes of 
what they already know and what they want to learn.

Ask students to compare their notes with the written description. Elicit from 
students the differences between their notes and the written description.

 3. StudentS identify abbreviationS to uSe during note taking.

Ask students how they might ensure that they write everything they need to 
remember without taking the time to write exactly what they read or hear. Elicit 
from students that abbreviations and shorthand are effective strategies to use 
when taking notes. Have students brainstorm abbreviations and shorthand. Ask 
them to identify different symbols and abbreviations that are commonly used. 
Offer suggestions such as the following: “lbs.” for “pounds,” “St.” for “street,” 
“b/c” for “because,” “10 yrs.” for “10 years,” etc. 

 4. StudentS repeat the exerciSe.

Ask students to find a different partner. Tell students to trade their papers 
and to take notes again. Remind them that they have one minute to write the 
most comprehensive notes they possibly can. 

Ask students to again compare their notes with the written description. Elicit 
from students the differences between their notes and the written description. 

 5. StudentS recognize that the Second Set of noteS iS more effective. 

With the class, compare and contrast the two activities. Ask:

• Which of the two assignments was easier? Why?

• Did you need the same amount of time to get as much information as  
possible? Why?

• Which set of notes is more concise? Why?

Tell students that when taking notes, less is more. Speculate why this might be 
true. Lead students to recognize that it is best to write down only important 
information and to be as brief as possible. The questions they ask themselves 
before they begin taking notes will help them to determine which information 
is important.

 6. StudentS recognize StrategieS for identifying important information. 

Refer again to the activity sheet and direct students’ attention to “Focus on 
the important details.” Ask students to suggest ways to identify the important 
information in a book they are reading. (Students should respond: chapter titles, 
bold or italicized words, concepts that relate to material already covered in class.)

Ask students to suggest ways to identify important information when listen-
ing. Remind students about nonverbal communication and refer to part II of 
“Lesson 2: Listening” of Module One: Communication Skills, which focused 
on picking up verbal and nonverbal signals in order to listen effectively. 
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Explain that people often use their tone of voice and facial expressions to 
stress important ideas.

Part III   Note This (20 minutes)

Purpose: Students practice note taking techniques and skills.

 1. StudentS Summarize Specific note taking techniqueS. 

Ask students to describe the ways in which note taking differs from writing. Write 
students’ responses on the board. (Students should respond: notes are shorter, 
complete sentences are not necessary, grammar and spelling are not important, 
symbols and other abbreviations are used.)

 2. StudentS practice effective note taking. 

Invite students to practice effective note taking. Depending on student’s 
strengths, either read an article out loud or distribute copies of reading mate-
rial from which students will take notes. If students are reading, allow them 
10 minutes to read and take notes.

 3. StudentS compare noteS with partnerS.

When students have finished taking notes, ask them to each select a partner 
with whom they will compare their written notes. Have them discuss why cer-
tain points were included or omitted. Encourage them to offer constructive 
suggestions to each other about their note taking techniques.

Conclusion (2 minutes)

Ask students to describe an active learner. Elicit from students the following key 
points that were taught in this lesson:

• Active learning is more effective than passive learning.

• Asking questions is the first step to effective note taking.

• The questions that students ask will help them determine which information 
is important.

Questions for Assessment

1. As an active learner, what questions can you ask yourself to help you get 
focused?

2. How do you choose which information to take notes on?

3. In what ways are the strategies for taking effective notes on a book and taking 
notes on a lecture similar? How are they different?
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Extension: Using Quotations

Quote: “Indiscriminate study bloats 
the mind.” –D. Sutten

Activity: Have students draw a dia-
gram representing their minds, indi-
cating what they study and what they 
would like to focus on most. Have 
them explain how this relates to the 
quote.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students examine the 
way their favorite websites are con-
structed. Have them use index cards to 
show the sites’ layouts (i.e., how details 
are subsumed under main ideas).

Have each student construct an outline 
of his or her favorite site from his or her 
index cards (headings only) and write a 
justification for the choice.

Extension: Writing in Your Journal

Activity: Have students write a para-
graph evaluating their skills as note 
takers. (See How to Improve Your Study 
Skills by Marcia J. Coman and Kathy L. 
Heavers.) Have them set a specific goal 
for improvement.

Have students share their goals with a 
classmate. If possible, pair good note 
takers with those whose skills need 
improvement.

Extension: Using Technology

Activity: Have groups use a search 
engine of their choice to research a topic. 
Have them carefully word their questions 
so their search is as focused as possible.

Have the groups present the sites that 
provide the best answers to their  
questions—as well as a few that are 
off topic—and explain how narrowing 
their question helped them focus their 
search. Emphasize to students that just 
as their searches must be concise, so 
must their note taking be concise and 
focused to be effective.

Extension: Homework

Activity: Have students discover who, 
besides students, takes notes. Tell stu-
dents to observe restaurant and store 
employees. They should also ask people 
they know if they take notes on the job. 

As a class, create a list of people who 
take notes on the job. Discuss student 
reactions to the need for notes after fin-
ishing school.

Extension: Additional Resources

Activity: Review How to Improve Your 
Study Skills by Marcia J. Coman and 
Kathy L. Heavers as a class. Assign groups 
one of the following topics from the 
book: outlining, signal words, patterning, 
highlighting, margin notes, and stream-
lining. Have each group read its assigned 
section and prepare a presentation.

After their presentation, groups should 
read a passage out loud that offers students 
a chance to practice the skill covered. 
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1. What do I know about this topic?

2. What do I want to know about this topic?

3. How will I find out what I want to know?

4. Focus on the important details.

Active Note Taking
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 Lesson

 Writing Reports and  
 Presenting to an Audience*

A G E N D A

4
SeSSion 1

n   Starter
n   Get to the Point
n   Get Organized 
n   Write It or Say It
n   Questions for Assessment—Session 1

SeSSion 2
n   Review 
n   Look It Over 
n   Say It Loud and Clear 
n   Conclusion
n   Questions for Assessment—Session 2

NOTE: This lesson is intended either as an introduction to preparing a 
report/presentation or as a review of the skills that students have already cov-
ered in their other academic course work. For students who need more in-
depth instruction, additional teaching materials are available from the English 
or social studies departments in most high schools.

Students will recognize the importance of effective reports and oral presentations.

Students will identify effective presentation skills and report techniques. 

Students will practice organizing and writing effective minireports.

Students will recognize the importance of revising and proofreading.

Students will identify and practice effective oral presentation techniques.

Materials Needed

SeSSion 1

• 10 index cards for each student (Part I)
284*This lesson is designed to take two class sessions.

Objectives



SeSSion 2

• A board on which you have written the steps to an effective report covered in 
session 1 (Part I)

• One copy of the “Count the Letter” activity sheet (#10) for each student (Part II)

• Students’ first-draft reports from session 1 (Part II)

• 10 index cards for each student (Part III)

SESSION 1
Starter (2 minutes)

Begin by modeling poor oral presentation skills. Read the following text: 

Today, we are going to learn how to give good presentations and 
oral reports. Oral presentations are very important. Did you see that 
show last night? It reminds me of giving presentations. I like that 
actress, too. Where was I? Oh, yeah. Reports.

Your actions should be exaggerated, and your words and train of thought difficult to 
hear and follow. Keep your head down, make no eye contact, mumble, and slouch. 

Pause and ask students to describe your presentation. Have students list the char-
acteristics that were ineffective. Ask students why report preparation and presenta-
tion skills are important. Elicit from students that reports and oral presentations 
are intended to convey information to other people. If the information is not 
clearly presented, it is lost to its intended audience. 

Explain to students that in this lesson they are going to work through the process 
of writing a very short report and preparing an oral presentation.

Part I   Get to the Point (15 minutes)

Purpose: Students understand the importance of having a well-defined topic for a 
report. Students practice doing research and taking notes for their reports. 

 1. StudentS underStand the difference between a general topic and a 
Specific topic.

Explain to students that sometimes when a report is assigned, it is mentioned 
in general terms. It is the student’s responsibility to narrow the general topic 
to a more specific idea.

Start a list on the board with the heading “Steps to Effective Reports and 
Presentations.” Write “Step 1: Have a general topic” beneath it.

Provide an example of a general topic, preferably one from a course students are 
currently taking (e.g., the Civil War). Point out that one report on the entire 
Civil War would be very long. A more effective report would narrow the topic 
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to a more specific idea. Encourage students to generate specific topics based 
on the general one. As students come up with ideas, point out that it helps to 
know something about the general topic in order to decide on a specific one. 

Write “Step 2: Research the general topic for more specific topics” and “Step 
3: Narrow the general topic to a more specific topic” on the board.

 2. StudentS prepare to reSearch their topicS.

Explain that now that students have a specific topic, step four is to research 
the topic. Write “Step 4: Research your topic” on the board. 

Ask students what they think it means to be an active researcher. Suggest that 
they think about the characteristics of an active listener or an active learner. 
Explain that researching a report involves asking thoughtful questions and tak-
ing good notes to answer those questions. Review tips for taking good notes 
with students (covered in “Lesson 3: Reading, Listening, and Note Taking”).

Suggest to students that they take notes for their report on index cards. This 
way of taking notes allows students to put one idea on each card. Then, when 
they are finished, they can arrange their ideas easily, as if completing a puzzle. 
Tell students that they are going to practice using note cards for their in-class 
minireports.

 3. StudentS reSearch and take noteS on a Specific topic.

Explain to students that they are now going to research a specific topic. Ask 
them to write a report on a general topic—their community. Tell them to 
imagine that they have narrowed this wide topic to the specific idea of the 
community surrounding the school. Tell students that they are to research 
this topic by recalling the area. If time and circumstances permit, allow stu-
dents to go outside to conduct further research. Encourage them to consider 
all aspects of the community—what it looks like, the activities they see, the 
sounds they hear, the aromas they smell, and so on. If there is additional time, 
suggest that students read the community newspaper or spend some time 
doing research in the library.

Distribute approximately 10 note cards to each student. Remind students that 
they are to write only one idea on each card. Suggest that students label cards 
with a heading, such as “Sounds” or “Activities,” as a way of organizing the 
information. 

Tell students that you are going to give them eight minutes to observe the 
community, either by recalling it or by going on a quick walk. 

Part II   Get Organized (13 minutes)

Purpose: Students practice compiling notes and writing a report from notes.

 1. StudentS compare noteS with their groupS.

Arrange the class into groups of five or six. Instruct each group of students 
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to compare their notes from part I with each other. Allow approximately five 
minutes for this activity.

 2. StudentS practice organizing noteS for a report.

Have students describe the structure of a report. Explain that a report has an 
introduction, a body, and a conclusion. Encourage students to offer the con-
tent that belongs to each of these sections.

Instruct each group to discuss the best sequence of ideas for each student’s 
notes. Encourage them to determine which points belong in the introduction, 
body, or conclusion. Allow approximately five minutes for this activity.

As students work, write “Step 5: Organize notes” on the board.

Point out that although many people think only of writing a report, much of 
the process is actually doing the research and organizing the notes.

Part III   Write It or Say It (20 minutes)

Purpose: Students write short reports from their notes.

 1. StudentS prepare to write reportS from their noteS.

Tell students that their notes should now be complete and well organized. They 
are ready to begin writing. Write “Step 6: Write report” on the board.

Ask students what they must do next in order to turn their notes into a fin-
ished report. (Students should respond: compose cohesive, logical paragraphs; 
write complete sentences; add transition words.) 

 2. StudentS write Short reportS from their noteS.

Tell students that they have 15 minutes to write a first draft of a minireport 
from their notes. Explain that this first draft does not have to be neat, with 
perfect spelling and grammar. They will proofread it later. The first draft is 
intended to get their ideas on paper in an organized fashion. 

Before students leave, collect the first drafts of their minireports and keep 
them for use in the next class period. 

Questions for Assessment—Session 1

1. Why is it helpful to choose a specific report topic?

2. List three reasons to take notes on note cards.
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SESSION 2 
Part I   Review (5 minutes)

Purpose: Students review the minireports they have written and recall the steps to 
writing an effective report or presentation.

 1. StudentS review the firSt draftS of their minireportS.

Distribute the reports students wrote during session 1. Allow students several 
minutes to read their reports quietly to themselves. 

 2. StudentS recall the StepS of writing an effective report.

Briefly review the steps of writing an effective report, which should be written 
on the board.

Part II   Look It Over (18 minutes)

Purpose: Students recognize the importance of peer editing, revising, and proof-
reading.

 1. StudentS recognize the importance of reviSing.

Explain that the next step of writing a report is revising. Remind students that a 
piece of writing is not finished until the ideas are expressed logically and clearly.

 2. StudentS practice peer editing.

Ask students what they should look for when they revise their own writing. 
Write students’ ideas on the board. (Students might respond: sentence structure, 
clarity of ideas, choice of vocabulary.)

Guide students to the awareness that it is often difficult to look critically at their 
own writing, especially when they have been working intensely on it. Explain 
that peer editing can help with this problem. Peer editing involves exchanging 
papers with other students to proofread each other’s work. Briefly discuss the 
guidelines for peer editing: The proofreader should be tactful and thoughtful. 
The writer should remember that the proofreader is making suggestions and 
intends to be helpful. Students must respect their classmates’ work and offer all 
criticisms and suggestions in the most constructive way possible.

Tell students to exchange papers. Give them five minutes to read and make 
suggestions about each other’s work. When they are finished, ask students to 
return the papers. Give students time to revise their writing to form a solid 
second draft.

 3. StudentS recognize the importance of careful proofreading. 

Invite students to complete an exercise in proofreading. Distribute copies of 
the “Count the Letter” activity sheet (#10). Give students approximately 30 
seconds to count the number of times the letter “f” appears in the paragraph.
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Once students are finished, take a poll to see how many times they counted 
the letter “f.” Students might be surprised at the varied numbers. Explain that 
some of them miscounted because the eye tends to overlook things that are 
familiar. Ask students how they think this might impact their own proofread-
ing. Tell students that the letter “f” appears 11 times.

Explain to students that once they have revised their writing, they are ready 
to proofread. Remind students that no matter how strong their ideas are, the 
report will be difficult to read if it contains grammar, punctuation, and spelling 
errors. Careful proofreading is essential to writing a report. Instruct students to 
proofread their reports and correct them until they are free of errors. Suggest 
that they again exchange papers with a partner and proofread each other’s 
minireports to be sure that they are totally correct. Assign students to write 
their final drafts as homework for the following day.

Write “Step 7: Revise report” and “Step 8: Proofread report” on the board.

Part III   Say It Loud and Clear (25 minutes)

Purpose: Students understand the techniques of preparing and presenting an effec-
tive oral report.

 1. StudentS recognize that oral preSentationS are generated the Same 
way aS written reportS.

Refer students to the list of steps generated throughout the lesson. Encourage 
students to add one more step to turn their written reports into oral presen-
tations. Explain that an oral presentation involves the same preparation as a 
written report, with the added element of effective speaking. 

Students may have trouble deciding whether an oral presentation should be 
written. Remind students of the importance of following the structure of 
introduction, body, and conclusion. Point out that those same elements are 
also needed in an oral presentation. Although we do not read from a report 
when presenting, writing the report provides an opportunity to structure the 
key points into a logical and coherent presentation.

 2. StudentS break their reportS into noteS for an oral preSentation. 

Share with students that while it is not appropriate to read from a report, 
many speakers prepare note cards to refer to as they speak. Because these note 
cards contain main ideas, key phrases, and critical transitions, they are differ-
ent from the note cards students used to write their reports. Distribute 10 
index cards to each student. 

Instruct students to break down their written reports into notes that they 
might use for an oral presentation. Focus their attention on which notes will 
help them give the report orally by having them consider the following ques-
tions: What are the main ideas? Which key phrases must they remember? What 
transitions will be most helpful to the audience? Allow students 10 minutes to 
create note cards.
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 3. StudentS recall characteriSticS of an ineffective Speaker. 

Ask students to recall from the starter activity at the beginning of this lesson 
the characteristics that make an oral presentation ineffective. Create a two-
column chart on the board. List the ineffective characteristics in one column. 
When that list is complete, have students change the ineffective characteristics 
to make them effective techniques. For example, if “mumbling” is in the left 
column, students will say “speak loudly and clearly” in the right column. 
Write their changes in the adjacent column.

 4. StudentS recognize the importance of practicing their preSentationS. 

Have students discuss ways to ensure that they use effective oral presentation 
techniques when presenting. Elicit from students that an oral presentation 
must be well rehearsed. Suggest to students that the best way to rehearse an 
oral presentation is to practice in front of someone else.

 5. StudentS work in pairS to practice effective oral preSentationS. 

Divide students into pairs, and instruct them to practice their presentations 
with each other. Remind students to observe their partners in order to provide 
constructive feedback for improving the presentations. Suggest that students 
base their evaluations on organization of ideas; clear introductions, bodies, and 
conclusions; liveliness; and volume and speed of the speaker’s voice.

Conclusion (2 minutes)

Ask students to identify the steps of developing a written report. Elicit from stu-
dents the following key points that were taught in this lesson:

• Reports and oral presentations are often required at work and at school.

• Deciding on a well-defined topic is the first step to writing an effective report 
or presentation.

• Careful proofreading is essential to completing a report.

• Peer editing can be helpful.

• An oral report involves the same preparation as a written report, with the 
added responsibility of effective speaking.

Questions for Assessment—Session 2

1. List five things you should look for when you proofread.

2. How is preparing an oral report similar to, and different from, preparing a 
written report?

3. List three characteristics of an effective oral presentation.
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Extension: Using Quotations

Quote: “It usually takes more 
than three weeks to prepare a good 
impromptu speech.” –Mark Twain, 
author of Huckleberry Finn and Tom 
Sawyer

Activity: Have a volunteer give the 
definition of “impromptu.” As a class, 
discuss the contradiction in this quote.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students play a ver-
sion of The $25,000 Pyramid. Draw a 
pyramid with three boxes on the bot-
tom, two in the middle, and one on 
top. Each box should contain a general 
category guessable by giving specific 
clues (e.g., for the category “Civil War 
Heroes,” students could use “Ulysses S. 
Grant” as a clue). Have students play in 
two teams of two, and alternate giving 
and receiving clues.

Extension: Writing in Your Journal

Activity: Have students write a how-to 
report about something they excel at 
(e.g., how to shop for computers, make 
a friend, entertain a child younger than 
two). 

Ask students to present their journal 
entries as oral reports. Have listeners 
outline the information given and com-
pare notes.

Extension: Using Technology

Activity: Have students choose a 
general subject for a report and use 
the internet to research and narrow it 
down.

Have students present their suggested 
topic to a small group for critique.

Extension: Homework

Activity: Discuss with students how writ-
ers research scripts for television shows and 
movies (e.g., by reading about a certain 
time period, running focus groups, etc.).

Have students watch their favorite tel-
evision show or movie and write a list 
describing what the writer might have 
needed to research before completing  
the script. Then have students write,  
with their lists in mind, their own scripts 
about a historical event.

Extension: Additional Resources

Activity: Divide students into eight 
groups, one for each major part of Ron 
Hoff’s I Can See You Naked. Assign 
each group a part of the book to read.

Have each group report on the tips that 
Hoff gives regarding presentations.
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Read the following paragraph and count the  
number of times the letter “f” appears.

The sheriff of Fargo, North Dakota, recently  

found a large bag of five dollar bills.   

He’s not sure how many fives there are 

in the bag, but he is going to assign some of  

Fargo’s most fearless investigators to  

look into the incident.

Count the Letter
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 Lesson

 
 Preparing for Tests and Exams

A G E N D A
n   Starter
n   Studying: Getting Ready
n   Test Day
n   Showing Off What You Know: Game Show
n   Conclusion
n   Questions for Assessment

Students will recognize the importance of preparing for tests.

Students will identify strategies for preparing for tests and examinations.

Students will practice techniques for effective test taking. 

Materials Needed

• One copy of the “Test-Taking Self-Assessment” activity sheet (#11) for each 
student (Starter and Part I)

• The “Test-Taking Self-Assessment” activity sheet (#11) (Part I)

• One copy of the “Game Show” activity sheet (#12) for each student (Part III)

5

293

Objectives



Starter (6 minutes)

Tell students that you are going to give them an opportunity to reflect on some-
thing that they have been doing for years: taking tests. In your usual manner, tell 
students that they are about to take an important pop quiz. Have them clear off 
their desks. Distribute the “Test-Taking Self-Assessment” activity sheet (#11). 
Once students have had a chance to read it, tell them that this exercise will not be 
graded. Have students complete the activity sheet, keeping in mind how they felt 
when you announced the pop quiz.

Part I   Studying: Getting Ready (15 minutes)

Purpose: Students recognize the importance of preparing in advance for a test.  

 1. StudentS diScuSS their viewS on taking teStS.

Discuss student responses to question one on the activity sheet. Let students 
share their feelings about taking tests. Mention that people can improve their 
attitude toward test taking if they think of a test as an opportunity to demon-
strate what they know.

 2. StudentS recognize the impact that preparing for a teSt haS on their 
attitude.

Talk about question two. Ask students why some of them might have felt 
anxious about taking this test. Ask, “Would your reactions have been different 
had you received advance notice?”

Point out to students that although the material on a pop quiz might be the 
same as on an announced test, a pop quiz often causes more anxiety because 
students don’t have an opportunity to prepare. Elicit from students the aware-
ness that preparing in advance for an exam helps to decrease anxiety.

 3. StudentS recognize the impact that preparing for a teSt haS on their 
performance.

Discuss question three. Invite students to share how far in advance they usu-
ally prepare for a test. Suggest to students that they could prepare for a test as 
a runner prepares for a marathon: A marathon runner begins training well in 
advance of a race. Gradually, the runner builds endurance, running longer and 
longer distances. Finally, it is the day of the race. The runner is confident that 
she or he is ready and able to complete the race at peak performance. 

Challenge students to relate preparation for a marathon with test preparation. 
Explain to students that just as with training for a marathon, people perform 
their best on exams when they allow themselves plenty of time to prepare.

 4. StudentS identify effective Study practiceS.

Talk about question four. Encourage students to share specific ways that they 
prepare for an exam. Write student responses on the board. (Students might 
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respond: taking good notes in class, staying organized, making note cards or 
flashcards.)

Elicit from students that study sheets can be extremely useful when preparing 
for a major exam, especially the following two types of sheets: 

• A “key terms” sheet, which contains dates, names, events, places, and other 
specific facts that need to be memorized

• A “general themes” sheet, which groups and outlines major ideas or recur-
ring themes that must be reviewed

Point out that the key terms study sheet is useful when preparing for short-
answer tests, while the general themes sheet enables students to organize 
information that might appear in essay questions. Suggest to students that 
they should prepare study sheets five to seven days before a major test.

Discuss with students the usefulness of mnemonic devices for remembering 
key terms. Explain that mnemonic devices are tricks to enhance memory. For 
example, some people remember the order of the planets with a sentence like 
“My very entertaining mother just served us nachos” (Mercury, Venus, Earth, 
Mars, Jupiter, Saturn, Uranus, Neptune). Elicit from students examples of 
mnemonic devices that have been helpful to them in the past.

Remind students that in the first lesson of this module they identified their 
learning styles and discussed techniques for studying that complement their 
learning style. Explain that mnemonics, study sheets, and even study groups 
are adaptable to various learning styles. 

 5. StudentS identify advantageS and diSadvantageS of Studying in groupS.
Take a poll of students who get together with friends to study. Elicit from 
students the advantages and disadvantages of this method. Write their ideas 
on the board. (Advantages include: learning from one another, in-depth 
discussions, steady studying schedule, makes studying more fun. Disadvantages 
include: lost time if friends are not prepared, panicky students spread test anxiety 
to each other, groups may use time more inefficiently than one person alone, more 
distractions in groups.)

Conclude with students that choosing the right people to study with is important.

Part II  Test Day (15 minutes)

Purpose: Students identify effective test-taking strategies.

 1. StudentS recognize that it iS important to relax and Sleep well the 
night before an exam.

Ask students to imagine that it is now the night before an exam. Have stu-
dents suggest useful pretest activities. Point out that they should have done 
most of their major studying already, and that, ideally, all they need is a brief 
review. Lead students to understand that the most important thing that they 
can do the night before an exam is to relax and get a good night’s sleep.
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 2. StudentS brainStorm effective preteSt StrategieS.

Divide the class into groups of four or five. Give students the following 
instructions:

• Each group needs a sheet of writing paper.

• At my signal, one student in each group will write down one pretest  
strategy. This can be anything you do from the time you wake up until the 
minute before the exam begins.

• That student then passes the paper to the student on his or her right, who 
adds a different strategy to the list.

• Continue to pass the paper around the circle.

Give the groups two minutes to list as many pretest strategies as they can. The 
paper can go around the circle more than once. (Students might respond: eat-
ing a good breakfast, being on time, dressing in comfortable clothing, bringing 
all materials needed for the test [e.g., sharpened pencils, pens, scrap paper, calcu-
lators], bringing a watch, arriving a minute or two early to quickly review notes, 
avoiding talking to anxious students.)

 3. StudentS brainStorm effective teSt-taking StrategieS.

When two minutes have passed, instruct students to take two more minutes 
to write down as many test-taking strategies as they can. Groups should again 
pass the paper around the circle and include ideas from each member. (Students 
might respond: looking over the entire test first, budgeting time, reading directions 
carefully, reading each question carefully, watching the time, circling difficult 
questions and coming back to them.)

 4. StudentS diScuSS the StrategieS identified by their groupS.

When two minutes have passed, have the groups discuss the pretest strategies. 
Compile the groups’ ideas on the board, and add other ideas they might have 
missed. 

On a separate list, compile students’ test-taking strategies and add any that 
are missing. Duplicate the lists and distribute them to students for their future 
reference.

 5. StudentS diScuSS StrategieS to reduce anxiety.

Ask students how many are anxious before or during a test. Explain that test 
anxiety is very common, but that there are some simple things that they can 
do to combat it. Encourage students to offer suggestions. (Students might 
respond: being well prepared, taking deep breaths, thinking calm thoughts.)
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Part III   Showing Off What You Know: Game Show (12 minutes)

Purpose: Students learn and recall pretest and test-taking strategies in a game-show 
style activity.

 1. StudentS participate in a game-Show Style activity.

This activity provides an opportunity to reemphasize strategies that might be 
particularly important to your students. Use the questions and answers on the 
“Game Show” activity sheet (#12) as you facilitate the game.  

Divide the class into two or more teams. Tell students that you will read ques-
tions out loud. The teams should raise their hands as soon as they know the 
answer. Call on the first team to raise their hands.

Begin the activity.

Conclusion (2 minutes)

Ask students to identify three strategies that they use to prepare for and take tests. 
Elicit from students the following key points that were taught in this lesson:

• Preparing in advance for an exam helps to decrease anxiety and increase the 
likelihood of success.

• Study sheets are useful when compiling notes in preparation for a major exam.

• Specific test-taking strategies can be applied during an exam to improve 
performance.

Questions for Assessment

1. What are your usual strategies for test preparation in the week leading up to a 
test? What can you do to make your preparation more effective?

2. List three mnemonic devices that you find effective.

3. List five test-preparation techniques that can help you get ready the day of a test.
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Extension: Using Quotations

Quote: “No man ever became wise by 
chance.” —Seneca the Younger

Activity: Discuss the meaning of this 
quote. Have students create their own 
sayings with similar meanings.

Extension: Addressing Multiple 
Learning Styles

Activity: Distribute a magazine or 
newspaper article to students. In small 
groups, have students devise 10 test 
questions (four true/false, four multiple 
choice, two essay) on the article. 

Discuss how students arrived at the 
points they included on the test as well 
as the process for writing each question. 
Chart the groups’ questions to see the 
overlap on what they included on the 
test.

Extension: Writing in Your Journal

Activity: Have students complete this 
sentence: “The worst test-taking expe-
rience I ever had was….”

Have students share their work with a 
partner and brainstorm ways to improve 
future test-taking experiences. Have 
them keep a list of suggestions in their 
journals.

Extension: Using Technology

Activity: Have students use software 
to create outlines, flowcharts, and study 
guides to help them review for tests. 
Have them visit http://www.discov-
eryeducation.com/free-puzzlemaker 
to make custom crossword puzzles for 
vocabulary review.

Have students create study guides, at 
least a week in advance, for an upcom-
ing exam. After the exam, have them 
discuss which tools were most helpful.

Extension: Homework

Activity: Have students review the 
U.S. Department of Education’s 
“Helping Your Child with Test-
Taking,” found on www2.ed.gov/par-
ents/academic/help/succeed/part9.
html. Students may want to show this 
page to their parents or guardians.

Have students take notes on new infor-
mation or tips they find especially help-
ful.

Extension: Additional Resources

Activity: Assign groups selections 
from Test-Taking Strategies by Judy 
Kesselmann-Turkel. 

Ask the groups to present strategies for 
taking different kinds of tests. 
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 1. How did you feel when the teacher said that you were going to take a quiz?

 2. Why did you feel this way?

 3. How far in advance do you usually begin studying for a test?

 4. Name three study tools that help you prepare for a test.

Test-Taking Self-Assessment
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1. What kind of study sheet helps you to compile notes, such as names and dates?
  A key terms sheet

2. How far in advance should you begin to study for a test?
  Five to seven days

3. Complete the sentence: It can help your attitude to think of a test as _____________ .
  An opportunity to show what you know

4. Why does a pop quiz often cause more anxiety than a quiz announced beforehand?
  Because you don’t have an opportunity to prepare

5. Name two effective study practices.
   Any two of the following: taking good notes in class, staying organized, making note 

cards or flash cards, compiling notes into a key terms sheet or a general themes sheet, 
mnemonic devices, studying in groups, scheduling study time, reviewing notes after class, 
or finding a quiet place  

6.  True or false: You should spend as many hours as possible studying the night before a 
major test.

  False—you should relax and get a good night’s sleep.

7. What kinds of people should you avoid on the day of an exam?
  People who make you nervous

8. Name two advantages of studying in groups.
   Any two of the following: lets students learn from one another, in-depth discussions, 

steady studying schedule, moral support, makes studying more fun, teaching others 
increases your own retention of facts

9. Name two disadvantages of studying in groups.
   Any two of the following: lost time if friends are not prepared, lost time going over things 

you already know well, panicky students spread test anxiety, groups use time less efficiently

10. Name two things you should do the morning of a test.
   Any two of the following: eat a good breakfast, dress comfortably, bring a watch, arrive 

early, make sure you have all the materials you need

11. True or false: You should eat a very big breakfast the day of an exam.
  False—you should eat a healthy breakfast, but not much more than you usually eat.

12. Name two important strategies to use during a test.
   Any two of the following: look over the entire test before you begin, budget time (based 

on point values), read directions carefully, read each question carefully, watch the time 
and pace yourself, circle difficult questions and come back to them

13. Name one anxiety-reducing strategy.
  Any of the following: be well prepared, take deep breaths, think of a peaceful place 

Game Show



 Lesson

 
 Managing Stress

A G E N D A
n   Starter
n   Stress or Not?
n   You Stress Me Out
n   Analyze This
n   Conclusion
n   Questions for Assessment

Students will identify sources and symptoms of stress.

Students will identify ways to manage and reduce stress. 

Materials Needed

• Three copies of the “Stress or Not?” activity sheet (#13) (Starter and Part I)

• A dictionary (Part I)

• One copy of the “Stressful Situations” activity sheet (#14) or one blank piece 
of paper that you have folded and unfolded to make 10 or 12 boxes (Part II)

6
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Starter (3 minutes)

Before you begin, give three students who like to perform copies of the “Stress or 
Not?” activity sheet (#13) dialogue to practice quietly.

On the board, write the word “stress.” Draw a circle around it to begin a word web. 
Explain word webs to students who are not familiar with this kind of organizer. Have 
students freely associate words that they relate with the word “stress” as you write 
their responses in the area surrounding the circle.

Discuss students’ ideas, and conclude that stress is a big part of our daily lives. 
Explain that today’s lesson will help them recognize and manage stress.

Part I   Stress or Not? (10 minutes)

Purpose: Students define “stress” and the ways in which our perceptions of situa-
tions determine whether or not we are stressed. 

 1. StudentS define “StreSS.”

Ask a volunteer to look up the word “stress” in the dictionary. List the various 
definitions on the board. Have students identify the definitions with which 
they are most familiar. (Students should respond: tension, pressure, mental or 
physical strain.)

 2. three StudentS perform a dialogue for the claSS.

Explain to the class that they are going to see a brief skit about stress. Remind 
them to keep the definition of “stress” in mind.

Instruct the three students you chose during the starter to perform the dia-
logue for the class.

 3. StudentS recognize that our perceptionS of SituationS determine 
whether we are StreSSed.

When the dialogue is complete, ask students if they thought that the test was 
stressful. Lead students to understand that the test was stressful for Eddie, but 
it was not stressful for Dominique. Have students identify the reasons why 
this was the case. (Student responses will include that Eddie was not prepared 
for the test, while Dominique was prepared.)

Point out that the students’ attitudes toward the test were different. Guide 
students to realize that attitude is a major factor in how we perceive the level 
of stress involved in a situation. Most situations are not stressful in themselves; 
rather, it is how we perceive them that determines the stress.
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Part II   You Stress Me Out (20 minutes)

Purpose: Students identify situations that cause stress.

 1. StudentS brainStorm SituationS that they find StreSSful.

Ask students to list situations that they find stressful. Write their ideas on the 
board. In addition, ask a volunteer to write the situations on the “Stressful 
Situations” activity sheet (#14) or the sheet of paper you have previously 
folded to create boxes. Have the volunteer write one situation in each square.

 2. StudentS identify SymptomS of StreSS.

Refer students to a situation on the board. Ask them to describe how they 
feel when that situation occurs. Encourage them to consider their emotional 
and physical reactions. (Students might respond: tension, rapid breathing, losing 
sleep, sleeping too much, depression, getting sick, anger, eating too much or not 
enough.)

Explain that these responses can be symptoms of stress, and that learning to 
recognize these symptoms can help us reduce stress.

 3. StudentS work in groupS and prepare to role-play StreSSful 
SituationS.

Divide the class into groups of three or four. Ask the student volunteer to tear 
the activity sheet or folded paper into pieces so that one situation is on each 
piece. Place the papers in a bag or box. Have each group randomly choose a 
stressful situation to role-play.

Instruct students to include the following in the role plays:

• Identify and describe the stressful situation by acting it out.

• Show the symptoms of stress.

• Show how and why one character’s perceptions of the situation make it 
stressful.

Explain to students that they do not need to show a resolution for the situa-
tion at this time.

Allow students five minutes to prepare their role plays.

 4. StudentS perform their role playS.

Have students perform their role plays for the class.
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Part III   Analyze This (15 minutes)

Purpose: Students analyze the role plays and suggest techniques for managing or 
reducing stress.

 1. StudentS brainStorm Some StreSS-management techniqueS.

Explain to students that they are now going to suggest ways to manage or 
reduce the stress that they saw in the role plays.

Ask students to suggest some common techniques for managing or reduc-
ing stress. (Students should respond: being prepared, staying healthy, talking it 
out, going for a walk, breaking down big tasks into manageable pieces, breathing 
deeply, visualizing relaxing places, exercising, thinking of the “big picture.”)

 2. groupS analyze the role playS.

Explain to students that they are now going to suggest appropriate ways to 
handle the stressful situations they portrayed in their role plays. Assign each 
group one of the role plays that another group performed.

Allow students eight minutes to discuss the following questions:

• Why was the situation perceived as stressful?

• What stress-management techniques could be useful?

When they are finished, have groups share their analyses with the class.

Conclusion (2 minutes)

Ask students to identify techniques for reducing stress that they can apply to their 
own lives. Elicit from students the following key points that were taught in this 
lesson:

• Most situations are not stressful in themselves; rather, it is how we perceive 
them that determines the stress we feel.

• Recognizing the symptoms of stress can help us reduce stress.

Questions for Assessment

1. Define “stress.”

2. List three physical and three emotional signs of stress.

3. List three techniques for managing your stress.

4. Describe a stressful situation in your life. What can you do to make this situa-
tion less stressful?
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Extension: Using Quotations

Quote: “When one door of happiness 
closes, another opens; but often we 
look so long at the closed door that we 
do not see the one which has opened 
for us.” –Helen Keller

Activity: Discuss the role of accep-
tance and flexibility in reducing stress.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students compile a 
resource guide of stress-management 
tips. Students might contribute infor-
mation from teen-interest magazines or 
reference books for adults. Use a recipe 
box to separate this information by cat-
egories.

Have students write their favorite tips 
on an index card to keep with them 
wherever they go.

Extension: Writing in Your Journal

Activity: Have students use the fol-
lowing prompt to begin their journal 
writing: “Stress! I’ve got plenty. For 
example….” Have them identify symp-
toms of stress, develop a personal plan 
of stress-reducing techniques, and 
identify where to get help with tough 
problems.

Discuss sources of stress common to 
the students in the class.

Extension: Using Technology

Activity: Show a relaxation or stress 
release video. Discuss the elements of 
the video and the suggestions it offers.

Have students create their own stress 
release videos.

Extension: Homework

Activity: Have students take a quiz to 
find out their “hassle quotient.” (See 
pages 21–24 of Urban Ease: Stress-Free 
Living in the Big City by Allen Elkin, 
PhD, or have students make up their own 
quiz.)

Discuss the quiz results in class. Talk 
about how people respond differently 
to stressful events. Students might want 
to give the quiz to a family member 
and discuss whether their coping styles 
are the same or different.

Extension: Additional Resources

Activity: Invite a guest speaker skilled 
in a particular method of relaxation 
(e.g., meditation, yoga, tai chi) or a 
traditional sport to demonstrate and 
discuss their area of expertise and how 
it reduces stress.

Have students write about the activ-
ity and whether it seems likely that the 
strategy will work for them.
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The following dialogue has three roles:

 •  Teacher
 •  Eddie
 •  Dominique

Practice the dialogue several times before performing it in front of the class.

(For about 30 seconds, the two students sit at desks at the front of the room. Eddie shuf-
fles frantically through papers, trying to cram for a history test. Dominique sits calmly, and 
looks relaxed, perhaps reading a book. The teacher enters the room and walks over to his 
desk in the corner, talking as he walks.)

teacher: Okay class, it’s time for your history test. I need you to clear everything 
off your desks.

eddie: (still shuffling, to himself) One more time…Okay, who was president dur-
ing the Great Depression?

teacher: Eddie, did you hear me? It’s time for the test. Please clear everything off 
your desk. (Teacher begins organizing some papers.)

dominique: (to Eddie) Hey, what are you so worried about? This thing is going to be 
a breeze!

eddie: What do you mean it’s going to be a breeze? I need at least a B in this 
class to be eligible to play this year, and if I don’t do well on this test, I’m 
never going to get it.

dominique: Well, I need to get a good grade in this class, too. This is an important 
requirement for the college I want to get into. But you don’t see me 
freaking out over it.

teacher: (returning attention to students) Class, I can’t begin the test until your 
desks are clear.

dominique: (to Eddie) C’mon! I want to get started!

 (Eddie looks up with an expression of panic.)

StreSS or Not?
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Stressful Situations

 Module Six | leSSon 6 | activity Sheet #14 307x
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analogy: Similarity between things that are otherwise dissimilar. 

distraction: An interruption of the mind.

edit: To prepare written material for publication or presentation by correcting, revising, 
or adapting.

final draft: The final version of written material in which all the mechanics, such as 
spelling, punctuation, and grammar, are perfected.

first draft: The first version of written material in which the writer captures his or her 
main thoughts and ideas.

interpersonal: Relating to, occurring among, or involving several people.

kinesthetic: Consisting of or depending on motion; active.

linguistic: Of or pertaining to language.

logical: Based on earlier or otherwise known statements, events, or conditions; 
reasonable.

mnemonic: A device, such as a formula or rhyme, used as an aid in remembering 
information.

proofread: To review and revise a written piece until all spelling, grammar, and 
punctuation errors are corrected.

spatial: Of or pertaining to how things relate in space.

theme: A topic of discussion; main or key idea.

Glossary
Module Six: Skills for School and Beyond
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 Lesson

 Assessing Your  
 Talents and Interests

 A G E N D A
n   Starter
n   My Time
n   We Have Skills
n   Interests + Skills + Learning Styles = Careers
n   Conclusion
n   Questions for Assessment

Students will identify the relationship between their interests and how they spend 
their time.

Students will identify the skills that relate to their interests.

Students will identify and categorize personal, career, and professional skills.

Students will use their skills and interests to determine career options.

Materials Needed

• A dictionary (Parts I and II)

• One copy of the “Real Time” activity sheet (#1) for each student (Students 
should complete this activity sheet for homework during the week prior to 
this class.) (Part I)

• One copy of the “Real Time Tally” activity sheet (#2) for each student (Parts 
I, II, and III)

• One copy of the “Skills” activity sheet (#3) for each student (Parts II and III)

• One copy of the “Three Skill Groups, Many Occupations” activity sheet (#4) 
for each student (Part II)

• Several pairs of scissors (Part III)
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Starter (3 minutes)

Lead students through the following calculations:

 1. Start with the number of hours worked each day at a nine-to-five job. (8)

 2. Multiply by 5 (number of workdays in a week). (40)

 3. Multiply by 52 (number of weeks in a year). (2,080)

 4. Multiply the answer to step two by 2 (two-weeks vacation). (80)

 5. Subtract step four from step three. (2,000)

 6. Subtract 80 (number of federal holidays multiplied by 8). (1,920) 

 7. Subtract your current age from 65. (for a 16-year-old: 49)*

 8. Multiply the answer to step seven by the answer to step six. (94,080)

Tell students that the final answer is the approximate number of hours that they 
will probably work at a job. Students are likely to be surprised by the final num-
ber. Lead students to recognize that it is important to have jobs, careers, or pro-
fessions that they enjoy. Remind them that they have already thought about their 
dreams and goals. Tell them that in today’s lesson they will look at their interests 
to see how they can be translated into careers and professions.

*Step seven of this calculation assumes that students will work 40 hours a week starting 
at their current age. You may want to adjust this step depending on your students.

Part I   My Time (5 minutes)

Purpose: Students recognize the connection between their interests and how they 
spend their time.

 1. StudentS define “diScretionary time.”

Write the word “discretion” on the board. Ask the class to suggest the meaning 
of the word. Then, instruct a volunteer to find the definition of “discretion” in 
the dictionary. (Merriam-Webster defines “discretion” as “individual choice or 
judgment.”)

With this definition in mind, ask students to consider what might be meant 
by “discretionary time.” Lead them to recognize that discretionary time is free 
time to use as they see fit, to pursue an activity of personal interest that they 
find fulfilling.

Instruct students to take out the “Real Time” activity sheet (#1), which they 
completed during the week preceding this class. Ask for volunteers to share 
how they spend their discretionary time. Write student responses on the 
board. Elicit reasons why students find their activities worthwhile; write the 
reasons next to the items on the list.
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 2. StudentS calculate how they Spend their time.

Distribute the “Real Time Tally” activity sheets (#2), and have students use the 
information from their “Real Time” activity sheet (#1) to fill in the top half.

Then, ask students to circle the five activities that they enjoy most and order the 
activities from one to five, with one being the most enjoyable and five being the 
least enjoyable. Ask students why they enjoy the noted activities. Point out to 
students that often people most enjoy doing the things at which they excel. 

Part II   We Have Skills (20 minutes)

Purpose: Students define the concept of skill and identify the skills that relate to 
their interests.

 1. StudentS define “Skill.” 

Write the word “skill” on the board. Have the class brainstorm a definition 
for the word. Then, have a volunteer read a definition from the dictionary. 
(Merriam-Webster defines “skill” as “a developed aptitude or ability.”)

Select one of the discretionary time activities that students listed earlier. Elicit 
from students the skills needed for that activity. For example, coordination; 
the ability to jump, move fast, throw, catch, and aim; and teamwork are need-
ed to play basketball.

Point out to students that almost all of their discretionary time activities dem-
onstrate specific skills. Explain that the skills people bring to a job are the 
talents, gifts, and abilities that they possess. Tell students that knowing their 
gifts, talents, or abilities—and how these things translate into jobs—will help 
them target potential careers and professions.

 2. StudentS identify the SkillS that relate to their favorite 
activitieS.

Divide the class into groups of three or four students, and distribute one copy 
of the “Skills” activity sheet (#3) to each student. 

Tell students to look at their top five favorite activities from the “Real Time 
Tally” activity sheet (#2) and choose three activities to consider. Instruct stu-
dents to work with their groups to identify the skills needed to excel at each 
activity they wrote on the top half of their “Skills” activity sheet (#3).

After students have finished working, discuss the skills they listed. Encourage 
students with similar interests to add skills that they had not thought of. List 
several skills on the board, and have students brainstorm a variety of activities 
and interests that might utilize those skills.

Tell students to leave the bottom half of the activity sheet blank for now.
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 3. StudentS explore the three Skill groupS.

Distribute the “Three Skill Groups, Many Occupations” activity sheet (#4) to 
students.

Explain to students that most skills can be categorized into one of three dif-
ferent groups: people/animals, things, and information. Define each group 
and discuss as needed. Elicit suggestions from the class for completing the 
activity sheet, and have students fill in the blanks. Student responses may 
include some of the following: 

• People or Animals: serving, counseling, advising, managing, performing, 
consulting, persuading, communicating, supervising, negotiating 

• Things: fixing, operating equipment, physical/athletic effort, handling 
objects, working with the environment

• Information: planning, developing, creating, improving, designing, orga-
nizing, researching, visualizing, adapting, evaluating, computing, observing

Instruct students to brainstorm occupations or careers for each skill group. 
Have groups share their occupation lists with the class.

 4. StudentS identify and evaluate their SkillS in termS of the three 
Skill groupS.

Refer students to the bottom half of the “Skills” activity sheet (#3). Explain 
that they are now going to complete this activity sheet by categorizing the 
skills they listed in the three columns. Have them list each skill under its 
appropriate heading.

When students have finished working, have them total the number of skills 
in each group. Ask students to share what they think that information reveals 
about their interests.

Point out to students that, usually, the profession that would be most inter-
esting to them is the one at which they would do best. Remind them of the 
calculation that they made in the starter, and suggest that their profession 
should be something that interests them a great deal.

Part III   Interests + Skills + Learning Styles = Careers (30 minutes)

Purpose: Students connect learning styles to the three main skill groups.

 1. StudentS review the different learning StyleS.

Ask students to recall the learning style activities that they did in Module 
Six: Skills for School and Beyond. Elicit the following list of learning styles 
from the class and write it on the board: athletic/body, musical, visual/
spatial, mathematical/logical, verbal/linguistic, social/interpersonal, and 
intrapersonal.
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 2. StudentS evaluate intereSt categorieS in termS of learning Style 
profileS.

Divide students into groups of four or five, and distribute scissors. Have stu-
dents cut out the learning style labels on the bottom of their “Real Time Tally” 
activity sheets (#2) from part II. Then, have them match the learning styles to 
the skill groups on the “Skills” activity sheet (#3). Tell them that more than one 
learning style may be appropriate for each skill group.

When students have finished working, have the groups share their results. 

 3. StudentS evaluate their perSonal data.

Tell students that they are now going to put their interests, their learning 
styles, and the skill groups all together. Tell students to complete the follow-
ing sentences independently: 

• My favorite activity is _______. 

• My learning style is ______. 

• My preferred career skill group category is ________.

Have students consider if the categories complement or clash, and if their 
learning styles are compatible with their activity preferences and the career 
categories. Discuss what they can conclude if the three answers complement 
each other and what they can conclude if they clash.

Conclusion (2 minutes)

Ask students to summarize why it is important to assess our talents and interests. 
Elicit from students the following key points that were taught in this lesson:

• Work is a large part of our adult lives; therefore, it is important to choose a 
career or profession that we enjoy.

• Our interests, hobbies, and favorite activities involve skills that can be applied 
to jobs or careers.

• Identifying our interests, skills, and learning styles gives us important 
information about the kinds of work or careers we should explore.

Questions for Assessment

1. List one of your favorite after-school activities and the skills that you use for it.

2. How does your learning style complement your skills and interests?

3. How can knowing your skills, interests, and learning styles help you in the 
future?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “I never did a day’s work in my 
life. It was all fun.” —Thomas Edison, 
inventor

Activity: Have students read and 
interpret this quote. Have them discuss 
careers that would be “all fun.” 

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create  
flowcharts that depict the progression 
of strengths and interests to careers.

Have students share their charts with 
the class or hang them on the walls.

Extension: Writing in Your Journal

Activity: Have students write about 
why it is important to choose a career 
based on their talents and interests. 

Have students discuss careers that  
they know they are not interested in 
pursuing.

Extension: Using Technology

Activity: Have students choose careers 
that interest them and that match their 
skills. Ask students to access and list 
websites that might be used as resources 
for people in those careers.

Have students share their lists with the 
class. Create a “master list” of website 
resources for students to use.

Extension: Homework

Activity: Ask students to list their 
interests and talents. Have them look 
at a college catalog and choose three 
classes that match their listed talents 
and skills.

Have students write a few paragraphs 
describing how these classes and their 
skills/interests are related.

Extension: Additional Resources

Activity: Have students review the list 
of 18 very odd jobs from The Book of 
Lists by David Wallechinsky and Amy 
Wallace.

Have students categorize each job 
based on the categories presented in 
this lesson.



Module Seven: A Game Plan for College/Higher Education High School

©
 2

01
9 

O
ve

rc
om

in
g 

O
bs

ta
cl

es
 Module Seven | leSSon 1 | ACtivitY SHeet #1 317x

Real Time
F

o
r o

n
e w

eek, reco
rd

 th
e am

o
u

n
t o

f tim
e yo

u
 sp

en
d

 o
n

 each
 activity yo

u
 d

o
. W

rite in
 after-sch

o
o

l 
o

r p
art-tim

e jo
b

s, sp
o

rts o
r o

th
er h

o
b

b
ies, ch

o
res, read

in
g

 fo
r p

leasu
re, talkin

g
 o

n
 th

e telep
h

o
n

e, 
d

ates, an
d

 so
 o

n
.

D
a

y:

m
orning:

afternoon:

evening:

T
o

T
a

l
s:

m
inutes/hours

sleeping:
school:
eating:
T

V
:

telephone:
other activities:
_______________
_______________
_______________
_______________
_________________

D
a

y:

m
orning:

afternoon:

evening:

T
o

T
a

l
s:

m
inutes/hours

sleeping:
school:
eating:
T

V
:

telephone:
other activities:
_______________
_______________
_______________
_______________
_________________

D
a

y:

m
orning:

afternoon:

evening:

T
o

T
a

l
s:

m
inutes/hours

sleeping:
school:
eating:
T

V
:

telephone:
other activities:
_______________
_______________
_______________
_______________
_________________

D
a

y:

m
orning:

afternoon:

evening:

T
o

T
a

l
s:

m
inutes/hours

sleeping:
school:
eating:
T

V
:

telephone:
other activities:
_______________
_______________
_______________
_______________
_________________

D
a

y:

m
orning:

afternoon:

evening:

T
o

T
a

l
s:

m
inutes/hours

sleeping:
school:
eating:
T

V
:

telephone:
other activities:
_______________
_______________
_______________
_______________
_________________

D
a

y:

m
orning:

afternoon:

evening:

T
o

T
a

l
s:

m
inutes/hours

sleeping:
school:
eating:
T

V
:

telephone:
other activities:
_______________
_______________
_______________
_______________
_________________

D
a

y:

m
orning:

afternoon:

evening:

T
o

T
a

l
s:

m
inutes/hours

sleeping:
school:
eating:
T

V
:

telephone:
other activities:
_______________
_______________
_______________
_______________
_________________



Module Seven: A Game Plan for College/Higher Education High School

©
 2

01
9 

O
ve

rc
om

in
g 

O
bs

ta
cl

es
 Module Seven | leSSon 1 | ACtivitY SHeet #2 318x

REal time tally
T

here are 168 hours in the w
eek. H

ere is how
 I spend m

y tim
e:

sleeping:  ____________________________________ 
other activities:

school:  ______________________________________ 
 ___________________________________________

eating:  ______________________________________ 
 ___________________________________________

w
atching T

V
:  ________________________________ 

 ___________________________________________
talking on the telephone: _______________________ 

 ___________________________________________
T

o
p F

iv
e F

a
v

o
r

iT
e a

c
T

iv
iT

ie
s:

1. ___________________________________________
2. ___________________________________________
3. ___________________________________________
4. ___________________________________________
5. ___________________________________________

L
E

A
R

N
IN

G
 S

T
Y

L
E

S
 (T

o the teacher: Save for part 3.)
C

ut out each learning style. T
ape them

 to the bottom
 of the appropriate skill category on the “Skills” activity 

sheet.

A
thletic, 
B

ody

A
thletic, 
B

ody

A
thletic, 
B

ody

M
usical

M
usical

M
usical

V
isual, 

A
rtistic

V
isual, 

A
rtistic

V
isual, 

A
rtistic

M
athem

atical, 
L

ogical

M
athem

atical, 
L

ogical

M
athem

atical, 
L

ogical

V
erbal, 

L
inguistic

V
erbal, 

L
inguistic

V
erbal, 

L
inguistic

S
ocial, 

Interpersonal

S
ocial, 

Interpersonal

S
ocial, 

Interpersonal

S
ocial, 

Intrapersonal

S
ocial, 

Intrapersonal

S
ocial, 

Intrapersonal



Module Seven: A Game Plan for College/Higher Education High School

©
 2

01
9 

O
ve

rc
om

in
g 

O
bs

ta
cl

es
 Module Seven | leSSon 1 | ACtivitY SHeet #3 319x

skills
P

ick three of your favorite activities. L
ist the skills needed for each below

.

 
A

ctivity: 
A

ctivity: 
A

ctivity:

 
Skills: 

Skills: 
Skills:

L
ist each skill above under the appropriate heading below

. C
ount the num

ber of skills 
and w

rite the total below
 each box.

 
PE

O
PL

E
 (or A

N
IM

A
L

S) 
T

H
IN

G
S 

IN
FO

R
M

A
T

IO
N

 
L

earning Style(s): 
L

earning Style(s): 
L

earning Style(s):

T
O

T
A

L
: ________ 

T
O

T
A

L
: ________ 

T
O

T
A

L
: ________

W
ith the skills I have, I m

ight enjoy a job, career, or profession w
orking w

ith ________________ 
__________________________________________________________________________________



Module Seven: A Game Plan for College/Higher Education High School

©
 2

01
9 

O
ve

rc
om

in
g 

O
bs

ta
cl

es
 Module Seven | leSSon 1 | ACtivitY SHeet #4 320x

T
h

r
e

e s
k

ill g
r

o
u

p
s, M

a
n

y o
c

c
u

p
a

t
io

n
s

A
.  P

eople (or A
nim

als)
• 

helping or caring for
• 

entertaining
• 

teaching
• 

coaching
• 

_____________
• 

_____________
• 

_____________
O

ccupations
• 

_____________
• 

_____________
• 

_____________
• 

_____________
• 

_____________
• 

_____________

B
. T

hings
• 

repairing
• 

operating vehicles
• 

using tools
• 

w
orking w

ith nature
• 

_____________
• 

_____________
• 

_____________
O

ccupations
• 

_____________
• 

_____________
• 

_____________
• 

_____________
• 

_____________
• 

_____________

C
.  Inform

ation
• 

planning
• 

creating
• 

designing
• 

organizing
• 

_____________
• 

_____________
• 

_____________
O

ccupations
• 

_____________
• 

_____________
• 

_____________
• 

_____________
• 

_____________
• 

_____________



Lesson

Determining the Training 
and Education You’ll Need*

A G E N D A
SeSSion 1
n Starter
n Help Wanted (Present Tense)
n Help Wanted (Future Tense)
n Questions for Assessment—Session 1
SeSSion 2
n He Knows Someone Who Knows Someone
n The Inside Scoop
n Thank You for Your Time
n Conclusion
n Questions for Assessment—Session 2

Students will research the importance of higher education to achieving career 
goals.

Students will learn how to prepare for a career.

Materials Needed

SeSSion 1

• One copy of the “We Work” activity sheet (#5) for each student (Part I)

• One copy of the “If U Cn Rd Ths” activity sheet (#6) for each student (Part II)

• Several pages of classified ads, enough for each pair of students to have a page 
(Part II)

321*This lesson is designed to take two class sessions.

2

Objectives



SeSSion 2

• Completed “We Work” activity sheets (#5) (Part I)

• Five or six index cards for each student (Part I)

• One copy of the “Can We Talk?” activity sheet (#8) for each student (Part I)

• One copy of the “Thank-You Letter” activity sheet (#9) for each student  
(Part III)

SESSION 1
Starter (2 minutes)

Write the following quote on the board: 

 “Knowledge itself is power.” —Francis Bacon

Ask the class what the quote means in terms of a job or how it applies to the 
world of work. (Students may answer that knowing what it takes to do a job well 
gives you a sense of power and feelings of accomplishment.)

Tell students that in this lesson they will examine their work experience and apply 
their experience and skills to exploring future careers. They will also identify the 
education that they need.

Part I   Help Wanted (Present Tense) (25 minutes)

Purpose: Students explore how to find and get part-time jobs. 

 1. StudentS brainStorm and Share employment experienceS.

Distribute the “We Work” activity sheet (#5). Tell students to fill in the chart 
with information about part-time or after-school jobs that they have or have 
had. Remind students of work they might forget to include, such as babysit-
ting, moving, painting, or gardening.

In the first column, have students list three after-school, weekend, or other part-
time jobs that they currently have or have had in the past. Ask volunteers to share 
the jobs that they listed. Then, ask the class to brainstorm other possible part-time 
or after-school jobs, and write these on the board. 

 2. StudentS identify placeS to find employment.

For the second column, ask students, “How did you discover that the jobs 
existed or were available?” Have them write their answers in the second 
column. (Students may say that they heard about the job from family members or 
neighbors, saw a help wanted sign in a store window, or read a notice posted in a 
supermarket or on community bulletin board.) Have the class brainstorm ideas 
for the jobs listed on the board.
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 3. StudentS identify what they did to get the jobS.

Tell students to write what they did to get the jobs in the third column. 
(Students may say they called and met the prospective employer, spent some time 
with a youngster in need of babysitting or tutoring, did an internship, etc.) Have 
the class brainstorm ideas for the jobs listed on the board.

 4. StudentS identify SkillS needed for their jobS.

In the fourth column, students should write the skills that they need to perform 
the jobs. Have students share their responses. As students listen to their 
classmates, they may discover that they use more skills than they suspected.

 5. StudentS relate job SkillS to education and evaluate the 
education and training needed for the jobS they have or could 
have now.

Ask, “Which skills on your charts can you learn in school?” Guide students to 
relate appropriate skills to school courses, especially English and math.

For each job and skill set on the chart, ask students, “How can a good edu-
cation help you to do these jobs better or earn you more money?” Students 
should conclude that a good education enhances your skills. With stronger 
skills you can work faster, have greater responsibilities, and earn more money. 

Have students complete the sentences below the chart describing their expec-
tations and the reality of the jobs they have or have had.

Part II   Help Wanted (Future Tense) (25 minutes)

Purpose: Students use a variety of resources to determine the education needed for 
different careers.

 1. StudentS learn to read the abbreviationS uSed in claSSified adS.

Distribute copies of the “If U Cn Rd Ths” activity sheet (#6) to students. 
Explain that employers use abbreviations when placing job ads to save money. 
Tell students that they should use this sheet as a reference while they are look-
ing through the classified ads. 

Pass out a page of classified ads to each pair of students. Give students two 
minutes to read through the ads. Have them find and circle the abbreviations 
from the handout that appear on the ad page. Suggest that they find (or think 
of) other abbreviations to add to the list. 

 2. StudentS reSearch the education and training needed for 
different jobS.

Tell students to underline the training or education needed for each job and, 
if given, circle the salary. 

Ask students to draw conclusions about the relationship between one’s  
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education or training and earning potential. Guide students to recognize that 
the more education they have, the better their earnings will be. 

3. StudentS explore the internet for information about jobS and
companieS.

Ask students, “If you wanted to be an animator or basketball coach, what 
companies might you want to work for?” List some well-known companies 
and sports organizations on the board.

Then, ask (for example), “What would it be like working for Disney or the 
NBA? How can you find out more about these companies?” Lead students to 
understand that they could find out more about that company by talking to 
someone from the company, calling for a company brochure, or by exploring 
company websites.

If possible, search the internet with students for information on different 
companies in which students are interested. 

Point out to students that they will use the same techniques they are practic-
ing now to learn more about careers later on, when they are actually looking 
for jobs.

Questions for Assessment—Session 1

1. Interview family members or adults. Ask them how they first heard about any
job they have had and what steps they took to get the job.

2. List three skills that you will need to get a good job. Which of these skills can
you learn in school?

SESSION 2
Part I   He Knows Someone Who Knows Someone (15 minutes)

Purpose: Students develop questions to ask people in a chosen career and brain-
storm ways to contact professionals.

1. StudentS recognize that people in a profeSSion know the moSt
about that job or career.

Review the sentences that students completed at the bottom of their “We
Work” activity sheets (#5) at the end of session 1, part I. Explain that working
at a job is the best way to find out about the job and the skills that it requires.

Explain to students that they can gather information about careers directly
from professionals through informational interviews. Point out to students that
unlike most interviews, in which they answer questions, they ask the questions in
an informational interview.



 2. StudentS develop a liSt of queStionS to aSk at an informational 
interview.

Ask students what they would like to know about a career or profession. Write 
student responses on the board. 

Have students turn the items on the list into polite questions. Give each stu-
dent five or six index cards on which to write their questions, one question 
per card. Guide students to organize their questions by having them identify 
what they would ask first, second, and so on. (Here are some sample questions: 
What are your responsibilities? What do you like best about your job? What do you 
like least? What part of your education was the most useful? What advice would 
you give to someone interested in this kind of work?)

Instruct students to number their cards and save them to use when preparing 
for an informational interview.

 3. StudentS brainStorm wayS to contact potential intervieweeS.

Ask students to brainstorm ways to contact people whom they might be able 
to interview about a career. Write their suggestions on the board. Guide 
students to include family members, websites, classified ads, school guidance 
counselors, teachers, and people in the community as potential sources. 

If students are interested in fields in which they don’t have any contacts, explain 
that just as schools have guidance counselors, companies have human resources 
(HR) or personnel departments. Often, a person’s first contact with a potential 
employer will be through the HR department. Suggest contacting a business’s 
HR department as an avenue for finding someone to interview. 

 4. StudentS role-play aSking for an informational interview by 
telephone and develop a telephone Script.

Ask two student volunteers to role-play asking for an informational interview by 
telephone. When students have finished, elicit comments from the rest of the 
class about what they saw. Have another set of volunteers repeat the role play.

Demonstrate, or have volunteers demonstrate, correct and incorrect telephone 
manners. For example, ask students if saying “Put Ms. Jones on the phone” or 
“May I speak to Ms. Jones?” is correct. 

Distribute copies of the “Can We Talk?” activity sheet (#8). Use that handout to 
develop a class script that students can use when making their phone calls. 

Part II   The Inside Scoop (25 minutes)

Purpose: Students learn more about a job or career in a chosen field by preparing 
to personally interview someone in that field. 
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 1. StudentS diScuSS the importance of firSt impreSSionS.

Discuss the saying “You only have one chance to make a good first impres-
sion” with students. Ask students to describe how this saying applies to pre-
paring for an interview. 

Ask students how these informational interviews compare with a job or col-
lege interview. Lead students to understand that informational job interviews 
are no different from “real” job or admission interviews. All involve present-
ing your best self and making the best impression that you can. 

 2. StudentS review appropriate dreSS, behavior, and mannerS for 
interviewing.

Review appropriate dress for an interview, including business attire, makeup, 
accessories, and hairstyles. Also review appropriate behavior, including pos-
ture, manners, language, handshakes, and active listening.

Take a few minutes to discuss the importance of eye contact and a good, firm 
handshake. Divide the class into two even groups, and have each group stand 
in a line facing the other group. Tell one line of students to walk up to the 
person facing them, make eye contact, introduce themselves, and shake hands. 
Then have one line of students move one place to the right and repeat. 

 3. StudentS make an interview to-do liSt.

Divide students into groups of four or five and instruct them to summarize 
what they have learned about preparing for an interview by creating an inter-
view to-do list. Allow groups about 10 minutes to work. 

When students have finished, ask each group to share its results. (The lists 
should include these points: Bring a list of questions, bring a notebook and a pen or 
pencil to take notes, sit up straight, be polite, and listen carefully. Before leaving, 
thank the person for his or her time, shake hands again, and smile.)

 4. StudentS role-play interviewing and being interviewed.

Divide students into pairs and instruct them to use their list of interview ques-
tions to role-play an informational interview. Tell the students being inter-
viewed to make up appropriate answers, and encourage interviewers to ask 
new questions based on the answers received. When students have finished, 
reverse the roles so that everyone has the chance to play both parts. 

Part III   Thank You for Your Time (10 minutes)

Purpose: Students will follow up their informational interviews with thank-you  
letters.

 1. StudentS brainStorm appropriate follow-upS.

Ask students if they have ever written a thank-you note or sent a thank-you 
card and why. (Responses should include thanking a relative or friend for a gift 
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or some other act of kindness.) Ask students why sending a thank-you note to the 
person whom they interviewed is a good idea. Help them understand the value 
of thanking a working person for taking time to give them information and 
guidance. Share with them that a personal follow-up will also help make a good 
“last” impression on the interviewee. 

 2. StudentS create a thank-you note form letter.

Distribute the “Thank-You Letter” activity sheet (#9). Review the parts of 
a letter (header, salutation, body, closing, and signature) as needed. Explain 
that this note should be short and to the point. 

Elicit suggestions from students about the content of the letter. Guide stu-
dents to the realization that the letter should thank the interviewee for his or 
her time and restate the purpose for the interview. Tell students that they may 
also want to include a sentence mentioning something of particular interest 
that they learned. 

Allow students about five minutes to draft a thank-you letter to the role-play-
ing partners they interviewed in part II of this session. Remind them to write 
something that they could use following an actual interview. When students 
have finished, have volunteers share their letters.

Conclusion (5 minutes)

Ask students why informational interviews are important. Elicit from students the 
following key points that were taught in this lesson:

• The jobs students have or have had require skills, and the process of getting 
these jobs can be applied to learning more about career goals. 

• There are many sources for jobs and for information about jobs and careers. 

• Asking questions of someone in a job is the best way to find out what the job 
is really like and what educational background and skills are needed.

• Making a good first impression is important; good grooming, appropriate 
dress, polite manners, and a positive attitude will help you gain access to the 
people and skills that will lead to the achievement of your career goals.

Questions for Assessment—Session 2

1. Make a plan for an informational interview. In your plan, include the profes-
sion you are interested in, whom you would contact, how you would contact 
this person, and a list of questions that you would ask.

2. List three ways in which an informational interview can be more informative 
than simply reading about a job.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Not all learning comes from 
books. You have to live a lot.” –Loretta 
Lynn, country music singer

Activity: Ask students to list five skills 
they have learned outside of school.

Extension: Addressing Multiple 
Learning Styles

Activity: Divide students into groups 
of three or four, and assign each group 
one of the following topics: good 
grooming, appropriate dress, polite 
manners, and positive attitude. Have 
students prepare a dance, song, essay, 
series of “if/then” statements, graph, 
dialogue, poem, or diary entry that 
explains why that skill is important. 

Have groups present their work to the 
class.

Extension: Writing in Your Journal

Activity: Have students write about 
a time when their first impression of a 
person was wrong. Have them identify 
how the impression was wrong and 
why it changed.

Discuss the importance of giving a 
good first impression and the difficulty 
of recovering from a poor first impres-
sion.

Extension: Using Technology

Activity: Have students use a desktop 
publishing program to create pamphlets 
about a career that they find interesting. 
Ask students to include the training and 
education required for that career.

Have students display their pamphlets 
and ask each other questions about the 
careers.

Extension: Homework

Activity: Have students interview 
someone at home about his or her 
job. Students should gain information 
regarding the necessary skills and edu-
cation, how the person’s first interview 
was structured, what he or she had to 
learn on the job, and so on. 

Have students transcribe the entire 
interview.

Extension: Additional Resources

Activity: Have students review CNN 
Money’s list of great careers at http://
money.cnn.com/pf/best-jobs/.

Have students brainstorm a list of inter-
esting jobs and determine the amount 
and type of training and education 
required for each.
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Part-time,  How I found  How I got  Skills I use  
after-school,  the job the job on the job 
weekend jobs

1.

2.

3.

We Work

Complete these sentences for one of the jobs above:

The skills I used while working as a ___________________________ included 

___________________________, ___________________________, and 

___________________________.

I discovered that I could have ___________________________ if I’d known more about 

___________________________.

The extra knowledge I needed can be found ___________________________.
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Abbreviation Meaning
EOE  equal opportunity employer

FT full time

PT  part time

expd. or exp. experienced/experience

req. or req’d required

wpm words per minute (that you can accurately type) 

/hr.  per hour 

BA bachelor of arts degree

BS bachelor of science degree

immed immediate

sal salary

attn attention

pls please

prfd preferred

sks skills

grt great

_____ ______________________

_____ ______________________

_____ ______________________

_____ ______________________

_____ ______________________

_____ ______________________

IF U cn rd ths
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Me: Hello, ________________________________.

recepTionisT: Whom may I say is calling?

Me: My name is ________________________________.

recepTionisT: What is this in reference to?
Me:  I am a student at ________________________________. My class 

is learning about different careers. I would like to interview 
______________________________ about the work that he/she does. Would 
_____________________________ have 10 or 15 minutes to meet with me?

recepTionisT: Please hold.

inTerviewee: Hello. This is ________________________________.

Me: Hello. My name is ________________________________. I am a student at 
 ________________________________. My class is learning about different  
  careers. I would like to interview you about your work. Would you have 

10 or 15 minutes to meet with me?

inTerviewee: I can see you on ________________________________ at 
 ________________________________. Is that convenient?
Me:  Yes. Thank you very much. I look forward to meeting you on ______ at 

______.

OR

inTerviewee:  I am sorry, but I will be out of town for the next two weeks. Let me 
  transfer you to my colleague, ________________________________. He/she 

may be able to help you.

Me: Thank you very much.

Can we talk ?
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[date]

[name]
[company]
[address]

Dear ________________________________,

 Thank you for taking the time to meet with me on _______________________________
I enjoyed hearing about _______________________________________________________________

 I was very interested to learn that __________________________________________ 
_____________________________________________________________________________
_____________________________________________________________________________

 I enjoyed meeting you and learning more about ________________________________
Thank you again for your time.

Sincerely,
[signature]
[typed name]

thank-you letter



 Lesson

 Choosing the Right Place: 
 Colleges, Universities,  
 and Technical Schools

A G E N D A
n   Starter
n   Two-Year Colleges, Four-Year Colleges
n   Narrow the Field
n   The Right Stuff
n   Conclusion
n   Questions for Assessment

Students identify the differences among universities, colleges, community col-
leges, and technical schools.

Students will clarify their postsecondary education needs in terms of schools’ 
strengths, requirements, tuitions, and locations.

Materials Needed

• A local road or transit map (Starter)

• An assortment of college descriptions, brochures, and catalogs from 
your school library, enough for each pair of students (Include four-year, 
community, and technical colleges, with an emphasis on local schools.) (Part I)

• One copy of the “College Survey” activity sheet (#10) for each student (Parts I 
and II)

• One copy of the “Narrowing the Field” activity sheet (#11) for each student 
(Part II)

• One copy of the “Prep for College” activity sheet (#12) for each student  
(Part II)

• One copy of the “Bronx Roots Still Nurture Career Paths” activity sheet 
(#13) for each student (Part III)
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Starter (3 minutes)

Show students a local road or transit map. Point out the locations of the school 
and another landmark. Ask, “How would you get from the school to this land-
mark?” Let the class discuss various routes and options. Ask, “What is the best way 
to get there? What do you need to know in order to make the trip?” (The best way 
is probably the most direct route. You need to know the roads and/or transportation 
options in order to identify the most direct or best route.) 

Tell students that rewarding careers are the destinations and colleges, universities, 
and technical schools are the different options for getting there. Explain that they 
will begin to explore the different post–high school roads available.

Part I   Two-Year Colleges, Four-Year Colleges (15 minutes)

Purpose: Students understand the differences between two-year colleges and four-
year colleges.

 1. StudentS read about different typeS of collegeS. 

Tell students that they are going to investigate some of the postsecondary 
education options available to them. Divide the class into pairs, and give each 
pair of students a description, brochure, or catalog from a local college. 

Explain to students that each pair is going to present their college to the rest 
of the class. As students read about their colleges, have them underline or 
circle any words or terms that need defining or further discussion. Discuss and 
define the following, along with any other terms students may be confused 
about, as needed:

• Community colleges: These are local colleges that offer associate’s degree 
programs that usually take two years of full-time study. Many students 
transfer to a four-year college to earn their bachelor’s degree.

• Technical/occupational/vocational schools: These schools provide occu-
pational training that leads to a diploma or certification in a field. Some 
community colleges offer joint programs with technical schools so that 
students can earn college credits along with their vocational training.

• Four-year colleges: Four-year colleges offer bachelor’s degree programs 
that require approximately 120 credits to graduate and usually take four 
years of full-time study.

• Universities: Universities are large institutions that include a college of arts 
and/or sciences, professional schools, and graduate studies. Like four-year 
colleges, universities also offer undergraduate degrees. 

In their presentations, students should include information on degree pro-
grams, tuition, location, transportation options, entrance requirements, clubs, 
facilities, and sports. Give students a few minutes to prepare their presenta-
tions. 
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 2. StudentS Share information about different collegeS. 

When students are finished working, distribute the “College Survey” activity 
sheet (#10). Have each pair present its school to the class. As students listen 
to their classmates, have them use the activity sheet to note information they 
think is important or find interesting.

 3. StudentS match careerS/profeSSionS with two-year and four-year 
collegeS.

Have students use the notes on their “College Survey” activity sheet (#10) to 
find one or more colleges that fit the jobs, careers, or professions that interest 
them. Tell them to mark career-appropriate colleges on their activity sheets. 
Have students consult with their partners to verify their choices and answer 
any further questions. 

    Part II  Narrow the Field (15 minutes)

Purpose: Students identify factors that influence school choice, including tuition, 
location, and requirements.

 1. StudentS compare tuition and other coStS.

Distribute the “Narrowing the Field” activity sheet (#11). Have students select 
three colleges from their “College Survey” activity sheets (#10), and write 
the names of these colleges at the top of each column on the “Narrowing the 
Field” sheet. 

Direct each pair to compute the cost of a degree at the colleges in which they 
are interested (generally 60 credits for associate’s degrees and 120 credits for 
bachelor’s degrees). Have students discuss the information with their partners and 
write it on their “Narrowing the Field” activity sheets. 

Students will be surprised and probably discouraged at the cost of higher edu-
cation. Tell them that in future lessons they will learn about different ways to 
pay for their education, including scholarships, grants, and loans. 

 2. StudentS conSider location and tranSportation factorS.

Ask pairs to analyze their colleges in relation to where they live. Could they 
commute? Is there public transportation? Would they need a car? Would 
they have to live on campus or close to the school? Have each pair review the 
transportation information on their “College Survey” sheet and add it to their 
“Narrowing the Field” sheets.

 3. StudentS compare college entrance requirementS.

Write the following terms on the board: “SAT scores,” “GPA,” “class rank,” 
and “personal interview.” Explain these terms to students as needed. Because 
there are limited facilities, colleges have requirements such as these in order to 
select students from among those who apply. 

 leSSon 3  CHooSinG tHe riGHt PlACe: ColleGeS, univerSitieS, And teCHniCAl SCHoolS 336x



Direct students to research the specific requirements for the schools in which they 
are interested. Then, distribute the “Prep for College” activity sheet (#12) to stu-
dents. Have students check off the courses that they have already taken and make 
note of the requirements that they have yet to complete. Have students add the 
new information to complete their “Narrowing the Field” activity sheets. 

 4. StudentS conSider other factorS related to chooSing a college.

Write the following terms on the board: “campus,” “facilities,” “sports,” and 
“clubs.” Elicit from students a definition for each term.

Discuss with students why these factors should be considered when choosing 
a college. Point out that though it is very unlikely that one school will meet 
all of their needs, they should still look for a school that has as many of their 
ideal characteristics as possible.

Have pairs review their “College Survey” sheets for this information. Give 
students a few minutes to add this new data to their “Narrowing the Field” 
activity sheets.

 5. StudentS rank the collegeS in which they are intereSted.

Point out to students that they now have considerable information about the 
colleges in which they are interested. Tell students to number the colleges in 
their survey from one to three in order of preference (one being the top pref-
erence), and to share their results with their partners. Encourage them to ask 
questions about their classmates’ choices, pointing out, for example, any fac-
tors that may have been overlooked.

Part III   The Right Stuff (15 minutes)

Purpose: Students listen to and discuss a real-life success story and apply what they 
have learned.

 1. StudentS read a real-life SucceSS Story.

Distribute the “Bronx Roots Still Nurture Career Paths” activity sheet (#13). 
Have students read the article alone or in small groups.

 2. StudentS diScuSS the Story and how it might apply to their liveS.

Begin a discussion of the article by asking questions such as the following: 
“What do you have in common with Mr. Cappelli? With Ms. Cruz? Why did 
Mr. Cappelli give Ms. Cruz a job? How do you think Ms. Cruz’s schoolwork 
changed after the first summer she worked for Mr. Cappelli?”

Ask students to consider how a young Louie Cappelli might have benefited 
from this module.
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Conclusion (2 minutes)

Have students review the activity sheets that they completed in this lesson. Ask, 
“What can you do next semester or this summer to make you better prepared for 
college?” Elicit from students the following key points that were taught in this 
lesson:

• There are different kinds of colleges, each offering different degrees.

• Select a college that offers degrees or programs in your field of interest.

• Factors to take into account when choosing a college include tuition, 
location, and entrance requirements.

Questions for Assessment

1. List four factors that are important in choosing a college.

2. Where can you get information on colleges in which you are interested?

3. What steps can you take toward being accepted by the college of your choice? 
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “In all things, success depends 
upon previous preparation, and with-
out such preparation there is sure to be 
failure.” –Confucius 

Activity: Have students write a para-
graph about how the exercises in this 
lesson will help them succeed when 
choosing a college.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students write songs or 
poems that describe their ideal institute 
of higher learning.

Have students recite their poems or  
lyrics to their song.

Extension: Writing in Your Journal

Activity: Have students write about 
what they hope to get out of the insti-
tution they choose to attend.

Have students describe why they think 
they want to attend certain institutions.

Extension: Using Technology

Activity:  Have students take “virtual 
tours” of college campuses by visiting 
the websites of the schools in which 
they are interested.

Have students describe what they saw 
and what was most attractive to them 
about each school.

Extension: Homework

Activity: Ask students to research 
which schools have good reputations 
for programs in the field of study they 
wish to pursue. Ask them why the 
school has a good reputation (e.g., 
because of faculty, research, curricu-
lum, etc.).

Have students make a list of five 
schools that they could possibly attend.

Extension: Additional Resources

Activity: Have students use your 
school or public library to research 
books and articles on applying to  
college.

Ask students to share their findings 
with the class. Compile a list of print 
resources and provide each student with 
a copy. 
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College Survey

Technical Schools Community Colleges Four-Year Colleges/Universities

Name: Name: Name: 
Notes: Notes: Notes: 

Name: Name: Name: 
Notes: Notes: Notes: 

Name: Name: Name: 
Notes: Notes: Notes: 
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 When Louis J. Cappelli graduated from William H. Taft High School in 1949, he 
ended up doing what most of his buddies in the Bronx did: not much. There was a reces-
sion, and jobs were tight. He would walk from his home at Courtlandt Avenue and 160th 
Street, cross Park Avenue and head to their hangout on Morris Avenue and 165th, where 
the biggest attraction some days was watching the street get paved.
 “None of us was working,” he said. “We had a nice time hanging out on the corner, 
shooting pool, listening to music and going to the movies. We made a few dollars deliv-
ering orders.”
 Then came another order.
 “My father said, ‘Louie, get a job,’” Mr. Cappelli said. “My father only had to tell me 
once.” So Louie dressed himself up in his high school graduation suit, bought the New 
York Times and looked in the classified under “Office Boy,” because that was “what I 
thought I was capable of doing.”
 One ad led him to the Standard Factors Corporation. 
 “I was instantly offered the job,” he said. “I started working the same day. And I’ve 
been here ever since.” 
 Has he ever. Louie, the iceman’s son, has gone from the street corner to the corner 
office as the chairman and chief executive officer of Sterling Bancorp, the successor to 
Standard Factors. His 50-year journey left him grateful for life’s many blessings, starting 
with his parents’ work ethic. So when he goes to his Park Avenue office, he remembers 
that road’s northern reaches in his old neighborhood.
 “I never forgot where I come from,” he said. “I tell my colleagues, when you look in 
the mirror, don’t kid yourself about who you are. Don’t try to be anything else.”
 There was a time when others told him to forget about being much of anything. He 
admits to having been an average student, one who sometimes sassed the teachers. Back 
then, his family lived at Morris Avenue and 162nd Street, near Yankee Stadium….
 His father, Peter, who came to America as a teenager, made his living hauling hunks 
of ice. Though he was not educated, he kept track of accounts in his mind. He taught his 
children the value of respecting family and community. Mr. Cappelli’s two brothers and 
sister taught him the value of education, urging him to get an academic diploma at Taft, 
rather than go to the vocational schools that his friends attended.
 He rose through the bank’s hierarchy while earning a degree from City College at 
night. He studied accounting, a discipline that he speaks of reverently. The numbers on a 
spreadsheet, he says, tell stories of businesses and the people who work for them, includ-
ing his bank. He feels a responsibility to them, he said, because at one point or another 
in his career, he probably had their job….
 “I traveled through the ranks, so I know what it’s like. I didn’t come out of Harvard 
Business School and start as a vice president….
 “If you’re smart enough,” he said. “It’s not luck. It’s timing. You need to be in the 
station at the right time.” 

Bronx roots still nurture career Paths
by david gonzalez

 Module Seven | leSSon 3 | ACtivitY SHeet #13 343x



Module Seven: A Game Plan for College/Higher Education High School

©
 2

01
9 

O
ve

rc
om

in
g 

O
bs

ta
cl

es
 Module Seven | leSSon 3 | ACtivitY SHeet #13 344x

 Or the classroom. A few years ago he was Principal for a Day at Taft High School….In 
one sophomore class, Noemi Cruz listened to his corporate success story.
 “How do I get a job at your bank?” she asked, half joking.
 He hired her. She began working summers, and continued after graduation. She is 
now an administrative assistant, working full time while going to New York University at 
night, courtesy of the bank.
 “I want to stay right here,” she said. “Hopefully, I’ll get his office....”
 “I can relate to her,” he said. He snapped his fingers. “Like that, I can relate to her.”

This article is excerpted and reprinted from the New York Times, May 8, 1999.

Bronx roots still nurture career Paths
by david gonzalez



 Lesson

 Applying to Colleges,  
 Universities, and  
 Technical Schools*

A G E N D A
SeSSion 1
n   Starter
n   Step One: Apply
n   Step Two: Take My Application, Please!
n   Questions for Assessment—Session 1
SeSSion 2
n   The Write Stuff: Why?
n   The Write Process
n   Conclusion
n   Questions for Assessment—Session 2

Students will identify the benefits of applying to a range of schools.

Students will practice completing college applications.

Students will write model entrance essays.

Materials Needed

SeSSion 1

• One copy of the “A+ Applications” activity sheet (#14) for each student (Part I)

• Scissors and tape (Part I)

• One copy of the “College Application Planner” activity sheet (#15) for each 
student (Part II)

• College catalogs and brochures (Part II)

• Highlighters (Part II)

345*This lesson is designed to take two class sessions.

4

Objectives



x346 Module Seven  A GAMe PlAn for ColleGe/HiGHer eduCAtion

• One copy of the Common Application for each student (Part II and Session 
2, Part I) (Note: If your guidance department does not have the Common 
Application, you may contact the College Board directly or find it online at 
www.commonapp.org.)

SeSSion 2

• One copy of the “Apply Yourself” activity sheet (#16) for each student (Part I)

• Copies of a sample essay, one for each group of four or five students (This 
essay may be taken from a book on college essays in the school library or 
guidance office.) (Part I)

• One copy of the “Topic Brainstorming” activity sheet (#17) for each student 
(Part I)

• Four or more index cards for each student (Part II)

SESSION 1
Starter (3 minutes)

Write these advertising slogans for a state lottery on the board: “Hey, you never 
know” and “You’ve got to be in it to win it.” Ask students how these ideas could 
connect to applying to and going to college. (Students may answer: if you don’t try, 
you’ll never know what you could accomplish.)

Explain to students that the next two sessions will take them through the step-by-
step process of applying to colleges. 

Part I   Step One: Apply (20 minutes)

Purpose: Students identify the benefits of applying to a range of schools and the 
appropriate steps to filling out applications.

 1. StudentS learn the purpoSe of applicationS.

Divide the class into groups of three or four. Instruct students to consider the 
following situation: 

Suppose that we as a class decided to let five new students join us. We can 
select whomever we want. Much to our surprise, a hundred students want to 
join our class! How will we choose from among them? What would we want 
to know about them? What criteria will we use to select the new students?

Give groups five minutes to develop an application or other admissions 
screening ideas. Then, have them share their ideas with the class. 

Ask students to consider the process that they developed to identify some of 
the reasons for the college application process. Write student responses on the 
board.
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 2. StudentS organize the StepS to filling out college applicationS.

Distribute copies of the “A+ Applications” activity sheet (#14), scissors, and 
tape to the groups. Explain to students that these are the steps they should 
follow when filling out applications, but that they are out of order. 

Instruct students to cut along the dotted lines and arrange the steps in the order 
they think is best. Have them tape their steps together to share with the class.

Discuss the different organizational plans. Have students revise within their 
groups. Tell students to write these steps in their journals or to save the 
activity sheets to use as reminders when they begin the application process.

Part II   Step Two: Take My Application, Please! (20 minutes)

Purpose: Students identify a range of schools to apply to and determine how to 
request admissions applications.

 1. StudentS identify a range of SchoolS to apply to and contact for 
applicationS.

Explain to students that many guides suggest applying to four to six schools 
in three different categories: “reach schools” (less than 50% chance of being 
accepted), “good-shot schools” (50/50 chance), and “safety schools” (bet-
ter than 50% chance). In the previous lesson, students identified three schools 
that interested them. Have them work with partners to review their notes 
and reexamine catalogs/brochures as needed in order to identify their reach 
schools, good-shot schools, and safety schools. 

Distribute the “College Application Planner” activity sheet (#15) to each 
student. Have students write their three school choices (from lesson 3 in this 
module) in the first column.

Read through the steps on the activity sheet to be sure students understand 
each one. Then have students check college catalogs to find out how to 
request applications. As a homework assignment, have students contact the 
schools they listed for applications and write the date of their request on their 
activity sheets.

 2. StudentS review the common application.

Explain to students that many colleges use the Common Application—a  
standardized form that students fill out once and send to multiple schools. 
Distribute copies of the Common Application for students to use as practice. 

Give students highlighters and have them work in small groups to read 
through the Common Application. Let them highlight unfamiliar terms or 
questions. If the group cannot answer the questions, bring the class together. 
Here are some terms that may need explanation: 

• Early Action or Early Decision Candidate
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• SAT or SAT I

• SAT II or Achievement Tests

• ACT: American College Test

• TOEFL: Test of English as a Foreign Language

Tell students that the next session will focus on the essays that many schools 
require as part of the application process.

As a homework assignment before beginning session 2, ask students to find 
interesting first sentences from their favorite books. 

Questions for Assessment—Session 1

1. List the steps to filling out a college application.

2. List one reach school, one good-shot school, and one safety school to which 
you are considering applying. Explain why each school is either a reach, a 
good-shot, or a safety.

3. What is the Common Application?

SESSION 2
Part I   The Write Stuff: Why? (20 minutes)

Purpose: Students understand the purpose of the personal essay and prepare to 
write a model admission essay.

 1. StudentS diScuSS why a perSonal eSSay iS part of the application 
proceSS.

Have students look at the information they’ve written on their practice 
Com-mon Applications. Ask, “How would you feel if a decision about your 
future were made using just this information?” (Students might respond: the 
information is just numbers; it doesn’t tell anything about them as people.)  

Explain that the purpose of the essay is to give each applicant the opportunity 
to present him- or herself as the unique individual that he or she is. Point out 
to students that the essay is not a test; rather, it allows colleges to get to know 
students personally.

Distribute copies of the “Apply Yourself” activity sheet (#16). Give students 
a few minutes to read the article. Have them summarize the information by 
asking them to describe some of the essay-writing tips given in the article. 
(Students may answer: write about something personal, describe the event as it 
happened, don’t try anything off-the-wall unless you are a strong writer.) 



 leSSon 4  APPlYinG to ColleGeS, univerSitieS, And teCHniCAl SCHoolS 349x

 2. StudentS read and diScuSS Sample eSSayS.

Tell students that they are now going to review an essay.

Divide the class into groups of four or five. Distribute copies of a sample essay 
from a library or guidance office resource to each group. Ask students to 
imagine that they are admissions officers reading the essay. Then, give them 
about 10 minutes to read and discuss the essay. Discuss the following ques-
tions as a group:

• What topic did the writer choose?

• What are some examples of sentences that are personal or that contain vivid 
descriptions of an object or action? 

• What did you learn about the writer? 

• Would the writer fit in at our school?

 3. StudentS explore eSSay themeS and topicS.
Refer students to the Common Application. Have them read the directions 
for writing the essay. Distribute copies of the “Topic Brainstorming” activity 
sheet (#17) to students in their small groups. 

Explain to students that it is important to look for an original topic for their 
essays. Interesting or unusual topics make for interesting and unusual essays that 
will stand out. Give groups 10 minutes to brainstorm topics for each category 
on the activity sheet.

When the class is finished, have one group read its list for the first category, 
“Personal Relationships and Influences.” Have the other groups cross out the 
same topics if they appear on their lists. Then have another group read its list, 
and so on. Repeat for “Life Experiences” and “Personal Qualities.” 

Students may be surprised at the number of repeated ideas. How many  
unusual topics did the class come up with? The answer could be none! If time 
allows, regroup students and repeat the activity, or try it again on another day. 
Work until students have brainstormed interesting, unusual ideas to write about.

Part II   The Write Process (25 minutes)

Purpose: Students explore the writing process: looking for topics, choosing the 
important first sentence, and organizing a first draft.

 1. StudentS explore perSonal reSourceS for eSSay topicS. 
As students work through the following activities, remind them that the pur-
pose of the essay is for them to express themselves. You may want to make 
signs in the shape of keys with the following reminders written on them: be 
yourself, be honest, and tell a story rich in details. 

Explain to students that the best topic for their essays will be one that is mean-
ingful to them and about which they know a great deal. Distribute four or more 



index cards to each student. Have students write one extracurricular activity, 
hobby, and work experience on each card. Then, give them five minutes to free-
associate a list of thoughts, ideas, phrases, and images for each card. 

Have students look through their journals and old essays for topics and ideas 
about which to write. Encourage them to discuss their ideas with other stu-
dents using questions such as “Does this topic or theme sound interesting? 
What does it tell you about me?”

Tell students that top-10 lists are another way to generate ideas for topics. 
Have students brainstorm a variety of top-10 lists (e.g., 10 most important 
personal experiences, 10 most important people, 10 best movies, 10 book 
characters you’d like to meet, and so on). 

You might also encourage students to draw clusters around a theme. For 
example, a student might put “work experiences” in a center circle and draw 
a web about their job experiences. Students should see one area of the cluster 
that looks particularly rich and for which they provided many details.

 2. StudentS diScuSS Sample firSt SentenceS.

Ask volunteers to share the first sentences from some of their favorite books. 
Instruct students to tell what they enjoyed most about the book. 

Then ask students, “Why is an interesting first sentence important for your 
personal essays?” (They ought to reply: you want to grab the attention of the 
admissions officer reading your essay so you stand out.)

 3. StudentS review the StepS of the writing proceSS.

Explain to students that the process of writing their personal essays can take 
many months. The more time they allow for it, the better their essays will be. 
Review these writing steps:

• Take notes, writing stream of consciousness. Use index cards or pieces of 
paper folded into sections. Write one idea on each card or in each section. 
Don’t worry about mechanics (i.e., spelling, punctuation, and grammar).

• Organize your notes. Put your index cards or cut-up sections in order.

• Create an outline. Add specific details for each main point.

• Write a first draft.

• Rest the first draft by putting it away for a day or two. 

• Revise and rewrite several days later.

• Rest the second draft, then revise and rewrite.

• Get feedback from peers, teachers, and guidance counselors.

• Revise and rewrite.

• Repeat draft writing, resting, and revising.
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• Proofread. Check spelling, grammar, and punctuation.

• Make a final copy of the essay.

Suggest that when students begin to write essays, they work with writing part-
ners. If necessary, remind students of the guidelines for constructive feedback 
and to use I-Messages and questions when critiquing someone else’s work. 
List appropriate questions or phrases partners can use when reading each oth-
er’s work, such as the following:

• I’m not sure what you mean in this sentence.

• I like these words together—they make me see X.

• I don’t understand how Y led to Z.

• How did X change the way you look at Y?

• I don’t get a sense of how this made you feel.

Conclusion (3 minutes)

Ask students to summarize the steps they must take to apply to college. Elicit 
from them the following key points that were taught in this lesson:

•  Apply to a range of colleges, including reach schools, good-shot schools, and 
safety schools.

• Applications can be obtained over the internet, by phone, or by mail.

• Filling out the application takes time and patience.

• The essay is important because it is your chance to make a personal 
impression. 

Questions for Assessment—Session 2

1. List three of your most important personal experiences, three of the most 
important people to you, and three of your favorite characters from a book or 
movie. Explain why each experience, person, and character is significant for you. 
Which of these topics can be expanded into an essay that would interest you?

2. Describe the steps of the writing process.



x352 Module Seven  A GAMe PlAn for ColleGe/HiGHer eduCAtion

L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Never let the fear of striking 
out get in your way.” –Babe Ruth, leg-
endary New York Yankee

Activity: Discuss how this quote 
relates to applying to colleges, universi-
ties, and technical schools.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create graphs 
of schools in which they are interested. 
Have them include information such as 
degrees conferred; whether the school 
is a reach, good-shot, or safety school; 
requirements; tuition; location; etc.

Have students display their graphs on 
poster paper and hang them around the 
room.

Extension: Writing in Your Journal

Activity: Tell students to brainstorm 
challenges they have faced, why they 
want to pursue a certain course of 
study, what an application won’t tell 
admissions staff, etc. 

Have them outline a possible college 
essay on one of these topics.

Extension: Using Technology

Activity: Have students bring in their 
favorite song—one that they would 
write about in a college essay because it 
represents them. Play the songs for the 
class.

Have students describe why their cho-
sen song represents them.

Extension: Homework

Activity: Have students obtain applica-
tions for the schools to which they wish 
to apply. 

Have students compare and contrast 
the applications they receive.

Extension: Additional Resources

Activity: Have students refer to The 
Best College Admission Essays by Mark 
Alan Stewart and Cynthia C. Muchnick 
and Essays That Will Get You into 
College by Amy Burnham, Daniel 
Kaufman, and Chris Dowhan.

Have students describe the elements of 
a great essay.
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Answer all the questions in detail.

Proofread and revise.

Reread the application before mailing. 
Be sure that the necessary signatures and 
application fee are enclosed.

Read the entire application.

Write a cover letter that draws attention 
to particular strengths or explains a  
situation that the application did not 
cover.

Follow directions carefully.

Write or type neatly.

Mark the deadline on a calendar.

Consider submitting supplemental mate-
rials that illustrate long-term hobbies 
or collections, describe part-time work, 
include an audio or video recording of 
original music or dance performances, or 
contain published poetry or other writing.

Photocopy your final draft.

Make copies of the application for rough 
drafts.

Plan to give yourself plenty of time to 
complete each application.

A+ applications
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Directions: Write the name of one of your top college choices in each column. 
Fill in the dates as you complete each step.

College Application Planner

APPLICATION STEPS COLLEGE: COLLEGE: COLLEGE:

Application requested
Application received
*APPLICATION DUE
Personal data completed
Educational data completed
Test information completed
Family information completed
Honors, extracurricular completed
Work experience completed
Short essay draft 1
 revised
 final
Personal statement outline
 draft 1
 draft 1 revised
 draft 2
 draft 2 revised
 draft 3
 draft 3 revised
 final draft
 proofread
 completed

APPLICATION MAILED
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Every night this fall, Jenna Arnold, 17, 
rehearsed for her high school musical. But 
whenever Jenna had a spare moment, she 
worked on the story of her life. The senior 
from Elkins Park, Pa, doesn’t want to be a 
writer—she hopes to be a set designer one 
day. But to achieve her goal, she knew she 
had to perfect a single, hugely important 
essay.
 Like millions of college-bound seniors, 
Jenna has to wow admissions officers with 
her grades, SAT scores, activities—and a 
personal essay. “It’s the only part of the 
application where you have to express your-
self and tell them who you are,” says Josh 
Berezin, 19, of Shaker Heights, Ohio, who 
turned the essay that helped him get into 
Yale University into the book Getting into 
Yale ($14, Hyperion). “It’s your chance to 
be creative.”
 But that can be tough if you haven’t had 
much practice writing. 
 Parke Muth, assistant dean of admissions 
at the University of Virginia, has seen plenty 
of essay triumphs—and failures. “One of the 
major problems is a lack of focus,” he says. 
“People think they have to come up with 
a huge, important topic—the Middle East, 
abortion. That’s much too large.”
 To help you find your focus, check out 
these tips from Muth, Jenna and Josh:
• Think small. Choose a topic that allows 
you to write from a personal perspective 
and use specific details. Jenna focused on 
her bout with a rare disease, alopecia areata, 
which causes baldness. “There I was, try-
ing to live a normal life and wanting to date 

boys,” she says. “And I was always worry-
ing about my wig falling off.” Jenna chose 
a single, traumatic episode to describe—the 
moment a friend accidentally knocked her 
wig off.
 “I felt my wig slide slowly backward 
down the back of my head, like chocolate 
syrup rolling down a scoop of ice cream. 
My deepest fear became a reality; I was 
exposed. In the sunlight, out in the open, my 
secret was revealed, as were the few patches 
of hair I had remaining on my head.”
• Write vividly. And let the action flow 
naturally. Here’s how Josh described him-
self on the field:
 “Even I have to laugh sometimes. Here 
I am, at 5-foot-8, surrounded by my fellow 
offensive linemen, who average 6-foot-2. It 
must be a sight to see. Me, in the back of the 
huddle, clawing my way back within earshot 
of the quarterback, or stretching up on the 
tips of my toes, straining to read his lips.”
• Be willing to take a risk. Some appli-
cants attach cartoons, write movie scripts or 
ignore the question and take off on fantasies 
of their own.
 “Of course, you can crash and burn, too,” 
Muth says. “Someone who isn’t a strong 
writer probably should not take a risk.”
 But sometimes a risk pays off big. 
Published author Josh says he never imag-
ined himself to be much of a writer. “The 
only piece of advice I can think of is to be 
yourself,” he says. “It sounds stupid and cli-
ched and everything, but that’s the only way 
it’s gonna be good.”

—Joseph D’Agnese

Apply Yourself

*Reprinted with permission from React magazine. Copyright 1998, Advance Magazine Publications, Inc. Uses: Copy machine, 
opaque projector, or transparency master for overhead projector. React magazine grants permission to reproduce this page for 
use in classrooms.
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Write one idea in each box.

Topic brainstorming

Personal 
Relationships and  
Influences

Life Experiences Personal Qualities



Lesson

Discovering Money: 
Scholarships, Grants, and Loans

A G E N D A
n Starter
n Scholarships, Grants, and Loans! Oh My!
n Treasure Hunt
n More Forms!
n Conclusion
n Questions for Assessment

Students will determine the differences between scholarships, grants, and 
loans.

Students will identify scholarships, grants, and loans available from colleges, 
technical schools, the government, and the private sector.

Materials Needed

• Index cards with financial aid terms written on them and a large bag (Part II)

• Books or catalogs on financial aid and/or internet access (Include sources of
information for about 14 groups to do research.) (Part II)

• One copy of the “Here’s the Money” activity sheet (#18) for each student
(Part II)

• One copy of the “Statement of Educational Purpose/Registration
Compliance” activity sheet (#19) for each student (Part II)

• One copy of the FAFSA form for each student (available from your guidance
office or on http://federalstudentaid.ed.gov/fafsa_options.html) (Part III)

• Highlighters, one for each pair of students (Part III)

357

5

Objectives



Starter (3 minutes)

Say to students, “You want to buy a new pair of sneakers, but you don’t have the 
cash. How many different (legal) ways can you think of to get the money for the 
sneakers?” Have the class brainstorm ways to raise money. (Among other things, 
students should suggest: ask a parent for cash, do chores or find a job to earn the 
money, borrow money.)  

Tell students that just as there are different ways to raise or earn money for sneak-
ers, there are different ways to raise or earn money to pay for a college education. 

Part I   Scholarships, Grants, and Loans! Oh My! (10 minutes)

Purpose: Students determine the differences between scholarships, grants, and 
loans and identify questions about financial aid to guide their research.

 1. StudentS underStand the differenceS between ScholarShipS, 
grantS, work-Study programS, and loanS.

Tell students that the cost of college should NOT be the deciding factor in 
their selection of schools. Point out that two of the most expensive schools, 
Harvard and Stanford, give financial aid to more than half of the students they 
accept. Tell them that close to half of all college students receive some sort of 
financial aid. Also, many students work while going to school.

Divide students into eight groups and assign each of the following words to 
the groups (two groups will work on each word): “scholarship,” “grant,” 
“work-study,” and “loan.” Instruct each group to develop a definition for 
their word as they think it relates to financing college.  

When students have developed definitions, ask each group to share their 
results with the class. You may want to have prepared definitions for each of 
these terms. 

 2. StudentS brainStorm financial aid queStionS.

Instruct each group to develop a list of questions that they have about finan-
cial aid and getting money for college. When groups have finished, ask a vol-
unteer from each group to write their questions on the board or chart paper. 
Display the list for students to refer and add to throughout this lesson.

Part II   Treasure Hunt (20 minutes)

Purpose: Students research and report on sources of financial aid. 

 1. StudentS reSearch financial aid SourceS.

Divide the class into pairs or small groups (about 14 groups). Have the fol-
lowing written on index cards and placed in a bag: 
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• Federal Stafford Loan

• Federal PLUS Loan

• Federal Perkins Loan

• Federal Pell Grants

• Federal Work-Study Program (FWS)

• Military and Veterans’ Programs

• Federal Supplemental Educational Opportunity Grant (FSEOG)

• Federal Family Education Loan (FFEL)

• [Name of your state] aid programs

• Athletic scholarships

• Aid for women

• Aid for people with disabilities

• Aid for ethnic minorities

• Local banks

Have each group pick a card from the bag. Then, have groups become finan-
cial aid “experts” about the program, group, or source of aid they have cho-
sen. Tell each group that they are to find as much information as they can, 
and that they will present that information to the rest of the class.  

The following websites and books from the school library or guidance office 
will get students started on their research: 

• www.fastweb.com

• www.finaid.org

• https://studentaid.ed.gov/sa/

• www.collegeboard.com

Give each group one or more copies of the “Here’s the Money” activity sheet 
(#18) to complete. Tell students to fill out this sheet with the information 
they find. Explain to students that at the end of class, you will photocopy all 
of the activity sheets, creating a class set for each student to use for reference 
in the future.



 2. Student groupS Share their findingS with the claSS.

Give each group time to prepare and present the results of their research to 
the class. Remind them to address the list of questions from part I. 

Students will discover that every federal financial aid program requires the 
Statement of Educational Purpose/Registration Compliance. Distribute copies 
of the “Statement of Educational Purpose/Registration Compliance” activity 
sheet (#19). Read through the activity sheet with students and give them time 
to complete it.

 3. StudentS learn about ScholarShip conteStS.

Tell students the story of Benjamin Kaplan, who won $90,000 in scholarship 
contests. He discovered that most scholarship applications asked for an essay, a 
list of activities, an academic transcript, and letters of recommendation. Kaplan 
wrote several essays and adapted them for each scholarship. His themes includ-
ed college plans, career goals, and future contributions to society. He entered 
large national contests and contests available to local students or members of 
organizations. His hunt began in his senior year, but he discovered that there 
are contests for younger students, too. 

Part III   More Forms! (20 minutes)

Purpose: Students examine the FAFSA form.

 1. StudentS work with partnerS to read through the FAFSA form.

Give each pair of students one FAFSA (Free Application for Federal Student 
Aid) form and a highlighter. Tell students to read through the form and high-
light any lines or directions that need clarification. Then instruct students to 
use the resources from part II to answer each other’s questions. 

When students have finished working, have each group share what they 
found. Clarify for students as needed. 

 2. StudentS begin to fill in the FAFSA form.

Help students begin to fill in the form to the best of their ability. If they do 
not finish the form in class, or if students need help discovering some of the 
information on the form, have them complete it at home with their parents 
or guardians. Remind students that their parents/guardians may not want to 
share their financial information with them. When the time comes to submit 
the FAFSA to schools, parents/guardians might choose to complete and sub-
mit it without sharing it with students. Tell students to keep these forms in a 
safe place, so they can use them when they are applying to college.
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Conclusion (2 minutes)

Elicit students’ opinions regarding how this lesson has changed their thinking 
about pursuing a college education. Elicit from them the following key points 
that were taught in this lesson:

• There are many different ways to pay for a college education.

• There is money for college available from schools; local, state, and federal
governments; and the private sector. There are also scholarship contests that
students can enter.

• Applying for any kind of financial aid involves research and filling out forms
carefully, honestly, and on time.

Questions for Assessment

1. What is financial aid? Why is it important to start thinking about financial aid
now?

2. Explain the differences between scholarships, grants, and loans.

3. List and describe five sources of financial aid.
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L E S S O N  E X T E N S I O N S

Extension: Analyzing the Numbers

Activity: Have students visit http://
nces.ed.gov/fastfacts/display.asp?id31 
and identify the statistics that they find 
interesting or surprising. Alternatively, 
you might select some figures from this 
site ahead of time and present them to 
the class.

Discuss the implications of these num-
bers and the opportunity that exists as 
a result.

Extension: Addressing Multiple 
Learning Styles 

Activity: Ask students to create a time 
line of the college application and loan 
processes.

Discuss the importance of deadlines in 
these processes.

Extension: Writing in Your Journal

Activity: Have students begin a jour-
nal entry with,“A college education is 
worth….” 

Have students discuss the importance 
of being able to access the money that 
is available in scholarships, grants, and 
loans.

Extension: Using Technology

Activity: Have students research sourc-
es of scholarships online.

Ask students to list these sources on 
index cards and share them with the 
class.

Extension: Homework

Activity: Ask students to create a bud-
get for one semester of college, includ-
ing tuition, books, room and board, 
and entertainment.

Have students share the budgets they 
have created.

Extension: Additional Resources

Activity: Have students review a book 
about scholarships or visit  
www.fastweb.com.

Have students discuss their options for 
financing a college education.
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Program name: __________________________________

Program 
description:

What you must be  
to be eligible:

What you must do 
while in school:

Loan or grant 
amount or limit:

Repayment begins 
as follows:

How to apply:

When to apply:

Notes:

Here’s the Money
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I hereby affirm that any funds received under the Pell Grant, the Supplemental Educational 
Opportunity Grant, the College Work-Study, the Perkins/Stafford Loan, the Supplemental 
Loans for Students, or the Parent Loans for Undergraduate Students will be used solely 
for expenses related to attendance or continued attendance at the institution below. I fur-
ther understand that I am responsible for repayment of a prorated amount of any portion 
of payments made which cannot reasonably be attributed to meeting educational expenses 
related to attendance at the institution. The amount of such repayment is to be determined 
on the basis of criteria set forth by the U.S. Secretary of Education.

I affirm that to the best of my knowledge, I do not owe a repayment on a Pell Grant, a 
Supplemental Educational Opportunity Grant, or a State Student Incentive Grant pre-
viously received for study at any institution. To the best of my knowledge, I am not 
in default on a Perkins/Stafford Student Loan or a Parent Loan for Undergraduate 
Students. 

___ I certify that I am registered with the Selective Service.
or
___ I certify that I am NOT required to be registered with the 
 Selective Service because
 ___ I have not reached my eighteenth birthday.
 ___ I am a female.
 ___  I am in the Armed Services on active duty. (Members of the  

National Guard and the Reserves are not considered on active duty.)
 ___  I am a permanent member of the Trust Territory of the Pacific  

Islands or the Northern Mariana Islands.

Notice: You will not receive Title IV financial aid unless you complete the statement and, 
if required, provide proof that you are registered with Selective Service. If you state false-
ly that you are registered or that you are not required to register, you may be subject to 
fine, imprisonment, or both.

I certify that the information contained in this application is true and complete. I will noti-
fy the Director of Financial Aid of any change in my family’s financial status in writing.

WARNING: If you purposely give false or misleading information on this form, you may 
get a fine, a prison sentence, or both.

______________________________________________________________      ___________________
Signature Date:
______________________________________________________________     ___________________
Parent or Guardian’s Signature(s) Date:

Statement of educational purpose/
registration compliance
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associate’s degree: A degree presented by a two-year college after the prescribed course 
of study has been successfully completed.

bachelor’s degree: A degree presented by a four-year college or university after the pre-
scribed course of study has been successfully completed.

campus: The grounds of a school, college, university, or hospital.

Common Application: A standardized application form that high school students may 
fill out once and send to a variety of schools.

community college: Colleges that offer associate’s degree programs, and usually require 
two years of full-time study.

credit: Official certification or recognition that a student has successfully completed a 
course of study; a unit of study.

degree: An academic title given by a college or university to a student who has completed 
a course of study.

dormitory: A building for housing a number of students at a school.

grant: Cash awards that need not be repaid.

intercollegiate: Involving or representing two or more colleges.

intramural: Existing or carried on within the bounds of an institution, especially a 
school.

liberal arts: A course of study that includes a wide range of subjects, giving students a 
taste of many different fields and disciplines. 

major: A field of academic study in which a student chooses to specialize.

minor: A secondary area of specialized academic study, requiring fewer courses or credits 
than a major.

scholarship: A grant for financial aid awarded to a student, as for the purpose of attend-
ing college.

tuition: A fee for instruction, especially at a formal institution of learning such as a college.

vocational school: A school that provides training in a special skill or craft to be pur-
sued in an occupation.  

work-study: A program in which students receive money towards their tuition in 
exchange for work performed for a university or college.

Glossary
module Seven: A Game Plan for College/Higher education
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Lesson

Working Toward 
Your Goals*

A G E N D A
SeSSion 1
n Starter
n In the Future
n A Career Hypothesis
n Questions for Assessment—Session 1
SeSSion 2
n A Career Hypothesis: Show Results
n Why Work?
n Conclusion
n Questions for Assessment—Session 2

Students will identify their career goals.

Students will recognize how education can help them achieve their goals.

Students will identify the steps to reaching their career goals.

Students will recognize the importance of present short-term employment to 
achieving their long-term career goals.

Materials Needed
SeSSion 1

• Journals or notebook paper, a dictionary (Part I)

• One copy of the “Classified” activity sheet (#1) for each student (Part I)

• Internet access or books/articles about securing jobs (Part II)

Note: If possible, arrange for a guidance counselor to attend the second half of
session 1 for student interviews.

SeSSion 2

• Poster paper, construction paper, old magazines, tape, glue, markers, scissors,
etc. (Part I) 368

*This lesson is designed to take two class sessions.

Objectives



SESSION 1
Starter (3 minutes)

Write the following quote on the board: 

“The only place where success comes before work is in the dictionary.” 
—Vidal Sassoon, successful entrepreneur and businessman

Ask students to interpret the quote. Discuss the relationship between hard work 
and success.

Explain that in this lesson students will identify careers they might be interested in 
and learn skills that will help them achieve their goals.

Part I   In the Future (15 minutes)
Purpose: Students identify their career aspirations and recognize how education 
can help them achieve these goals.

1. StudentS viSualize their goalS for the future.

Ask students to close their eyes for a few seconds. Say, “Imagine yourself
15 years from now. What are you doing with your life? Remember the lesson
about identifying goals from earlier in this course. Have you achieved those
goals? How are you making a living?”

Ask students to open their eyes. Allow them about five minutes to write in
their journals or on notebook paper what they were thinking as you spoke. Ask
them to include new ideas about the careers they hope to have in the future.

2. StudentS Share their career goalS.

When students have finished writing, ask volunteers to share what they wrote
in their journals. As students share their future goals, write their responses on
the board.

Explain to students that no matter what their goals are, they will need to work
to achieve them.

3. StudentS diStinguiSh between jobS and careerS.

Explain to students that the journal writing they just did was about their
career goals. Ask students if they know the difference between the words
“job” and “career.” If necessary, have two volunteers look up the words in a
dictionary and read the definitions out loud. Lead students to the understand-
ing that “job” refers to working and getting paid. Explain that jobs are often
short term. Tell students that “career” indicates something long term that
people plan for and strive to advance in.

Explain that people change jobs often, especially while they are young. Tell
students that it is also becoming more common for people to change their
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career paths. (Provide an example of this, preferably one from personal experi-
ence or knowledge.) Share with students how statistics indicate that they are 
likely to change careers several times during their lives, and that they will have 
many jobs in each career. Point out that this makes mastering the skills of 
looking for a job important.

Explain to students that you had them begin by thinking about their long-
term career goals because they will ideally choose short-term jobs that fit with 
those goals.

 4. StudentS analyze the requirementS and compenSationS for Several 
jobS.

Distribute the “Classified” activity sheet (#1). Explain to students that they 
are going to compare and contrast different jobs.

Have a volunteer read the mover advertisement out loud to the class. Ask 
students what skills an applicant for this job needs. Have students write their 
responses on the activity sheet in the box labeled “Skills.” Students should 
note that the job does not require experience. 

Ask students if a high school diploma is needed for the job. Instruct students 
to fill in the “School” box appropriately. 

Next, have students identify the job’s pay and benefits. (If students do not 
understand what benefits are, explain health care coverage, vacation time, 
tuition reimbursement, etc.) Have students add the appropriate information 
to the activity sheet; then, inquire if there is opportunity for advancement.

Explain to students that this job does not require a high school diploma, but 
it does not offer opportunities for advancement nor the security of salary, per-
manent employment, or benefits. Ask students to consider whether this job is 
something that they would consider for a career, not just for a short-term job. 
Have them fill in this information in the final column.

 5. StudentS recognize that education can help them achieve their 
career goalS.

Discuss each of the other three jobs advertised. Have students fill in the boxes.

When they are finished, ask students which job they would choose and 
why. After students have responded, challenge them to find the relationship 
between education, salary, benefits, and advancement. Students should notice 
that more education brings better salary, better benefits, and greater opportu-
nities for advancement.

Explain that a good education can help people secure competitive jobs and 
achieve career goals in almost any field.
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Part II   A Career Hypothesis (30 minutes)
Purpose: Students identify the steps to reaching their career goals.

 1. StudentS hypotheSize about what iS neceSSary for them to reach 
their career goalS.

Introduce the concept of planning for a future career by explaining the steps that 
you personally took to become a teacher. Include your high school education, 
temporary jobs, college experience, special training, and other factors that helped 
you. Tell students that they need to think about what they can do now and in 
the future to reach their goals. Explain that you’re going to ask students to make 
some guesses about what they’ll need to do to have the careers they desire.

Ask students to define “hypothesis.” Explain that in science, a hypothesis is a 
proposed testable solution or educated guess that scientists make after gather-
ing information.

Instruct students to write hypotheses concerning what they need to do to 
achieve their career goals. Point out that they gathered some information when 
they looked at the “Classified” activity sheet (#1) to see what is necessary to 
get certain jobs, and that you gave them more information when you told them 
how you became a teacher. Remind students to consider such factors as educa-
tion, work experience, special talents or abilities, and money as they write their 
hypotheses.

Allow students 10 minutes to write their hypotheses.

 2. StudentS Share their career-path hypotheSeS.

When 10 minutes have passed, ask volunteers to share their ideas with the 
class. Allow students to add to and alter their own hypotheses if other stu-
dents’ ideas work for them.

Explain that a scientist always tests his or her hypothesis to see if it will work. 
Ask students to suggest ways they can test their hypotheses. (Students should 
suggest: research on the internet, interviews, consulting the school guidance 
department, speaking with someone from a human resources department, 
consulting professionals in their desired fields, etc.) List all resources on the 
board.

 3. StudentS reSearch what iS required to achieve their career goalS.

Group students with similar career goals. Challenge the groups to use the 
resources they identified to test and modify their hypotheses. Explain that they 
have the rest of the session and until the next session to state a conclusion 
about the steps they need to take to build their careers. Direct students to use 
the books you have available, the internet, interviews with a guidance coun-
selor, and other references to test their hypotheses.

Conclude by informing students that in the next session they will have  
25 minutes to create a visual representation of their findings. Instruct students 
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to bring to class any visuals they encounter in their research that they would like 
to incorporate into their presentations (e.g., charts, photographs, worksheets).

Questions for Assessment—Session 1

1. Explain the difference between a job and a career.

2. What is one of your career goals?

3. What are some of the steps you must take to achieve your career goals?

SESSION 2
Part I   A Career Hypothesis: Show Results (30 minutes)

Purpose: Students create visual representations of their career plans.

 1. StudentS report on the StepS they need to take to reach their 
career goalS.

Have ready poster paper, construction paper, old magazines, tape, glue, mark-
ers, scissors, and so forth for students to use.

Explain to students that they have had time to discover the steps they will 
need to take to pursue their career goals. Have students return to their groups 
from part II of session 1. Tell groups to work for 25 minutes to create visuals 
that represent the steps necessary to achieving their career goals. Encourage 
students to use charts, cartoons, flowcharts, photographs, etc.

 2. StudentS diScuSS the StepS to reaching their career goalS.

When 25 minutes have passed, have the groups display their visuals around 
the classroom. Point out that students found that education, experience, and 
talent are all important to achieving career goals.

Remind students that their career plans will have to be continually revised and 
updated. Point out that they may change their career goals a number of times 
during their lives; each time, they will need to revise their plans.

Ask the groups to share the most interesting or surprising thing that they dis-
covered as they tested their career-goal hypotheses.
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Part II   Why Work? (15 minutes)
Purpose: Students recognize the importance of present short-term employment to 
achieving their long-term career goals.

 1. StudentS realize that holding a part-time job iS a meaningful 
career Strategy.

Remind students that they recognized that experience helps in achieving 
career goals.

Lead students to the understanding that they gain experience when they 
work in a field related to their career goals. Prompt students by saying, “If I 
wanted to be a musician, what kinds of jobs would give me valuable experi-
ence?” (Students should respond: working in a music store or playing in a band.) 
Explain to students that those kinds of experiences would allow you to learn 
more about music, making you a better musician. Also, point out that you’d 
be earning money while you learned.

 2. StudentS recognize how working helpS them learn life SkillS.

Ask students to suggest other reasons, in addition to knowledge of the job, 
that employers look for people with experience. Lead students to the under-
standing that someone who has held a job before will have learned some basic 
skills related to work. Point out that these basic skills will help students suc-
ceed in their careers no matter what their goals are.

Ask students to suggest some basic skills that they might learn by working. 
Write student responses on the board. (Students might respond: reliability 
[being on time and prepared], solving problems and making decisions 
independently when possible, communication skills [getting along with 
co-workers, resolving differences, communicating with supervisors, etc.], financial 
responsibility [handling their paychecks and perhaps customers’ money], knowledge 
about taxes and Social Security deductions.)

 3. StudentS brainStorm part-time jobS that will help them achieve 
their career goalS.

Say to students, “If a student wants to be a doctor, what kind of job might 
she get now, while she is in high school, that will help her accomplish this 
goal?” Have students brainstorm some possibilities. Write responses on the 
board. (Students might respond: work in a hospital, at a pharmacy, or with the 
school nurse.)

Students will have to take various things into consideration when preparing 
for a future career and looking for a part-time job. Point out that for someone 
who wants to become a doctor, a great high school job experience might be to 
work in a hospital. However, many of these types of positions are volunteer and 
unpaid. If a student needs to earn money, he or she might have to consider a 
job unrelated to the medical field or balance a paid job with the hospital volun-
teer position. Explain that it is important to weigh all of the consequences.
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Repeat the activity with other occupations in which students have shown 
interest.

Conclusion (2 minutes)
Ask students to describe how these sessions have helped them clarify their career 
paths. Tell them that the following lessons will provide them with the tools to 
secure the jobs they’ve identified. Elicit from students the following key points 
that were taught in this lesson:

• A good education helps people achieve their career goals.

• If you know what is needed to have the career you want, you can take these steps 
to get you there: graduation, higher education or training, and work experience.

• Part-time jobs not only pay money, but can also provide experience in a career 
field.

Questions for Assessment—Session 2

1. List three positive benefits of getting a part-time job.

2. What can you do now to work toward achieving your career goals?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Strivers achieve what dream-
ers believe.” –Usher

Activity: As a class, discuss the impor-
tance of action in realizing a dream. 
Explain that everyone has a dream 
career, but not everyone takes the steps 
they need to make their dream a reality.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students fold a piece of 
paper into quarters. In the fourth box, 
have students draw a cartoon showing 
themselves at their dream jobs, some-
time in the future. In the first three 
boxes, have them illustrate the steps 
needed to realizing those dreams, with 
deadlines if desired.

Extension: Writing in Your Journal

Activity: Have students think about 
why a particular career is interesting to 
them. Have them write about why they 
think this career will be a good fit with 
who they are and the kind of adult they 
want to become.

Have each student exchange his or her 
work with a classmate for feedback.

Extension: Using Technology

Activity: Have students search the inter-
net for a publication about the career 
they’ve chosen (e.g., New England 
Journal of Medicine, Harvard Law 
Review, Instructor, Variety). Have them 
write a review of the publication that 
gives other students an overview of the 
magazine’s regular features and content.

Have students present their informa-
tion to the class. Place their reviews in a 
binder of job-hunting resources.

Extension: Homework

Activity: Have students arrange to 
shadow someone at work in their 
desired profession. Have them write a 
diary describing what this person’s day 
is like.

Have students present their results to 
the class. Place their work in a binder of 
job-hunting resources for in-class use.

Extension: Additional Resources

Activity: Have students read Teenagers 
Preparing for the Real World by Chad 
Foster (available at www.chadfoster.
com). It has great advice for teens on 
how to find the work they love, with 
the observation that they’ll spend 
86,000 hours of their lives doing it.

Have small groups list tips for finding 
the work they love.
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Module Eight: A Game Plan for Work High School

Mover

Administrative 
Assistant

Computer 
Technician

Social 
Worker

Skills School Salary Benefits Career

Classified

Social Worker. College  
Degree. Work with elderly.
Strong communication and 
interpersonal skills.
$32,000/yr. + ben.
Send resume to Personnel, 
Lockwood Hospital,  
109 Main Ave. Mayville, MN.

Computer Technician
College degree req’d.
Must have knowledge of
MS Word, Excel, Internet.
$40,000/yr + benefits
555-5757
advancement possible

Administrative Assistant,  
must have good admin skills,  
3 yrs. exp.
65 wpm, organized,  
project-oriented
$28,000/yr + ben.
call Rhonda 555-2894

Movers needed immediately
no exp. nec.
$8/hr., short term
call 555-2899

Directions: Complete the chart below by writing the appropriate information in 
each box.



 Lesson

 
 Exploring Job Possibilities

A G E N D A
n   Starter
n   My Qualifications
n   This Is Your Job 
n   The Ideal Part-Time Job
n   Conclusion
n   Questions for Assessment

Students will revisit their strengths and identify their interests.

Students will identify the process of finding a job.

Students will identify the characteristics of their ideal jobs.

Materials Needed

• The help wanted section of a local newspaper (Starter)

• One copy of the “My Qualifications” activity sheet (#2) for each student  
(Part I and Part III)

• One copy of the “Ideal Job Equation” activity sheet (#3) for each student 
(Part III)

2

377

Objectives
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Starter (3 minutes)
Bring to class the help wanted section of a local paper. Distribute one page to each 
student. Have students count the number of jobs on each page; write the 
totals on the board. If the section is very long, ask a volunteer to calculate the           
average number of jobs per page; then, tell the class how many pages are in the 
help wanted section and ask them to calculate the approximate number of jobs 
open. 

Say, “With so many choices, how can you decide which job is the right one for 
you?” Explain that today’s lesson will help students determine how to find the 
right job for them.

Part I   My Qualifications (10 minutes)
Purpose: Students identify their qualifications and interests.

 1. StudentS identify their qualificationS and intereStS aS they 
complete an activity Sheet.

Explain to students that each of them brings certain qualifications and inter-
ests to a job. Identifying their unique qualities will help direct them to a job 
that is appropriate for them.

Distribute copies of the “My Qualifications” activity sheet (#2). Begin by dis-
cussing strengths. Remind students that strengths are admirable qualities that 
people have. Ask students to name a few. (Students should respond: loyal, car-
ing, sense of humor, and so forth. If they name a talent, accept it.)

If students completed the “Strengths Interview” activity sheet (Confidence 
Building, “Lesson 2: Identifying Strengths”), ask them to take it out of their 
folders and review it for about a minute. If students have not completed the 
activity sheet, give them a minute to brainstorm a list of their strengths.

Discuss the “My Qualifications” activity sheet (#2) with students and clarify 
the different sections. As appropriate, explain:

• Strengths: You listed these on the “Strengths Interview” activity sheet (or 
during the brainstorming that you just did).

• Knowledge: This is what you have learned in school, in classes such as 
math, science, or English. Knowledge can also be what you’ve learned from 
your hobbies, activities, or other experiences.

• Talents: These are things that you do well, like singing, swimming, or writing.

• Interests: These are things that you enjoy doing, like listening to music, 
playing sports, or going to the movies. You don’t have to be good at doing 
something for it to be an interest.

• Experience: These are jobs or activities in which you have been involved.                           
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They might include babysitting, delivering papers, entering a science fair, 
or working in a store or office.

 2. StudentS recognize that their StrengthS, talentS, intereStS, 
experience, and knowledge can help them find a job.

Have students fill out the “My Qualifications” activity sheet (#2). 

When students have finished, point out that they should tell potential employ-
ers about these qualifications, as they show their strengths and make them 
good candidates for a job.

Part II   This Is Your Job (15 minutes)
Purpose: Students recognize what they are looking for in a job.

 1. StudentS are randomly aSSigned jobS to Spark their thinking 
about what they want to do.

Say, “Now that you have realized your qualifications and interests, who wants 
a part-time or summer job?”

Walk around the room and randomly give jobs to the students who have 
their hands raised. Tell one student that he or she is a veterinarian’s assistant, 
another that he or she is a cashier at a drug store, and another that he or she 
delivers pizzas.

When all of the volunteers have been assigned jobs, ask students if getting a 
job is really that easy.

 2. StudentS diScuSS the proceSS of getting an after-School job.
When students respond that it is not that easy to find a job, ask them how 
someone does get an after-school or part-time job.

Elicit from students some of the following steps:

• Answering advertisements

• Responding to postings in store windows

• Filling out applications

• Aptitude testing

• Interviewing

• Networking (making contacts in the career field)

Write student responses on the board.

 3. StudentS diScuSS what they want in an after-School job.
Explain to students that there are many things they have to think about and 
do before they get hired for a job. Ask students to suggest some of the things 
they need to consider. Add responses to those already on the board. (Students 
should respond: you need to decide what you want to do, think about where you 
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want to work, find out what jobs are available, and decide which jobs you’re 
qualified for.)

To conclude, point out to students that they already know about the different 
things that interest them or that they would like to do. They also know what 
they can’t do because of their schedules or because they have limited trans-
portation or other restrictions. Explain that they need to find a job that meets 
all of those requirements.

Part III   The Ideal Part-Time Job (20 minutes)
Purpose: Students identify the characteristics of their ideal part-time jobs.

 1. StudentS uSe an activity Sheet to determine important factorS to 
conSider while looking for employment.

Remind students that short-term jobs provide excellent training and great 
experience. Explain that this activity will help them consider the factors that 
will determine what their ideal short-term jobs are.

Distribute copies of the “Ideal Job Equation” activity sheet (#3). Discuss the 
sections of the activity sheet with the class. Explain to students that qualifica-
tions are the skills they have, such as knowledge or experience, that will help 
them get a job, and that salary is how much they will be paid.

Ask students to identify some of the factors that determine salary. Elicit from 
students that experience and level of education can affect how much money 
they earn. Encourage students to think about how much money they need to 
make.

Point out that location is also important because they need to be able to get 
to their jobs. If they don’t have access to transportation, they have to think 
about jobs that are within walking distance.

Explain to students that job environment is important because they will want 
to feel comfortable where they are working. Ask students to consider whether 
they want to work indoors or outside, with people or alone, in a big office or 
for a small company.

Explain that limitations are factors that might keep an employer from hiring 
them, such as their age, their availability to work full time, or their school 
schedule. 

Have students fill in the boxes on the activity sheet with appropriate respons-
es. Suggest that students use the “My Qualifications” activity sheet (#2) for 
reference.
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 2. StudentS conSider their ideal jobS.

After students have completed the activity sheet, explain that based on the 
factors they listed, they should be able to determine their ideal part-time jobs. 
For example, they might want an after-school job that allows them to be out-
doors, that allows them to work only on the weekends, and that pays more 
than minimum wage. With these criteria, they might be able to find a job at a 
park or with a florist or landscaper.

Elicit other examples from students and have the class brainstorm possible job 
options.

Conclusion (2 minutes)
Ask students how they will use decision making skills, such as gathering informa-
tion and weighing options, in their job searches. Elicit from students the follow-
ing key points that were taught in this lesson:

• Each person has unique strengths, interests, knowledge, talents, and 
experiences.

• To find a job, individuals must determine their qualifications and interests.

• An ideal short-term job is one that meets all personal requirements.

Questions for Assessment

1. List three jobs that would use some of your qualifications. Explain which of 
your qualifications would be used and how.

2. List three things that you are looking for in a job.

3. What jobs are available to you now? Which of them meet your personal 
requirements?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Find a job you like and you 
add five days to every week.” –H. 
Jackson Brown, Jr.

Activity: Discuss with students the dif-
ference between spending their time 
doing something they like and doing 
something they tolerate.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students read biogra-
phies and magazine articles about peo-
ple who’ve been successful in the field 
of their choice.

Have each student give a brief oral report 
on the early work life of the person that 
he or she has chosen, without naming 
the person. Play “20 Questions.” Have 
other students guess who the person is 
and where he or she ended up.

Extension: Writing in Your Journal

Activity: Have students summa-
rize their entries on the “Ideal Job 
Equation” activity sheet (#3). They 
should identify which elements are 
most important to them as they select 
their ideal jobs.

Discuss how each element was chosen.

Extension: Using Technology

Activity: Have students discuss their 
job preferences and areas of interest. 
Then, have them visit the Occupational 
Outlook Handbook site at https://
www.bls.gov/ooh/ and research infor-
mation about their desired professions.

Have students report on the job out-
looks in their fields of interest.

Extension: Homework

Activity: Ask students to interview 
parents, business people, and commu-
nity members about their first jobs and 
how they started their careers.

Have students write summaries of the 
interviews, discuss them, and include 
them in the class binder.

Extension: Additional Resources

Activity: Read “I Hear America 
Singing” by Walt Whitman out loud. 
This poem celebrates various profes-
sions. 

Have students update the poem to 
include more working women and jobs 
for the information age.
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 Lesson

 
 Looking for a Job

A G E N D A
n   Starter
n   Finding Job Listings
n   Reading and Understanding Job Descriptions
n   Is This a Fit?
n   Conclusion
n   Questions for Assessment

Students will learn how to identify jobs.

Students will understand how to read and understand a job description.

Students will learn how to determine if a job is a good fit.

Materials Needed

• Whiteboard and markers (Parts I and II)

• “Sample Job Posting” Activity Sheet (Part II)

• Internet access (Part III)

385

3

Objectives
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Starter (3 minutes)
Have students recall the last time they decided to watch a movie. Ask, “When 
choosing a film, did you just select a title at random and press play?” Elicit from 
students that a lot of thought and consideration can go into the decision of what 
movie to watch. Say, “You might consider the type of film you feel like seeing, read 
the description to see if it interests you, or find reviews before deciding.” 

Explain to students that, just as they would not select a movie at random, the same 
should apply when trying to find a job. Tell students that, in this lesson, they will 
learn the process that goes into looking for a job.

Part I   Finding Job Listings (15 minutes)
Purpose: Students learn how to use job posting resources.

 1. StudentS identify job-hunting reSourceS.

Ask students where they might find information about jobs in which they 
are interested and list their responses where everyone can see them. (Student 
responses may include job search engines, company websites, and social network-
ing sites.) Explain to students that not all jobs are listed in one place, and 
they may have to search through many sources in order to find the right job 
for them.

 2. StudentS underStand how the Same type of job can be poSted 
under different nameS.

Ask students for a show of hands if they have ever seen the insect that emits 
light during the summer. After taking the survey, ask for a volunteer to share 
the name of the insect you described (students may say “lightning bug” or 
“firefly”). Point out that many people refer to this insect by different names, 
like “lightning bug,” “firefly,” “glowworm,” and “June bug.” Say, “Even 
though we are referring to the same thing, we can have many different names 
for it. This is also true for job postings.”

Say, “For example, some companies may refer to a position as an ‘Office 
Manager,’ whereas others may call the same job an ‘Office Administrator,’ 
‘Executive Assistant,’ or ‘Office Coordinator.’ Emphasize that, when looking 
for a job, it is important to do the proper research and identify all of the pos-
sible titles and descriptions for the job you are seeking. 

 3. StudentS find Similar jobS with different titleS.

Group students into pairs and tell them you are going to give each of them a 
job title and they need to find different ways the job title can be listed in post-
ings. Examples could include:

• Communications Coordinator (e.g., Engagement Manager, Marketing 
Coordinator)
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• Customer Service Representative (e.g., Receptionist, Technical Support)

• Data Scientist (e.g., Data Engineer, Data Analyst)

• Event Planner (e.g., Event Coordinator, Event Manager) 

• Office Clerk (e.g., Office Assistant, Office Worker)

• Project Manager (e.g., Project Coordinator, Project Engineer)

• Security Guard (e.g., Security Officer, Security Specialist)

Tell students they have five minutes to work as a team and identify as many 
different job titles for that position as possible. Once they have finished, have 
them share their findings with the class, offering your ideas as well.

Part II   Reading and Understanding Job Descriptions (10 minutes)
Purpose: Students understand how to read a job description.

 1. StudentS learn why it iS important to read a job deScription 
thoroughly.

Tell students that the majority of job openings are posted with a description 
that provides details on the position that is available. Say to students, “While 
you may find that the same job can be listed under several different titles, the 
reverse can also be true. Sometimes, you may see that a job with the same title 
is listed for multiple companies, but the responsibilities for the position can 
be significantly different. That’s why it is important to read job descriptions 
thoroughly.”.

 2. StudentS read a job deScription and identify key termS and 
requirementS.

Say to students, “It is important to pay attention to the language of a job 
description as it usually contains keywords that describe what the employer 
is looking for in a new hire.” Distribute copies of the “Sample Job Posting” 
activity sheet to each student (alternatively, you can find a job posting online) 
and tell them to highlight the information they need to address when they 
apply for the job (for example, experience managing social media accounts). 

After five minutes, have students share what they highlighted and explain 
their reasons for doing so. Point out that some “Qualifications” may seem 
intimidating at first, but most employers do not require applicants to possess 
everything that is outlined. So, it is important to apply for jobs you want 
even if you do not fully match the description. Say, “Maybe you have never 
managed a social media account professionally, but you have experience with 
them personally. This could make you a good fit for the job.” 

Next, say, “In addition to understanding the ‘Key Responsibilities’ and 
‘Qualifications,’ knowing how to apply is very important. Oftentimes, people 
will not include the required documentation when applying for a job.” Point 
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out that this posting asks for a cover letter and resume, but other jobs may 
ask for more information, like school transcripts. Tell students that where 
you send the documentation is just as important. This posting asks for it to 
be emailed, but others may ask for applicants to upload it to a company job 
portal. 

Say, “If you do not read a job description thoroughly, you may miss some 
important instructions, and this could cause your application to be disqualified 
without ever being read. You want to ensure you are giving yourself the best 
chance of being considered for the job you want.”

Part III   Is This a Fit? (20 minutes)
Purpose: Students reflect on the type of job they would like to have.

 1. nonprofit and for-profit jobS.

Ask students to raise their hands if they know the difference between a non-
profit and for-profit job. Then tell students that, generally speaking, a nonprofit 
organization exists to either provide a service to a community, further a cause, 
or work towards a specific mission. A for-profit business is primarily focused 
on generating a profit. Say, “When deciding on a career path, it’s important to 
consider your interests. Would you prefer to focus on helping your community 
directly or on helping a business become as successful as possible?” 

Emphasize that there is no right choice to this answer—many for-profit busi-
nesses do a lot of good for their community and support a variety of causes, and 
many people in the nonprofit sector can be very successful. Say, “The important 
thing is to consider what path would be the best fit for you and your interest.”

 2. doing your reSearch.

Tell students that an important step in the job-seeking process is research-
ing the company you are interested in working for. Say, “Knowing as much 
as possible about a company can help put you ahead of other applicants when 
applying for a job.” Point out that most companies have social media accounts 
and web pages, and some may even have news articles, press releases, or 
Wikipedia pages. Emphasize that knowing about your potential employer will 
help you in the application and interview process, as well as give you a greater 
understanding of how the employer operates.

 3. what’S important to you?

Say to students, “While it’s important to research a company to help you in the 
application process, this can also be an opportunity to learn more about the 
culture of the company.” Explain that there are websites that allow current and 
former employees to voice their opinions on a company. Say, “Websites like 
these can offer valuable insight into what the day-to-day is like at a company 
and also provide more details on benefits, work environment, and more.”
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Have students select a well-known company they may want to work for and 
take 10-minutes to research what it is like to work there. Tell them to consider 
things that are important to them (for example, opportunities for advancement, 
work-life balance, or salary ranges). Once they have finished, have volunteers 
share what they have learned with the class. Was there anything about working 
for a specific company that surprised them? Ask, “After researching the com-
pany, are you more interested, or less interested, in a career with them?”

Conclusion (2 minutes)
Ask students to name three important steps in looking for a job. Elicit from stu-
dents the following key points that were taught in the lesson:

• Understand the different ways that jobs are posted.
• Read a job description closely.
• Research the employer and make sure you are a good fit for each other.

Tell students that, while the job-seeking process can seem intimidating at first, 
breaking it down into smaller steps can help provide them with the ability to apply 
with confidence. Then, write this quote where everyone can see it and encourage 
students to write it in their journals, “It’s the possibility of having a dream come 
true that makes life interesting.”

Questions for Assessment

1. What are three sources for job postings?

2. What information should you look for in a job description?

3. How can you determine if you are a good fit for a job, and vice versa?

 leSSon 3  looking for a Job 389x



x390 Module eight  a gaMe Plan for Work

L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Opportunities are usually dis-
guised as hard work, so most people 
don’t recognize them.” 

Activity: Ask volunteers to complete 
this sentence: “I will make my own 
opportunities by…”

Extension: Addressing Multiple 
Learning Styles

Activity: Before beginning this activ-
ity, prepare six responses that students 
might hear from a hiring manager when 
inquiring about part-time jobs (for 
example, “We’re not hiring,” “Please 
apply online,” “What are your qualifica-
tions?”). Write these responses on the 
board and assign each a number from 
one to six. Divide students into pairs, 
and have them take turns playing job 
seeker and hiring manager. Students 
playing the latter should roll a die to 
determine which of the six responses to 
use.

Extension: Using Quotations

Quote: “One thing to remember is 
that you’re not alone. There are lots 
of people who’ve struggled with job 
searches and staying motivated but 
have pushed through and found the 
job of their dreams. It’s not always 
quick or easy, but it can and will hap-
pen.” 

Activity: Encourage students to write 
this quote down and display it at home 
where they can see it.  

Extension: Using Technology

Activity: Have students take the free 
personality test at www.16personalities.
com/free-personality-test.  After receiv-
ing their results, ask students if there are 
any careers they think may be a good fit 
for them.  Ask too if there were careers 
recommended that they had not yet con-
sidered.  

Extension: Homework

Activity: Have students identify five 
industry-specific sources (for example, 
jobs in education, jobs in the medical field, 
local government jobs) where jobs are 
posted and bring them to class the next 
day.

Extension: Writing in Your Journal

Activity: Have students write about 
how looking for work makes them feel. 
Have them describe what they find excit-
ing and what they find challenging. Ask 
student volunteers to share their journal 
entry.
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Module Eight: A Game Plan for Work
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COMMUNICATIONS COORDINATOR
Business, Inc.
Denver, CO

Description

Business, Inc. is looking for an experienced, personable, and energetic communications coor-
dinator to join our Denver office.  Candidate should be resourceful, ambitious, and results-
driven.  Responsibilities include managing the company’s social media accounts, engaging 
with and responding to community members, and assisting in the planning of small- to 
medium-size events.  

Details

• Location: Denver, Colorado (remote work possible)
• Schedule: Full-time
• Experience: 1-3 years in a similar role
• Travel: Low (less than 25% of time)

Key Responsibilities

• Manage the company’s social media accounts by creating engaging content, developing a 
detailed project plan, and adhering to strict timelines.

• Identify new potential audiences and create a detailed outreach plan.
• Respond to and interact with our community through our social media channels.
• Assist in the planning and successful execution of external events by communicating with 

and securing vendors, event spaces, caterers, and more while staying within budget.

Qualifications

• Proven track record of planning successful events a plus.
• Extensive experience with social media platforms including Facebook and Twitter.
• Ability to work fast and remain calm under pressure.
• Must be well-organized and possess strong communication skills. 
• Ability to handle multiple responsibilities at once and effectively prioritize tasks.

Salary and Benefits

Salary commensurate with experience. Ten observed holidays and two weeks paid vacation 
upon starting. Health and dental insurance.  

How to Apply

Send a resume and cover letter to jobs@businessinc.com.  No phone calls. References 
required. 

SAMPLE JOB POSTING



 Lesson

 
 Networking

A G E N D A
n   Starter

n   Make the Connection

n   The Right Way and the Right Time

n   In the Network

n   Conclusion

n   Questions for Assessment

Students will understand what networking is.

Students will identify the right way and the right time to network.

Students will recognize that the people they know can help them to network.

Materials Needed

• One 10-foot piece of string for each student in the class (Part I)

4
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Starter (3 minutes)
Ask students if they can explain the phrase “six degrees of separation.” Lead stu-
dents to the understanding that the phrase means that you can link yourself to 
anyone in the world in fewer than six “steps.”

Guide the class through an example, linking the class to someone remote and writ-
ing each step on the board. For example, ask students if anyone knows the mayor. 
If not, ask students if anyone knows of another person who might know the mayor 
(perhaps the superintendent). Ask if anyone knows the superintendent. If not, ask 
who might know the superintendent (a principal). Does anyone know the principal? 
Continue in this way, making the connection back to the class.

Explain to students that the process of “knowing someone who knows someone” 
is called networking, and that today’s lesson will help them learn the right way 
and the right time to network for job opportunities.

Part I   Make the Connection (10 minutes)
Purpose: Students identify the right way to network.

 1. StudentS demonStrate the proceSS of networking.

Tell students that they are going to do an experiment to see how easily infor-
mation can travel. Ask a volunteer to think up a simple statement that uses his 
or her name (e.g., “Jane Smith is looking for a job.”). Tell the class that the 
goal is to get the message to all of the students in the room, but each student 
can tell only two others.

Ask students how many links they think there will be between the volunteer 
and the last students to hear the message. Hand all the pieces of string (one 
for each student) to the volunteer and explain to the class that they will mark 
the links by holding a piece of string between them each time the information 
is shared.

Have the volunteer quietly tell the message to two other students and, hold-
ing the end of all the strings, pass half of the strings to each of them. Have 
those students tell two more students and pass half of their strings to each of 
them. This process should continue until all students have heard the state-
ment. (Students should continue holding their pieces of the string and passing 
the rest along. If the first student was holding 20 pieces, the next two should 
each have 10 strings, the next four should each have 5 strings, and so on.)

Ask students to determine the number of links between the first student and 
the last. Explain that the strings represent a network of people. Networking 
allows information to be communicated rapidly in a short amount of time.

 2. StudentS learn the benefitS of networking.

Ask students to suggest how networking relates to looking for a job. Lead 
students to the understanding that networking is the process of telling people 
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that you are looking for a job.

Ask students to imagine the following scenario: A student they have never 
seen before comes up to them, hands them a piece of paper, and walks away. 
The paper says that there is going to be a surprise quiz in math tomorrow. 
Ask students if they are likely to believe the note.

Then, have students imagine that a friend from their math class tells them 
the same information. Ask students if they would pay more attention to the 
friend. Have students suggest reasons why. 

Remind students that, when hiring, employers are trying to make a decision 
that is very important to them. In making this decision, they gather informa-
tion from sources they trust. Explain that they are interested in recommenda-
tions from people whom they know, such as friends, family, co-workers, etc.

Lead students to recognize that these connections are more effective than a 
blind application or resume alone. Mention that some companies don’t even 
publicize jobs that are open and rely solely on word of mouth.

Part II   The Right Way and the Right Time (15 minutes)
Purpose: Students identify the right way and the right time to network.

 1. StudentS learn the StepS of networking.

Explain to students that there are three steps for telling people that you are 
looking for a job:

 1. Say, for example, “I am looking for a job to earn money for college and 
to get work experience.”

 2. Tell the person the type of job you are looking for. Use phrasing such as, 
“I would like to find a job in the health care industry because I want to 
be a doctor.”

 3. Ask people to help you by saying, “If you know anybody who might help 
me find a job like that, I would appreciate it if you would let me know.” 
You may also say, “If you hear about a job that I might be qualified for, I 
would appreciate it if you called me.”

 2. StudentS learn the right way to network.

Tell students the following story: 

I had a friend come over the other day and she was very unhappy. She 
told me that she was at a party and saw the manager of a department 
store. She needed a job, so she went up to the manager and told her, 
“I really need a job. I’ll do any type of work. Please give me a job.” My 
friend said the manager just looked at her and walked away.

Ask students why they think the manager walked away. Lead students to rec-
ognize that the friend was too pushy and sounded too desperate. Explain to 
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students that sounding pushy or desperate puts the applicant in a bad light 
and can make potential employers uncomfortable.

 3. StudentS learn the right time to network.

Ask students what the department store manager was doing before your friend 
saw her. Lead students to the understanding that they don’t know, and that 
neither did the friend. Tell students that perhaps the manager had just had a 
fight with a close friend.

Ask students to consider how this might have affected the way the manager 
treated your friend. Explain that networking should only be done when the 
person you are speaking to is fairly comfortable and focused on the conversa-
tion. Discuss with students some suggestions for opening up conversations 
about jobs. (Refer to the suggestions provided in step one of this activity.)

 4. StudentS practice appropriate networking.

Have students work in pairs to suggest something that would have been more 
appropriate for the friend to say, such as, “I’m looking for a job in cosmetics. 
May I call you tomorrow to arrange a time that’s convenient for you to meet 
with me?”

Provide students with other situations (e.g., your friend’s mother owns a 
music store that you would like to work in, your uncle is in politics and you’d 
like a job at the mayor’s office) and have them phrase appropriate networking 
statements using the structure provided above.

Part III   In the Network (20 minutes)
Purpose: Students recognize that the people they know can help them to network.

 1. StudentS identify the kindS of people who may help them find a 
job.

Ask students whom they would talk to about getting a job. Write student 
responses on the board.

The list will likely include people such as teachers, employees they know, 
friends, and family. Explain that all of these people are helpful. Also, point 
out that sometimes family members can be a bigger help than students think. 
Remind students that networking is all about “knowing someone who knows 
someone.” Family may not have direct connections to a job, but they might 
know somebody who does.

Ask students, “Whom do you think can help you the most to find a job—
the owner of a business or your mom?” Have students give their reasons. 
(Students may choose the owner because the owner may know about more jobs, or 
some may select their mothers because they are more interested in the students.)
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Tell students that it is important that they explore all possibilities when net-
working, and not rule out anyone prematurely. Explain to them that it is as 
important to talk to someone who will pass their name around as it is to try to 
find a person who may know about a lot of jobs.

 2. StudentS brainStorm Specific people to include in their networkS.

Have students individually brainstorm all of the people who might help them 
in their job hunts. If students are familiar with clustering (a graphic organizer 
for brainstorming around a central theme), have them put themselves at the 
center; draw circles for family, school, friends, and activities around their 
names; and include names and connections around each area.

Instruct students to list everyone who might possibly be helpful to them, even 
if they aren’t sure how. Also, encourage students to list names of people their 
contacts might know.

Point out to students that they probably know many more people than they 
think.

Conclusion (2 minutes)
Remind students that networking is a process that never stops. Even when they 
aren’t actively looking for a job, they should develop relationships that might help 
them in their careers. Elicit from students the following key points that were 
taught in this lesson:

• Networking means asking other people to help with your job search.

• Any time can be the right time to talk about job possibilities as long as the 
other person is interested in the conversation.

• Networking is a tool to let others know you are looking for a job and to 
discover job openings. 

• It is as important to talk to someone who will pass your name around as it is 
to try to find a person who may know about a lot of jobs.

Questions for Assessment

1. Define “networking” and explain why it is important.

2. List four things a good networker does and says.

3. List three people you can use for networking and explain how each of these 
people may be able to help you.
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Extension: Using Quotations

Quote: “Every successful business per-
son can point to one item that is the key 
to their success…It’s almost always a 
$9.95 Rolodex.” –Chad Foster, entre-
preneur and motivational speaker

Activity: Explain that a Rolodex is a fil-
ing device that organizes contact informa-
tion; it’s similar to a contact list on a cell 
phone or in software such as Outlook. 
Have students ask people they know to tell 
them about five of their most important 
contacts, how long they’ve known each 
person, and how they got to know these 
people. Discuss the answers in class.

Extension: Addressing Multiple 
Learning Styles

Activity: Discuss that networking 
works both ways, and that helping oth-
ers find work builds lasting relation-
ships.

Create a class bulletin board for job 
tips and referrals. Have students choose 
partners to encourage them in their 
efforts.

Extension: Writing in Your Journal

Activity: Have students reflect on the 
idea of networking. Have them answer 
the following questions: Is this intimi-
dating to you? Do you think that net-
working sounds easy? What tips do you 
have for people who find networking 
difficult? What tips do you want regard-
ing networking?

Have students share the tips they want 
and the tips that they can give others.

Extension: Using Technology

Activity: Have students use the inter-
net to locate professional, service, vol-
unteer, and mentoring organizations. 
Have them research information about 
the organizations they find.

Have each student write a paragraph 
summarizing the different organizations 
he or she found and their contact infor-
mation. Include their paragraphs in the 
class job-hunting binder.

Extension: Homework

Activity: Have the class poll students 
in school who have part-time jobs. 
Have them find out what these stu-
dents do and how they found work.

Have the class create two graphs, one 
which shows the jobs students hold 
and another which shows how they got 
them.

Extension: Additional Resources

Activity: Have students read Make 
Things Happen: The Key to Networking 
for Teens by Lara Zielin.

Have small groups list tips for network-
ing and choose one tip they can put 
into action.
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 Preparing a Resume*

A G E N D A
SeSSion 1
n   Starter
n   Skills, Talents, and Experience
n   You Have Skills
n   What’s in a Resume?
n   Questions for Assessment—Session 1
SeSSion 2
n   Make It Sharp
n   Putting It All Together 
n   Conclusion
n   Questions for Assessment—Session 2

Students will identify the experiences and job skills they possess that will help 
them find jobs.

Students will analyze the skills they identified to find those appropriate for 
their resumes.

Students will learn what to include in their resumes. 

Students will learn what a resume should look like.

Materials Needed

SeSSion 1

• A dictionary (Part I)

• Completed copies of the “My Qualifications” activity sheet (#2) (Part I)

• One copy of the “Skills Translator” activity sheet (#5) for each student (Part II)

5
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*This lesson is designed to take two class sessions.

Objectives
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• Sets of real job application forms from such places as fast-food restaurants, 
department stores, and gas stations for each small group (Part II)

• One copy of the “Sample Resume A” and “Sample Resume B” activity sheets 
(#6 and #7) for each small group (Part III)

SeSSion 2

• One set of real resumes on various kinds of paper and in various fonts for each 
small group (Part I)

• One copy of the “My Resume” activity sheet (#8) for each student (Part II)

• Dictionaries and other reference materials (Part II)

SESSION 1
Starter (3 minutes)

Tell students the following story: 

Dave Thomas was the owner of Wendy’s, the worldwide fast-food chain, and 
starred in the company’s commercials. Even though Dave owned Wendy’s, 
he handled very little of the company’s day-to-day operations. He admitted 
that he wasn’t very good with those details. But Dave was a great speaker; so 
instead, he traveled around to the different restaurants to motivate his staff and 
he was featured in Wendy’s commercials. Dave knew what his strengths and 
weaknesses were. He translated his strengths into a skill that he used to make 
his business more successful.

Explain to students that they will need to present their unique strengths, experiences, 
and skills to potential employers; a resume is an effective tool with which to do that.

Part I   Skills, Talents, and Experience (10 minutes)
Purpose: Students recall the experience and job skills they possess that will help 
them find jobs.

 1. StudentS identify what a reSume iS.

Ask students if they know what a resume is. After several students have volun-
teered explanations, ask a student to look up “resume” in the dictionary. Explain 
that a resume is a summary of an individual’s education and work experience.

 2. StudentS identify experienceS that may help them get a job.

Ask students to raise their hands if they have work experience. If any students 
raise their hands, ask them to share their experience with the class. Explain 
that other experiences can translate into skills that are important to employers.

Ask students to take out the “My Qualifications” activity sheet (#2), which they 
completed in lesson 2. If students have not completed the activity sheet, conduct 
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a brainstorming session so they can identify their own skills, strengths, and talents.

Remind students not to limit themselves to work experience when consider-
ing things to include on their resumes. Explain that many things they do on 
a regular basis can provide experience and indicate skills. Offer examples such 
as babysitting for younger siblings, helping with the cooking, volunteering, and 
participating in school activities.

Prompt students by instructing them to think about the things they like to do 
and the skills or talents that these things involve. Allow them several minutes 
to make a list of their experiences.

 3. StudentS recognize the value of their SkillS, talentS, and 
experience.

When students have finished, explain that all of these things they have listed 
are skills they can talk about when they apply for a job. Job skills can come 
from hobbies, activities, education, and prior jobs.

Part II   You Have Skills (20 minutes)
Purpose: Students analyze the skills they have identified to find those appropriate 
for their resumes.

 1. StudentS recognize how their SkillS, talentS, and experienceS 
tranSlate into job SkillS.

Hand out the “Skills Translator” activity sheet (#5). Explain that this activity 
sheet will help them turn the experiences and talents that they just identified 
into skills for the workplace.

Provide an example for students, such as, “One of my activities is basketball, 
so I put that in my activity box. What are some of the skills I use playing bas-
ketball? To play basketball, I have to be a team player, I have to have disci-
pline to go to practice, I’m able to jump high, I have an accurate shot, and I 
can calculate scores.”

Point out that you considered all of the skills that you have gained from bas-
ketball, even if they aren’t directly related to a job. Ask if anyone can translate 
any of the basketball skills into skills that an employer might want. Lead stu-
dents to the understanding that being a team player shows the ability to work 
well with other employees in the company, that discipline shows perseverance 
and indicates likely good attendance, and that the ability to keep score shows 
basic math skills.

Repeat this process using an experience offered by a volunteer.

 2. StudentS tranSlate their SkillS, talentS, and experienceS into job 
SkillS.

Have students fill out the activity sheet using their individual skills, experi-
ences, activities, and talents.
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 3. StudentS analyze the typeS of SkillS that are important for 
variouS jobS.

Have students form small groups. Distribute the job application forms to each 
group. Ask students to analyze the questions that are asked on each applica-
tion. From their analyses, have students deduce the types of skills needed for 
each type of job.

Ask students to compare questions and skills for each job. Have the groups 
write two lists: one that lists skills that most jobs require and another that lists 
specialized skills that apply to only certain jobs.

Have a volunteer from one group read his or her group’s list. Write responses 
on the board. Ask other groups to add to the lists.

Have groups compare their activity sheet responses with the lists on the 
board. Have them notice similarities. Ask students to revise and adjust their 
individual lists to better reflect the skills that employers want.

 4. StudentS Share their reviSed Skill liStS with the claSS.

Have volunteers share their revised activity sheet responses with the class. 
Allow students to make positive comments and offer constructive criticism. 
Suggest that students “borrow” talents and skills if any apply to them.

Explain that a resume will help students organize their skills so they can get 
the job that they want. Explain that a resume is a clear, easy-to-read summary 
that shows a potential employer the skills they have.

Part III   What’s in a Resume? (10 minutes)
Purpose: Students learn to determine the areas that should be covered in their 
resumes. They also recognize the two most important elements of a resume: con-
tent and format.

 1. StudentS examine the formatS of real reSumeS.

Distribute the “Sample Resume” activity sheets (#6 and #7) and ask the 
groups to notice the format of “Sample Resume A.” Ask students if any of the 
headings on the resume look like categories where their skills would fit.

Explain that the headings on the resume are there to help organize the infor-
mation being presented. Headings make resumes easy to read and send a mes-
sage signifying what is impressive about the resume writer.

Ask students to examine “Sample Resume B.” Have groups notice the differ-
ences between the resumes. Discuss their observations. 

Explain that while formats differ, there are a few things that should be includ-
ed on every resume, such as your name, address, and how the person can get 
in touch with you. Additionally, point out to students that no matter what, 
their resumes should focus on their strengths.
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 2. StudentS review what they have learned about reSumeS.

Remind students that many of the things they do every day can be consid-
ered impressive skills. For example, if they know a lot about computers or if 
they speak another language, they have skills that not everyone has, and they 
should be sure to create a category on their resumes that will let them high-
light those skills.

Explain that students will write resumes of their own in the next session. Ask 
that they continue to think about their skills, talents, and experiences in the 
interim. Suggest that they add these qualifications to their lists so that they will 
be even more prepared to create an impressive resume during the next session.

Questions for Assessment—Session 1

1. What is a resume? List the benefits of having one.

2. List three categories that you should include in a resume.

3. Imagine you want to apply for an after-school job as a salesperson at your favor-
ite clothing store. The job description reads, “Seeking salesperson with some 
experience. Must have a good understanding of merchandise and cash register. 
Must feel comfortable approaching customers. Must work well as member of a 
team.” List the skills that you might need to be qualified for this job.

SESSION 2
Part I   Make It Sharp (15 minutes)

Purpose: Students appreciate the importance of a clear format and proper grammar 
on their resumes.

 1. StudentS review the partS of a reSume.

Reiterate that a resume is a summary of an individual’s education and work 
experience, and is a way to showcase skills to a potential employer. Remind 
students that they have many talents and strengths that can be assets when 
looking for a job. Explain that a resume will help to organize and present 
those skills. 

 2. StudentS diScover the doS of reSumeS.

Discuss with students why it is advantageous for their resumes to stand out. 
Ask about ways that resumes can be made to stand out. Have student groups 
look at the real resumes and notice the ways in which different resumes look 
special. (Some examples might be: the choice of font, the use of boldface, or under-
lining important words.) Explain that resumes should be clear and easy to read.

 3. StudentS diScover the don’tS of reSumeS.

Ask students if they can describe the kinds of resume mistakes that might catch 
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an employer’s eye and cast them in a negative light. (Students may respond: poor 
grammar, misspellings, or a handwritten—instead of typed—resume.)

Ask students to take the point of view of employers and think about the char-
acteristics they would look for in their employees. Point out that employers 
want to know that potential employees complete every job to the best of their 
abilities, consider every task important, and make sure each job is done prop-
erly. Explain to students that when they submit a resume without any grammar 
or spelling errors, they’re telling potential employers that they care about the 
things on which they work. That makes them good prospective employees.

Highlight the importance of this by explaining that employers usually get 
many resumes for one position, and that if a resume has many grammar or 
spelling errors, the employer may not even read it.

 4. StudentS recognize the importance of editing and proofreading 
their reSumeS.

Explain the importance of editing and proofreading. If you’ve done the lesson 
on writing reports, ask students to recall why having someone else look over 
a paper is important. Explain that it’s important to have at least two people 
they trust look over their resumes before they send them to anyone. Remind 
students that spelling and grammar are easy to fix. Suggest that students ask 
a friend to proofread their resumes, so that prospective employers will not be 
turned off by errors.

 5. StudentS decide on categorieS with which to organize their 
reSumeS.

Remind students that to make resumes organized and easy to read, their 
qualifications must be organized into categories. Qualifications that are similar 
should go into the same category. For example, they might list sports, chess, 
and cooking under “Activities” if they frequently participate in these activities.

Have students recall some other categories for a resume. (Students might  
respond: education, work experience, volunteer experience, school activities, inter-
ests, and talents/strengths.)

Ask students to choose appropriate categories that they will use in their 
resumes.

 6. StudentS learn about putting the finiShing toucheS on their 
reSumeS.

Explain to students that there is one more thing they need to know. Say, 
“Your resume is all about you. Make sure it presents you in the positive light 
you deserve and that your name is in the largest font size on the page.”
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Part II   Putting It All Together (25 minutes)
Purpose: Students write and correct their resumes.

 1. StudentS write their own reSumeS.

Give each student a copy of the “My Resume” activity sheet (#8). 

Explain that this outline will help them create their resumes. They should put 
one activity or skill on each line, and highlight their special skills. These are 
the characteristics that will make them stand out from other applicants.

Have students use the activity sheet as an outline for drafting their resumes in 
class.

Refer students to dictionaries and other reference materials. Consider allowing 
them to work in pairs or small groups so that they may help each other.

After students have drafted their resumes, remind them that real resumes are 
always typed. Consider allowing students to go to the school computer room 
or library to type their resumes into the format they like (or assign typing and 
printing the resume as homework).

 2. StudentS evaluate their peerS’ reSumeS.

Explain that most employers take less than a minute to look at a resume 
before they put it down. Remind students to make sure that their resumes are 
so clear and easy to read that potential employers get the important informa-
tion in a short amount of time. Spelling, grammar, and neatness are essential.

If time permits, ask students to work with a partner to edit and proofread 
their resumes.

Conclusion (2 minutes)
Ask students if they can actually use the resumes that they wrote. Elicit from stu-
dents the following key points that were taught in this lesson:

• Students have talents and strengths that can be assets when looking for a job. 

• A resume helps present these skills. 

• A well-written, error-free resume with appropriate details can impress a 
potential employer.

Questions for Assessment—Session 2

1. List five characteristics of an effective resume and three characteristics of an 
ineffective resume.

2. What can you do to make your resume presentable to a potential employer?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Use what talents you possess; 
the woods would be very silent if no 
birds sang there except those that sang 
best.” –Henry Van Dyke

Activity: Discuss recognizing and 
building on existing skills.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students create resumes 
for famous characters from history or lit-
erature by analyzing the skills evidenced 
in the subject’s activities and putting a 
spin on historic events or literary works.

Have students share these resumes with 
the class and discuss appropriate word 
choices and descriptions.

Extension: Writing in Your Journal

Activity: Ask students to write about 
personal experiences that involved spe-
cial talents and skills.

Have volunteers share what they wrote 
with the class. The other students 
should offer suggestions for incorpo-
rating these unique experiences into a 
resume.

Extension: Using Technology

Activity: Have students type their 
resumes in a word processor and save 
the files for later use.

Divide students into pairs. Each student 
should proofread his or her partner’s 
resume for spelling, grammar, and con-
tent suggestions.

Extension: Homework

Activity: Have students create charts 
that list effective action words and vari-
ous formats that they can use on their 
resumes.

Have students share their work with 
the class. Then, have them discuss how 
their resumes can show how they’ve 
grown and changed over time.

Extension: Additional Resources

Activity: Review resume guides such as 
Your First Resume by Ron Fry and The 
Damn Good Resume Guide: A Crash 
Course in Resume Writing by Yana 
Parker.

Have students select resume formats 
that work well for people just beginning 
their careers. Give examples of ways 
in which volunteer work and student 
activities can be included.
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> =

Skills Translator

1. Fill in the small box with your experience or activity.
2. List the skills you use to accomplish that activity in the “Skills” box.
3. Those skills can be translated into the “Job Skills” box.

> =
 ExpEriEncE/Activity SkillS Job SkillS
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Carlos DiSanto
925 Riverside Drive, Apartment #1F
San Diego, CA 90013
(619) 555-0485

Education:

Junior at Carver High School
20XX-20XX Forensics Team
20XX-20XX Community Service

Shore Road Middle School, Class of 2008

Experience:

Sales/Cashier
Haagen Dazs Stores, San Diego, CA; April to December 20XX
Responsible for customer service, cash register, inventory, and store 
maintenance.

Kitchen Helper
Summer Camp; 20XX
Assisted in meal preparation for entire camp; worked as a waiter and busboy.

Tutor/Babysitter
Numerous families; 20XX-20XX
Responsible for child care and math tutoring for numerous families with children 
ages 1–9.

Skills:

Knowledge of personal computers and basketball. Avid reader.

References available upon request.

Sample Resume A
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Jill Adams
1 Liberty Plaza, Apartment #3 
New York, NY 10025
(212) 555-7606

Experience:

5/XX–8/XX Summer Youth Intern
Central Park Conservancy, NY, NY
Functioned as member of an ecology team for recycling and beautification  
projects in Central Park.

4/XX–12/XX Sales/Cashier
Haagen Dazs Stores, NY, NY
Responsible for customer service, cash register, inventory, and store 
maintenance.

6/XX–9/XX Kitchen Helper
Summer Camp, NY, NY
Assisted in meal preparation for entire camp; worked as a waitress and 
bus girl.

1/XX–3/XX Helper/Babysitter
 Responsible for child care and related tasks for numerous families with 
children ages 1 to 9.

Education: Dalton High School
 Women’s varsity basketball team, 3 years (Co-captain elect; GISAL 
All-Star Team MVP Award)
Women’s varsity soccer team, 2 years

Skills: 

P. S. 175, Class of 20XX

PC literate, photography/darkroom experience, classical guitar, and 
various sports.

References available upon request.

Sample Resume B
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Name

Street

City, State, Zip

Phone

Education/SkillS
_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________

Job ExpEriEncE/SkillS
_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________

SkillS/HobbiES/SpEcial intErEStS
_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________

rEfErEncES
_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________

My Resume



Lesson

Making Contacts*

A G E N D A
SeSSion 1
n Starter
n Who Can Talk About You?
n Preparing Your References
n Questions for Assessment—Session 1
SeSSion 2
n Cover Letters
n Writing a Cover Letter
n Conclusion
n Questions for Assessment—Session 2

Students will recognize the importance of securing good references and iden-
tify potential references.

Students will understand how to determine what employers might want to 
learn from references.

Students will learn to prepare references for telephone calls or other inquiries 
from potential employers.

Students will recognize why cover letters are important and identify the parts 
of a cover letter.

Students will write a cover letter for a job of their choice.

Materials Needed

SeSSion 2

• One copy of the “Sample Cover Letter” activity sheet (#9) for each student
(Part I)

• One copy of the “Your Cover Letter” activity sheet (#10) for each student
(Part II)

6

*This lesson is designed to take two class sessions.
410

Objectives
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SESSION 1
Starter (3 minutes)

Tell students to imagine that they have to choose to work on a project with one 
of two classmates whom they don’t know. Both of these students claim to know 
a lot about the subject, to be hard workers, and to have great grades. Ask, “How 
are you going to decide which student to work with?”

Lead students to the understanding that the best way would be to get the opin-
ions of other students or teachers who have worked with them before.

Explain to students that employers try to find out more about applicants in the 
same way. References are the people who will speak to potential employers about 
an applicant’s ability to do a job. The first session will help students identify and 
contact references. The second session will help students write appropriate cover 
letters to potential employers.

Part I   Who Can Talk About You? (25 minutes)
Purpose: Students recognize the importance of securing good references and iden-
tify potential references.

 1. StudentS conSider what employerS want to know about them. 

Place students in small groups. Ask groups to brainstorm information that an 
employer might want to know about them. Have them develop a list of ques-
tions that employers might have.

Have groups share their questions with the class. Write the questions on the 
board. As they offer their questions, ask students to explain why an employer 
would want to know such information. Help students discover the qualities 
that employers are looking for in a new employee.

 2. StudentS identify the characteriSticS they Should look for when 
chooSing referenceS.

Ask students, “If the personnel manager at the company where you applied 
wanted to find out information about you, what kinds of people would you 
suggest the manager talk to?” 

Students should share that people for whom they have worked (as volunteers 
or for pay) are good choices. Also, teachers, counselors, and coaches are valu-
able references.

Ask students why they chose these people. List the reasons on the board. Have 
them organize this list by order of importance. Help students reach a consensus 
about the top four qualities a reference should have.

Lead students to the understanding that they should choose references who 
know them well, respect them, and like them.
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 3. StudentS recognize potentially inappropriate referenceS.

Ask students if any of them have listed family members as references. Ask the 
class to consider some of the pros and cons of listing family members. (Pros 
include that family members know them very well. Also, some students may only 
have family references. Cons include that employers may feel that a family mem-
ber is not an objective source or that a student is trying to hide something by only 
having a family member as a reference.) 

Ask students if they can think of other people who might not make appropri-
ate references. (Students might respond: close friends and social peers.) Have 
them explain their thinking.

Have students review their lists. Ask if they would like to change, add, or 
delete categories of people from their lists of possible references. If so, have 
them explain why before making the appropriate changes.

 4. StudentS chooSe people to uSe aS referenceS.

Have students take a minute to write down the names of two or three people 
to use as references when applying for a part-time job. Have students find 
their references’ telephone numbers and addresses as part of their homework.

Part II   Preparing Your References (20 minutes)

Purpose: Students will learn to prepare references for telephone calls or other 
inquiries from potential employers.

 1. StudentS recognize that communication with referenceS iS 
important.

Ask students to consider what they would do if they received a phone call 
from someone they don’t know asking their opinion of a friend.

Have volunteers share their answers with the class. (Students should mention 
that they might not answer the questions, or that they might give a poor response 
as they wouldn’t be prepared for the conversation.)

Point out that if references don’t know that they are references, they might 
not give the best recommendations. 

 2. StudentS learn to prepare referenceS for callS from potential 
employerS.

Explain that students need to prepare their references to talk about their 
strengths to a potential employer. Students should be sure to ask if it’s okay 
to use a person as a reference.

Explain that if a person agrees to be a reference, students should call and tell 
him or her the name of the employer and the job sought. Point out that if 
students haven’t spoken to a reference in a while, they may need to update the 

https://www.overcomingobstacles.org/



reference on their job goals and their other recent activities. That way, refer-
ences will be prepared and can give strong, effective information.

Have several pairs of volunteers take turns role-playing a conversation in which 
a student asks an individual to be a reference. Have other students critique the 
performances.

Questions for Assessment—Session 1

1. List your references. Explain your relationship with them and why you think 
that they would be good references.

2. Who might make an inappropriate reference?

3. How should you prepare your references for being contacted by potential 
employers?

SESSION 2
Part I   Cover Letters (20 minutes)

Purpose: Students recognize why cover letters are important and learn how to 
write a cover letter.

 1. StudentS recognize the importance of cover letterS.

Tell students that once they have identified the job they want to apply to, 
written their resumes, and prepared their references, the next step is to write a 
cover letter.

Ask students to explain what a cover letter is. Lead students to the under-
standing that a cover letter introduces them to the employer and identifies the 
position in which they are interested.

Explain to students that a cover letter also allows them to explain things about 
themselves that aren’t immediately visible in their resumes. Provide students 
with the following example: 

You’re applying for a job at a local ice cream store. Mr. Steven Chip, the 
manager, is interviewing 50 young people for summer jobs. You know 
your resume is strong, but your resume can’t show how good you are 
with people, that you love ice cream, and that you’ve been a customer at 
Mr. Chip’s store for years. Your cover letter can!

 2. StudentS diScover how cover letterS can expand and complement 
a reSume.

Tell students that a cover letter is the place to specify to an employer the job 
in which they are interested. A cover letter allows the writer to show that he 
or she knows something about the company and has initiative. Cover letters 

x413 Module eight  A gAMe PlAn for Work
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can also bring up or expand upon special skills or talents that might not be 
highlighted in a resume.

Ask students to identify other things that they might include in their cover 
letters. (Students might respond: special experiences that could prove useful on a 
job, willingness to take on all tasks.)

 3. StudentS analyze the partS of a cover letter.

Have students form small groups. Distribute copies of the “Sample Cover 
Letter” activity sheet (#9). Give groups four or five minutes to identify the 
elements of a good cover letter. Call on each group to identify one important 
element that the members found in the sample. (Students might respond: the 
heading; an inside address; a salutation; the body, which includes who the writer 
is, how he or she found out about the job, and why the writer is qualified for the 
job; a closing; and a signature.)

 4. StudentS learn the doS and don’tS for writing good cover letterS.

Give students the following pointers. You may wish to have them take notes.

• Address the letter to a specific person. Don’t use “To Whom It May 
Concern.” Call the company to find out how to spell the person’s name. 
Be sure to include his or her title. If there is no way to find out the indi-
vidual’s name, use “Dear Hiring Manager” or “Dear Personnel Manager.”

• Make your letter short and to the point. The first paragraph should say that 
you are applying for a job and provide a description of the job. 

• Use the letter to describe the skills you have that make you a good candi-
date for the job.

• Don’t begin every sentence with “I.” Vary your sentences.

• At the end of the letter, explain that you will contact the employer to fol-
low up. Also, thank the employer for his or her time.

• Close the letter with “Sincerely.” 

• Check your letter for mistakes and then print the letter and the envelope. 
Don’t forget to put your return address on the envelope. 

• Be sure to sign your name.

• Ask someone to proofread your letter before you mail it.

 5. StudentS identify key pointS about cover letterS.

Point out that a cover letter must be specific. Students will need to write a 
new cover letter for each job they apply to. Remind them that cover letters 
and the interview process can turn a no into a yes.
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Part II   Writing a Cover Letter (25 minutes)
Purpose: Students will write their own cover letters.

 1. StudentS develop ideaS that they might include in their perSonal 
cover letterS.

Have students take a few seconds to think about a job that they would like to 
have. Ask them to think about some of the things that they might include in a 
cover letter to give more information about themselves and to show interest.

 2. StudentS draft their cover letterS.

Pass out the “Your Cover Letter” activity sheet (#10). Have students write a 
first draft of their cover letters. They can make up addresses for the companies 
and names for the heads of personnel if they do not have that information.

 3. StudentS uSe peer evaluation to offer conStructive criticiSm.

After students have completed their drafts, have them meet in small groups 
to exchange cover letters and offer constructive criticism. Remind students of 
what constructive criticism is. You may want to establish rules for peer evalu-
ation by requiring each group member to make a positive comment before 
criticizing or correcting.

 4. StudentS reviSe their cover letterS.

Direct students to reexamine their first drafts. Suggest that they look for plac-
es where they can improve their letters by shortening sentences, being more 
to the point, or substituting words that are more precise. Ask them to think 
about the changes that were suggested by their peer evaluation group. Have 
students make changes that improve their letters.

 5. StudentS check for errorS in Spelling, grammar, mechanicS, and 
form.

Provide time for students to exchange and proofread the revised letters. 
Remind students that they should always proofread their cover letters, and not 
rely on their word processor’s spelling and grammar check features.
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Conclusion (2 minutes)
Ask students to identify how references and cover letters can help strengthen their 
resumes for a potential employer. Suggest that students keep a copy of their list 
of references and cover letters so they can use them as models in the future. Elicit 
from students the following key points that were taught in this lesson:

• References are a way for a potential employer to find out more about an 
applicant.

• People who know you and respect your abilities are good choices for 
references.

• References are important and could be the factor that helps get you the job. 

• A cover letter gives you a chance to give a potential employer more 
information and to make your resume stand out. 

• An effective cover letter is brief, precise, and error free, and follows proper 
business-letter format.

Questions for Assessment—Session 2

1. What is a cover letter and why is it important?

2. What is in a good cover letter?

3. What might employers think when they receive cover letters with spelling and 
grammar errors?
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Extension: Using Quotations

Quote: “A wise man knows everything. 
A smart man knows everyone. A suc-
cessful man knows both.” –Chinese 
proverb

Activity: Have students explain why it 
takes both knowledge and contacts to 
be successful. Encourage them to give 
examples.

Extension: Addressing Multiple 
Learning Styles

Activity: Print sample cover letters on 
heavy paper and cut them into parts. 
Distribute three or four letters (in piec-
es) to each group of students for assem-
bly. Students should note qualifications 
in the body of the letter that match the 
needs of the target company.

Review the standard parts of a business 
letter. Have students explain how they 
assembled the pieces (e.g., the writer 
used the company name in the body of 
the letter).

Extension: Writing in Your Journal

Activity: Have students write about 
the reasons they chose the references 
they selected and the activities they 
have shared with those people that shed 
light on their character or skills.

Have students share their work with a 
classmate.

Extension: Using Technology

Activity: See What Color Is Your 
Parachute? Guide to Job-Hunting Online 
by Richard N. Bolles and Mark Emery 
Bolles for a list of job-related websites.

Have students visit and write reviews of 
these sites. Have them share their work 
with the class.

Extension: Homework

Activity: Have students research a 
company they’d like to work for. Have 
them visit the company’s website and 
research information about the com-
pany at the library.

Explain to students that a cover letter 
should describe ways in which their skills 
could benefit the employer. Have them 
make notes about how their skills might 
be useful to the company. They should 
include a sentence or two about this in 
the final drafts of their cover letters.

Extension: Additional Resources

Activity: Assign topics from Winning 
Cover Letters by Robin Ryan, which 
addresses 42 cover letter mistakes, to 
groups of students. Have them report 
their findings to the class.

Have students decide which mistakes 
might apply to beginning job hunters. 
Make a class list of dos and don’ts.

x417 Module eight  A gAMe PlAn for Work
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1347 Regata Drive
Georgetown, RI 02931

May 15, 20XX

Ms. Beverly Johnson
Supervisor 
Cortland Pharmacy
233 Jones Street
Georgetown, RI 02931

Dear Ms. Johnson:

In response to your recent advertisement in the Ledger, I am applying for the position 
of weekend clerk. I have included my resume to provide you with information about my 
skills in working with people. 

Experiences that have prepared me for this position include my present job at Flagman’s 
Sporting Goods, where I have worked as a cashier for one year providing customer assis-
tance and pleasant service. I also volunteer at the community hospital, so I am familiar 
with pharmaceutical names. 

I am interested in a future career in medicine. Working at Cortland Pharmacy would offer 
me the chance to build knowledge in the field. My strong interest in medicine would also 
benefit your store.  

I will contact you early next week to discuss a good time for us to meet. If you have any 
questions, I can be reached at (401) 555-5656. Thank you for your time, and I look for-
ward to speaking with you.

Sincerely,

Jason Washington
Jason Washington

Module Eight: A Game Plan for Work High School

Sample Cover Letter
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 Your address 

 Your city, state, zip 

Date

Name

Title

Address

City, state, zip code

Dear ____________,

I am applying for

Experiences that have prepared me for this job include

I will contact you

Sincerely,

Signature

Your name

Your Cover Letter

https://www.overcomingobstacles.org/
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applicant: One who applies, as for a job.

aptitude: An inborn ability, as for learning; a talent.  

benefits: Entitlements available in an employment agreement, such as medical and den-
tal insurance.

font: A complete set of printing type of a particular style.

format: The arrangement of data for storage or display. 

mentor: A wise and trusted counselor or teacher.

personnel: The body of persons employed by or active in an organization, business, or 
service.

prerequisite: Required or necessary as a prior condition.

qualification: A quality, an ability, or an accomplishment that makes a person suitable 
for a particular position or task.

reference: 1. A person who is in a position to recommend another or to guarantee his 
or her fitness, as for a job. 2. A statement about a person’s qualifications, character, and 
dependability.

resume: A brief account of one’s professional or work experience and qualifications, 
often submitted with an employment application.

Glossary
Module Eight: A Game Plan for Work
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 Lesson

 
 Completing Applications

A G E N D A
n   Starter
n   Directions
n   Questions
n   Apply!
n   Conclusion
n   Questions for Assessment

Students will recognize the importance of following directions on job or 
school applications.

Students will identify questions they may come across on job or school appli-
cations.

Students will complete a model application.

Materials Needed

• Two watches with second hands (Starter)

• One copy of the “Directions” activity sheet (#1) for each student (Part I)

• One copy of the “Sample Job Application” activity sheet (#2) for each student 
(Part II)

• One copy of the “Sample Undergraduate Application for Admission” 
activity sheet (#3) for each student (Part II)

423

Objectives



Starter (3 minutes)
Ask for two student volunteers. Explain to the class that they are going to have a 
shoe-tying race. Ask both volunteers to untie their shoes. 

When the volunteers are ready, hand each of them a watch with a second hand. As 
you hand them the watches, make a mental note of the time on each watch. Tell 
the competitors to look at the watches and to time how long it takes them to tie 
their shoes. When they are ready, say go.

As the volunteers claim to have won, take the watches back from them. As they 
hand the watches back to you, record the time from each watch. Ask the volun-
teers how long it took them to tie their shoes. Then, ask them to identify the time 
they started and the time they finished. 

Point out to students that the volunteers had to follow directions and pay atten-
tion to details. Remind students that you told the competitors to look at the 
watches and to time how long it took to tie the shoes. Explain to students that 
today’s lesson will help them learn to follow directions and pay attention to details 
when completing applications for jobs or college.

Part I   Directions (10 minutes)

Purpose: Students recognize the importance of following directions on a job or 
school application. 

 1. StudentS learn the importance of reading directionS before 
filling out a job application.

Hand out copies of the “Directions” activity sheet (#1).

Explain to students that you are going to test their ability to follow directions. 
Allow them three minutes to complete the activity sheet. 

When the three minutes are up, ask how many students followed all of the 
directions on the activity sheet.

Tell them to look at item number 10. Ask a volunteer to read that direction— 
they are to ignore directions three through nine. Explain that the only way to 
have known about skipping those numbers is to have read all of the directions 
before beginning.

Explain that when filling out applications for jobs or for college, it is impor-
tant to follow directions. The best way to do that is to read the directions very 
carefully. Tell them that if they don’t understand a direction, they should ask 
for clarification. It is better to ask a question than to put something wrong on 
an application. 
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Part II   Questions (15 minutes)

Purpose: Students identify questions they may come across on applications.

 1. StudentS identify SituationS in which they may need to complete 
applicationS.

Have students recall some of the times when they have had to fill out forms 
and applications in the past. Ask, “When might you need to fill out applica-
tions in the future?”

Explain that job applications, school applications, credit card applications, 
bank account applications, and information forms at the doctor or pharmacy 
are all examples of applications they will need to complete.

 2. StudentS examine the information that a company or School may 
want to know about an applicant.

Ask students to imagine that they are the owners of a small convenience 
store and are looking to hire a part-time clerk. Ask them to think about what 
they would ask a person who has come to them about the job. Write student 
responses on the board.

Explain to students that one major purpose of an application is to give some 
basic information to a potential employer or school administrator. This saves 
time when selecting qualified applicants. It is also important to complete 
applications accurately and neatly, as they are the first impression employers 
have of an applicant. 

 3. StudentS recognize that applicationS may have queStionS that aSk 
for information they don’t have.

Distribute copies of the “Sample Job Application” activity sheet (#2). 

Ask students if they see a question on the application that they can’t answer. 
(Students may be unable to provide their Social Security number or the address of 
a previous employer.)

Distribute copies of the “Sample Undergraduate Application for Admission” 
activity sheet (#3).

Ask students to identify any differences between the questions on the job 
application and the school application. (In reply, students may point out ethnic 
background, emergency contact information, etc.)

Explain to students that they must complete all sections of an application 
to be considered a serious candidate for a job or school. Remind them that 
unless a question clearly does not apply to them, they should make sure to 
answer everything. 

Explain that in the next activity, students will learn how to deal with questions 
that they may not have answers to. 
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Part III   Apply! (20 minutes)

Purpose: Students apply what they have learned by completing an application.

 1. StudentS begin to fill out an application.

Tell students to select one of the sample applications to work on. Instruct stu-
dents to fill out as much of the application as they can and to circle any ques-
tions they can’t answer. For the Social Security number lines, tell students to 
try to recall their number, but not to write it down. They should circle that 
question if they can’t recall their number.

Allow students several minutes to complete the applications.

 2. StudentS learn how to get the information neceSSary to complete 
an application.

When students have finished, ask them to share some of the questions that 
they could not answer. Write those questions on the board. 

Ask students to identify ways to get the answers to those questions. List the 
solutions beside the questions. Explain that they can have a parent or family 
member supply Social Security numbers. The school principal or a guidance 
counselor can help with school records. Medical information can come from a 
doctor or from school records.

Explain to them that they should keep this information on a card or sheet of 
paper to take with them when they apply for a job. This will make completing 
applications easier.

Conclusion (2 minutes)

Ask students why it is important to fill out an application correctly. Ask them why 
this is a skill that they will use for the rest of their lives. Elicit from students the 
following key points that were taught in this lesson:

• It is important to follow directions on applications carefully.

• Be sure the information is accurate and the application looks neat.

• Be prepared. Have the information you will likely need to provide with you 
when you complete the application.

Questions for Assessment

1. What information should you have with you before filling out an application?

2. List three things you should be sure to do when filling out an application.

3. Complete any unanswered questions on your application from class as if you 
were going to give it to a potential employer (with the exception of your 
Social Security number).
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “In the long run, men hit 
only what they aim at.” –Henry David 
Thoreau

Activity: Ask students, “How does this 
quote apply to looking for a job? How 
does it apply to completing an applica-
tion?”

Extension: Addressing Multiple 
Learning Styles

Activity: Have students begin a class 
list of special instructions found on job 
applications, with descriptions of what’s 
expected. You may also want to create a 
list of common spellings and usage that 
might be troublesome (e.g., experience, 
its/it’s, there/their/they’re, etc.).

Have students use this information 
when completing applications.

Extension: Writing in Your Journal

Activity: Have students write about 
the importance of accurately com-
pleting job applications. They should 
answer the following questions: How 
can an application represent you? How 
can an application communicate your 
skills?

Have students share their writing with 
a partner.

Extension: Using Technology

Activity: Have students use the inter-
net to find a job they would like to have 
and list the qualifications identified in 
the job advertisement.

As a class, have students describe the 
jobs and qualifications they found. 
Discuss how students can use an appli-
cation to describe how their quali-
fications are suited for their desired 
position.

Extension: Homework

Activity: Have students make cards 
with the personal information they 
need to fill out an application (e.g., job 
history, etc.).

Have students use the information to 
complete a job application.

Extension: Using Technology

Activity: Have students browse the 
job application guide at https://www.
thebalance.com/job-application-
guide-2061575. 

When they have finished, have students 
create a brief list of rules about filling 
out job applications with care.
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Module Nine: Getting the Job High School

 1. Write your name in the top right corner of the paper.

 2. Fold the paper in half by bringing the top right corner to 
meet the top left corner and the bottom right corner to meet 
the bottom left corner.

 3. Unfold the paper.

 4. Tear off the bottom left corner of this paper.

 5. Stand up.

 6. Turn around in a circle.

 7. Sit down.

 8. Poke two holes in the middle of the paper.

 9. Look through the holes.

 10. Ignore directions three through nine on this paper.

Directions
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(pleaSe print clearly.)

Position(s) applied for: _________________________________________________________________
Were you previously employed by us? ________   If yes, when? ____________________________
If your application is considered favorably, on what date will you be available for work?
_________________________________________________________________________________________

PERSONAL

Name: ________________________________ Social Security Number: ______________________________
Present Address: ______________________ Telephone Number: __________________________
Are you legally eligible for employment in the USA? ______ (If yes, verification required.)
Are you of the legal age to work? _________

LIST YOUR EMPLOYMENT HISTORY BELOW,  
BEGINNING WITH YOUR MOST RECENT JOB:

Sample Job Application

From
Mo.         Yr.

To
Mo.         Yr.

Starting 
Salary

Last Salary Reason for 
Leaving

Name and Address of Company 
and Type of Business

Telephone: 

Describe the work you did:

Circle Highest Grade of School Completed             7        8        9        10        11        12        Bachelor

I hereby give permission to contact the employers listed above concerning my prior work 
experience.
Signature ________________________________________   Date ________ / ________ /_________

XXX-XX-XXXX

From
Mo.         Yr.

To
Mo.         Yr.

Starting 
Salary

Last Salary Reason for 
Leaving

Name and Address of Company 
and Type of Business

Telephone: 

Describe the work you did:

For Office Use Only 
Locations  Positions 
___________ ___________
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thiS application muSt be accompanied by a $25.00 application fee.

pleaSe print or type.
Social Security Number _________________ - _________________ - _________________  
Name (last, first, middle) ______________________________________________________________
Permanent Address ____________________________________________________________________
City ___________________ State _________ Zip ____________ Phone (_____) _______ -  ________
Mailing Address (if different from above) _______________________________________________
City ___________________ State _________ Zip ____________ Phone (_____) _______ -  ________
Birth date (day/month/year) ______ /______ /______    p  Male   p  Female   (check one)
Ethnic Origin (Optional. Response to this question will not affect the admissions decision.)
	 p	 White (Non-Hispanic)
	 p	 Black (Non-Hispanic)
	 p	 Latino/Hispanic
	 p	 American Indian or Alaskan Native
	 p	 Asian or Pacific Islander
p	 U.S. Citizen p Non-U.S. Citizen
p	 Perm. Resident Alien
(Alien Registration Number)____________
In case of emergency, contact:  p Parent   p Guardian   p Spouse
Name _________________________________________________ Phone (_____) _______ -  ________
Address _______________________________________________________________________________
City ___________________________________________________  State ________ Zip ____________
Home Phone (_____) ________ -  ________
Applying as:  p  Freshman   p  Transfer Applying for:  p  Fall   p  Spring   p  Summer
Intended Major _______________________________________

SchoolS attended:

thiS application muSt be Signed. 
I understand that withholding information requested on this application or giving false 
information may make me ineligible for admission to the University or subject to dismiss-
al. I certify that the information provided on this application is correct and complete.

Signature ________________________________________   Date ________ / ________ /_________

Sample Undergraduate 
Application for Admission

XXX XX XXXX

School Name City, State Dates Attended Degrees Honors Earned



 Lesson

 
 preparing for an interview

A G E N D A
n   Starter
n   Get Ready
n   What’s the Question?
n   Dress for Success
n   Conclusion
n   Questions for Assessment

Students will identify ways to reduce the stress involved with interviewing.

Students will identify and prepare answers for potential interview questions.

Students will identify appropriate and inappropriate attire for interviews.

Materials Needed

• One copy of the “Any Questions?” activity sheet (#4) for each student (Part I)

• Magazines and scissors for each group of three or four students (Part III)

2
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Objectives
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Starter (2 minutes)

Tell students, “Please clear your desks and take out a pencil and paper. We’re 
going to have a surprise quiz! Write the numbers one through seven on your 
paper. Okay, here we go!”

Ask students the following questions:

1. What’s the capital of North Dakota?

2. How do you spell “pneumonia”?

3. Name a single-celled organism.

4. Who was the third vice president of the United States?

5. What is the square root of 7,238?

6. Identify five paintings by Leonardo da Vinci.

7. List the laws of thermodynamics.

After asking students the seven questions, ask them how they felt. Were they ner-
vous and anxious? Did they think that they could do better if they had a chance to 
study the material for the quiz?

Explain to them that they wouldn’t be human if they didn’t feel nervous. Point out 
that they could have done better if they had been given a chance to prepare.

Explain that an interview is somewhat like a quiz. The difference between this 
quiz and an interview is that in an interview the students have the answers to all of 
the questions—they just need to be prepared to answer them.

Part I   Get Ready (10 minutes)

Purpose: Students discuss ways to reduce the stress involved with interviewing. 

1. StudentS learn that preparation iS the beSt way to remain in
control of an interview.

Ask students to identify the person who decided what to include on their
resumes and on the applications they completed. Lead students to the under-
standing that they were in control and they decided what to include. Explain
that they decided which of their experiences and talents would show their best
qualities to an employer.

Emphasize that students should also view an interview as a situation in which
they should be in control. They decide which of their experiences and talents
they will share with a potential employer. Explain that being prepared is the
best way to remain in control while being interviewed.

2. StudentS diScover wayS to be prepared for an interview.

Ask students to brainstorm ways to prepare for an interview even before they
leave home. As students offer responses, write key words on the board.
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Students should respond:

• Bring a copy of your personal information sheet in case you need to com-
plete applications, forms, or official documents.

• Keep your resume in a folder to protect it from getting folded or dirty.

• Think of questions that you might be asked in an interview and prepare 
responses.

 3. StudentS create queStionS to aSk interviewerS.

Explain that generally when an interviewer is finished asking his or her 
questions, it is the interviewee’s turn to ask questions. Tell students that 
before they go to an interview, they should prepare a list of two or three 
good questions about the job. Having prepared questions is very important. 
Have students identify the kinds of questions they might ask. Write 
student responses on the board. (Students may say: clarification about job 
responsibilities, hours of operation, benefits offered, dress code, etc.)

When students have offered possible questions, distribute copies of the “Any 
Questions?” activity sheet (#4). Ask volunteers to read aloud the sample ques-
tions listed on the activity sheet. Encourage students to add appropriate ques-
tions from the class list to the activity sheet.

 4. StudentS underStand the importance of being on time for an 
interview.

Explain to students that another important part of preparing for an interview is 
calling the employer to confirm the time of the meeting and to get directions.

Ask students to consider how they feel when they’re supposed to meet some-
one at a certain time and that person shows up late. After students have 
answered, point out that if they annoy an employer by showing up late to their 
interview, they will not make a good first impression. In fact, the interview will 
probably not go well and it is unlikely that they will be offered the job.

Stress that students should plan to arrive a little early for the interview. They 
can use the extra time to make sure that they’re organized and prepared.

Part II   What’s the Question? (20 minutes)

Purpose: Students identify and prepare answers for potential interview questions.

 1. StudentS brainStorm job-Specific queStionS that interviewerS 
might aSk.

Ask students to begin thinking about what some of the questions in an 
interview could be. Provide students with an example, such as, “If you were 
interviewing for a job in a restaurant, the interviewer might ask, ‘What serving 
experience do you have?’ What else do you think the interviewer might ask?” 
Write student responses on the board. 
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Ask students to imagine that they are interviewing for a position in an office. 
Would they be asked the same questions? Students should realize that the 
questions will differ. Ask students what kinds of questions might be asked in 
an interview for an office position. Write their responses on the board

Ask, “What if you were interviewing for a job as a computer technician? What 
would you be asked then?”

When the brainstorm is complete, point out that some interview questions are 
job specific. Students need to be able to answer questions in the interview that 
show that they have the experience and knowledge to do the job well.

 2. StudentS conSider queStionS concerning themSelveS aS individualS.

Explain to students that no matter what job they’re applying for, the employ-
er will always want to know that they’re going to be reliable and honest hard 
workers. Even if they don’t have a lot of experience, the interviewer wants to 
know that they can learn what they need to know to do the job well.

Ask, “What kinds of questions will an interviewer ask to find out about you as 
a person?” Encourage students to suggest examples such as the following:

• Why would you like to work here?

• What are your strengths?

• What are your weaknesses?

• What are your goals for the future? 

Point out to students that sometimes questions like these feel overwhelm-
ing in an interview. They should keep in mind that they know the answers 
to all of these questions—they’ve already answered some of them during this 
course. Refer students to the activity sheets that they have completed, particu-
larly the “Strengths Interview” activity sheet from the Confidence Building 
module and the “Skills Translator,” “My Qualifications,” and “Ideal Job 
Equation” activity sheets from module eight. Remind students to review their 
resumes from “Lesson 5: Preparing a Resume” of Module Eight: A Game Plan 
for Work.

 3. StudentS prepare anSwerS to queStionS about their potential aS 
employeeS.

Call on several students and ask each to name some of the reasons that they 
will make good employees. Write their responses on the board. 

Ask students to consider what they would say if an interviewer asks them a 
tough question, such as “What is your biggest weakness?” Allow one or two 
volunteers to respond. Point out that as long as they stay focused on their 
strengths and the experiences that they have had, they’ll be able to use ques-
tions like that to their advantage.

As an example, describe a weakness that could be turned into a strength. For 
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instance, explain, “I’m not a great speller, but this means I’m very careful 
about proofreading everything I write.”

Ask students what they would think if someone told them that was his or her 
biggest weakness. Explain that it shows that the person values paying atten-
tion to details and doing a good job. Those are qualities that all employers 
want.

Advise students not to use “fake” weaknesses, such as “I sometimes work too 
hard.” Explain that such answers don’t sound genuine.

Part III   Dress for Success (15 minutes)

Purpose: Students identify appropriate and inappropriate attire for interviews.

 1. StudentS recognize that proper grooming makeS a good impreSSion.

Say, “When you were putting your resume together, you learned how impor-
tant it is for your resume to look neat and error-free.” Ask students to recall 
why those things are important. (Student responses should state that neatness and 
correctness make a good impression on a potential employer.)

Explain to students that the same rule applies to their appearance when they 
first meet an employer. The way that they dress will influence the impression 
that they make on the employer. Remind them that they want to dress appro-
priately.

 2. StudentS diScuSS guidelineS for appropriate interview clothing.

Explain to students that it can be difficult to decide what is appropriate attire 
for work. Students should wear clothes that they feel comfortable in, but 
they should also follow some general guidelines for what is appropriate for an 
interview:

• Don’t wear jeans, sneakers, sandals, or hats, no matter how nice they are. 
They’re too casual, and the potential employer may interpret them as an 
indication that you’re not taking the interview seriously.

• Make sure your hair is neat and that it isn’t falling in your face or bother-
ing you. If you have to keep brushing it out of your face during the inter-
view, it can be distracting to you and the employer. 

• Too much jewelry, lots of makeup or perfume, saggy pants, shirts that 
show your stomach, and very bright nail polish can also detract from the 
impression you want to make. 

• Here is a good rule for interview clothing: if there’s something you’re 
wearing that your eyes seem to focus on when you look in the mirror 
before your interview, change it. You want the interviewer to give you, not 
your clothes, all of his or her attention.

Point out to students that they do not have to spend a lot of money on clothes 
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for an interview, particularly if they will not be required to dress up on the 
job. Have students suggest ways that they could get an outfit without spend-
ing a great deal of money. (Students should mention: borrowing an outfit from 
a friend or family member or purchasing one new item to complement clothes they 
already own.)

 3. StudentS identify appropriate interview clothing.

Divide students into groups of three or four. Give each group a magazine and 
scissors and instruct them to cut out clothing that would be appropriate inter-
view attire for them. 

Allow students about five minutes to choose clothing. When students have 
finished, have each group briefly explain the clothing they chose.

 4. StudentS recognize that attention to detailS iS important.

Ask students to suggest the final details they should consider when dressing 
for an interview. (Student responses should include: ironing clothes, straightening 
a tie, shaving, shining shoes, and making sure to have clean hands and finger-
nails.)

Point out that these things are like proofreading a resume. Even though these 
details don’t specifically relate to your ability to do a job, they are factors that, 
if neglected, might cause an employer to immediately lose interest.

 5. StudentS recognize the benefitS of creating an interview 
preparation checkliSt.

Ask students to recall the time management activities from “Lesson 2: 
Managing Your Time” of Module Six: Skills for School and Beyond and the 
techniques that were presented to help them complete tasks. Ask students 
what techniques can be applied to interview preparation. (Student responses 
should include prioritizing and creating to-do lists.) 

Conclusion (2 minutes)

Ask students to explain that they can successfully prepare for an interview. Elicit 
from students the following key points that were taught in this lesson:

• By preparing possible questions and answers, you can feel prepared and 
confident in an interview.

• Focusing on strengths can enable you to answer tough questions well.

• We have control over what an employer sees and hears about us in an 
interview. By preparing well and dressing appropriately, we will be able to 
confidently present ourselves as excellent candidates for employment. 
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Questions for Assessment

1. Imagine that you are going on a job interview tomorrow. Create your own 
interview preparation checklist.

2. What does it mean to dress appropriately for an interview? Why is this  
important?

3. Answer the following questions as if you were at an interview:

 a. What would you add to our company?

 b. What are your weaknesses?

 c. What are your goals for the future?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Depend on the rabbit’s foot if 
you will, but remember it didn’t work 
for the rabbit.” –R. E. Shay

Activity: Have students discuss what 
they need (besides luck) to ace an 
interview.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students write a short 
story about a successful interview, cast-
ing themselves as the hero.

Have students read the stories in small 
groups.

Extension: Writing in Your Journal

Activity: Have students read the “I 
Got Fired” activity sheet (#5).

Have students write about an experi-
ence they wouldn’t want to admit in a 
job interview.

Extension: Using Technology

Activity: Have students visit  
www.monster.com, which gives doz-
ens of links for researching potential 
employers. 

Have students report on industries and 
employers of interest. Students should 
also list three strengths or skills that 
might be useful to their business or 
company of choice.

Extension: Homework

Activity: Have each student create a 
poster that lists his/her three great-
est strengths. Have them choose their 
interview clothing and wear it to school 
for interview role-playing.

Take photos and display them with stu-
dents’ posters in the classroom.

Extension: Additional Resources

Activity: Copy appropriate questions 
from The 250 Job Interview Questions 
You’ll Most Likely Be Asked…and the 
Answers That Will Get You Hired! by 
Peter Veruki onto index cards.

Have students role-play job interviews, 
with the “interviewer” selecting ques-
tions from the list. Have students 
critique interview techniques in small 
groups.
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?
What are the responsibilities of the job?

_________________________________________________________

Are there opportunities for advancement? To what other jobs?

_________________________________________________________

Do you offer any benefits?

_________________________________________________________

What are the regular work hours of the job?

_________________________________________________________

What are the qualities you’re looking for in a candidate?

_________________________________________________________

Any Questions?
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I Got Fired
after three weeks at my job

I got fired after three weeks at my job because I wasn’t good at making 
burgers. Now I’m going for a job at a different type of restaurant. Do I have to 
tell them about my last job? Dave, 16, New York

While you’re not obliged to bring up 
your previous job, don’t lie if you are 
asked about it. Even though mak-
ing burgers wasn’t your thing, there 
are many other restaurant jobs avail-
able—hosts and hostesses, wait staff, 
table prep and cleanup crew, to name 
just a few. Bradley G. Richardson, 

founder of JobSmarts, a firm that 
deals with career-development issues, 
says, “A rule of thumb in the busi-
ness world is that you don’t have to 
list a job on your resume unless you 
worked there at least 30 to 90 days.  
Never be dishonest, though, if you 
are asked if you’ve ever been fired.”

*Reprinted with permission from React magazine. Copyright 1998, Advance Magazine Publications, Inc. Uses: Copy 
machine, opaque projector, or transparency master for overhead projector. React magazine grants permission to repro-
duce this page for use in classrooms.



 Lesson

 
 Interviewing

A G E N D A
n   Starter
n   Shake
n   Questions and Answers
n   Interview Jitters
n   Conclusion
n   Questions for Assessment

Students will identify how to demonstrate confidence when they greet some-
one.

Students will practice answering difficult interview questions.

Students will discuss last-minute interview preparation techniques.

Materials Needed

• One copy of the “Tough Questions” activity sheet (#6) for each student  
(Part II)

• One copy of the “Interview Preparation Checklist” activity sheet (#7) for each 
student (Part III)

3
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Starter (3 minutes)

Choose two volunteers. Ask one volunteer to come into the classroom smiling 
and standing up straight. This student should walk around the room shaking 
hands and saying hello to classmates. Tell the other volunteer to slink into the 
classroom, give a weak handshake, and mumble hello without looking the other 
students in the eyes.

After the volunteers have greeted several of the students, ask the class, “What was 
your impression of the two volunteers? Whom would you be more inclined to 
hire? Why?”

Explain to students that it is important to show that they are confident individu-
als while on an interview. Tell students that they learned about preparing for an 
interview in lesson 2, and now they are going to explore ways to show their self-
confidence.

Part I   Shake (10 minutes) 

Purpose: Students identify techniques for greeting someone with confidence.

 1. StudentS identify what makeS a good handShake.

Ask students, “What makes a good handshake?” Write responses on the board. 
(Students may say: strong, firm, confident, not limp.)

Explain that the best way to shake hands well is to master the “web to web” 
handshake. Place the part of your hand where the thumb and index finger are 
connected (the “web”) against the web of the hand you are shaking.

Ask for a volunteer to help demonstrate the “web to web” handshake. Explain 
that it is important to have a firm, but not too strong, handshake. Tell students 
that it is not a contest with the other person; an interviewer would not be like-
ly to hire someone who hurts his or her hand in a handshake.

 2. StudentS identify what other actionS are involved in a good 
handShake.

Remind students of the starter and ask them to identify some of the other dif-
ferences between the ways the two volunteers entered and walked around the 
room. 

Lead students to the understanding that to complete the impression of a con-
fident and friendly person, an interviewee needs to look the interviewer in the 
eye and say (while they are shaking hands) that he or she is pleased to meet 
him or her.

 3. StudentS practice their greeting.

Tell students that they have all of the ingredients for a successful greeting. They 
know the “web to web” handshake, how to make eye contact, and what to say. 

x442 Module NiNe  GettiNG the Job
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Tell students to walk around the room and practice greeting each other. 
Allow a few minutes for this. Move around the room and shake hands with 
every student.

Tell students that the first part of an interview is very important. Some experts 
say that a decision to hire or not to hire a candidate is made in the first three 
minutes, and that the balance of the time is spent justifying the decision. A 
good greeting can get the student off to a positive start in an interview.

Part II   Questions and Answers (20 minutes)

Purpose: Students practice answering difficult interview questions.

 1. StudentS review difficult queStionS and identify wayS to reSpond.

Divide the class into pairs. Tell students that the best way to be prepared for a 
difficult interview question is to practice what to say if asked one.

Distribute copies of the “Tough Questions” activity sheet (#6). Explain that 
the activity sheet has some diagrams on it to stimulate thinking about answers 
to difficult questions.

Tell students how to complete the activity sheet: 

• In the first space, identify a weakness you have.

• In the second space, write about how the weakness makes you work harder or 
pay attention to details—characteristics any employer wants in an employee. 

• In the third space, describe a positive strength that comes from overcoming 
this weakness.

Allow students several minutes to complete the activity sheet. 

 2. StudentS See the importance of ending an anSwer poSitively.

Ask students to explain what they observe about the last boxes for the ques-
tions on the activity sheet.

Lead students to understand that they should always conclude their answers 
with something positive. Point out that they should respond to all interview 
questions, even straightforward ones, with a positive answer.

 3. StudentS practice reSponding to difficult queStionS.

Write the following question on the board: “If you could change one thing 
about yourself, what would it be and why?” Tell students to reflect on how they 
would respond to an interviewer who asked this question.

Remind students to focus on something positive. Tell them to practice their 
responses with their partners. 

Students may feel anxious about an interview after going through this exercise. 
Remind them that they know the answers to the questions and they are pre-
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pared to go into the interview.

Explain that an interviewer has a problem to solve: he or she must select and 
hire someone. The interviewee’s task is to show that he or she is capable of 
handling the job.

Part III   Interview Jitters (15 minutes)

Purpose: Students discuss last-minute interview preparation techniques.

 1. StudentS recognize that it iS normal to be nervouS going into an 
interview.

Tell students that everyone is nervous about an interview. Point out that even 
interviewers likely had to interview to get their job—and probably felt ner-
vous, too! Students should keep in mind that the goal is not to eliminate anxi-
ety, but to keep it from getting in the way.

 2. StudentS review how to prepare for an interview.

Distribute copies of the “Interview Preparation Checklist” activity sheet (#7). 
Ask a volunteer to read the checklist out loud to the class. Have students iden-
tify items they feel unsure of and discuss ways they can be better prepared.

Explain to students that when they feel nervous while on an interview, they 
should remind themselves that they are well prepared. This is the best strategy 
for staying calm.

 3. StudentS uSe relaxation techniqueS.

Ask students to identify the signs that might indicate that a person is nervous. 
Write student responses on the board. (Students should respond: sweaty palms, 
fidgeting, tapping feet, tapping pencils, avoiding eye contact, speaking in a low 
voice, giving short answers to questions.)

Tell students to review good communication skills (see Module One: 
Communication Skills). Explain that interviews are good opportunities to use 
active listening skills and to pay attention to the nonverbal messages they are 
sending.

Remind students of the stress management techniques learned in Module Six: 
Skills for School and Beyond. Tell students to remind themselves, while on an 
interview, that they’ve done all the right things to prepare for it and that they 
are ready. Ask students to visualize a successful interview. What images do 
students see?



Conclusion (2 minutes)

Ask students to describe the characteristics of a successful job interview. Elicit 
from students the following key points that were taught in this lesson:

• A firm handshake and eye contact imply confidence.

• Prepare answers for difficult questions by focusing on and ending with 
something positive.

• Everyone feels nervous about an interview, but relaxation and stress 
management techniques can be used to remain calm.

Questions for Assessment

1. List three things you should do in an interview to show that you are confident 
and friendly.

2. Describe the differences between an unsuccessful job interview and a success-
ful one.

 lessoN 3  iNterviewiNG 445x



x446 Module NiNe  GettiNG the Job

L E S S O N  E X T E N S I O N S

  Extension: Using Quotations

Quote: “Eighty percent of success is 
showing up.” –Woody Allen, movie 
director, producer, and actor

Activity: Tell students that the other 
20% is preparation. Have students cre-
ate a list of things to remember when 
going on job interviews.

Extension: Using Technology

Activity: Have students take a virtual 
interview at http://resources.monster 
.com/tools and note the feedback they 
receive.

Discuss the questions that students 
encountered and the feedback they 
received.

Extension: Writing in Your Journal

Activity: Have students complete the 
following sentence: “Interviews make 
me nervous because…”

Have students work with a partner to 
develop an affirmation that will help 
them overcome their nervousness (e.g., 
if their response was “because I’m wor-
ried I won’t get the job,” students 
could remind themselves that they’d be 
a great addition to the company).

Extension: Additional Resources

Activity: Have students review 
the chapter on work from Speaker’s 
Sourcebook II by Glenn Van Ekeren. 
This book offers quotes and stories 
about loving your work and giving your 
all.

Have students explain the importance of 
a can-do attitude.

Extension: Homework

Activity: Have students review the arti-
cles about interviews on http://career 
-advice.monster.com/job-interview/
careers.aspx. Have them also create 
packets containing all the materials they 
will need for interviews, such as resumes 
and references. 

Divide students into small groups. 
Groups should develop checklists to 
help them make sure they have every-
thing they need for an interview.

Extension: Additional Resources

Activity: Ask a personnel manager 
or human resources director from the 
community to speak about what to 
expect in an interview.

Have students write a paragraph sum-
marizing the information given.
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 s In the triangle, identify your weakness. 

 n In the rectangle, talk about what you do to overcome that weakness or what you’ve 
learned from your mistake. Think about how this has made you work harder and 
how it has helped you grow.

 l In the circle, write about a positive strength that comes from overcoming this 
obstacle. 

Tough Questions

what iS your biggeSt weakneSS?

➤➤➤ ➤➤

what iS your biggeSt weakneSS?

➤➤➤ ➤➤

I  
need  

structured  
tasks.

I structure  
my own tasks  
when no one  
else does.

I can take a  
project and break  

it down into smaller 
tasks and identify 

what needs to  
be done.
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do i have…

 p COPIES OF MY RESUME

 p THREE QUESTIONS TO ASK THE INTERVIEWER 

INFORMATION I MIGHT NEED IN ORDER TO FILL OUT AN APPLICATION

 p Social Security number

 p Name of an emergency contact

 p Names and telephone numbers of references

APPROPRIATE CLOTHING AND GROOMING 

 p Clean shoes

 p Hair is clean and out of my face

 p Clothes aren’t wrinkled

 p Not wearing a hat 

 p Not wearing anything that distracts the interviewer from what I’m saying

 p Tie is straight

 p Shirt is tucked in

 p Clean-shaven, if appropriate

 p Dress blouse

 p Suit or dress pants

 p Professional skirt or dress

Interview Preparation Checklist



 Lesson

 
 Following the Interview*

A G E N D A
SeSSion 1
n   Starter
n   The End
n   Thank You, Thank You
n   Questions for Assessment—Session 1
SeSSion 2
n   Thank You, Thank You (continued) 
n   Make the Call
n   Conclusion
n   Questions for Assessment—Session 2

Students will recognize the importance of following up after an interview. 

Students will identify the elements of strong thank-you letters. 

Students will write thank-you letters.

Students will recognize the importance of follow-up telephone calls and will 
practice such calls.

  Materials Needed

SeSSion 1

• Two boxes containing the same item, one beautifully wrapped and the other 
covered in tattered newspaper (Starter)

• One copy of the “Interview Thank-You Letter” activity sheet (#8) for each 
student (Part II)

• One copy of the “Parts of a Business Letter” activity sheet (#9) for each student 
(Part II)

449

4

*This lesson is designed to take two class sessions.

Objectives



x450 Module NiNe  GettiNG the Job

SESSION 1
Starter (3 minutes)

Hold up the wrapped boxes. Ask students which of the presents they would want 
to receive. Students will respond that the beautifully wrapped package makes a 
better impression. Reveal to the class that both boxes contain the same item, but, 
as the class noted, the beautiful wrapping is more desirable and makes that pack-
age more appealing.

Explain to students that when they close an interview and follow-up, they need 
to make a good final impression. Explain that it just might make them stand out 
from the crowd.

Part I   The End (20 minutes)

Purpose: Students learn the importance of interview follow-up.

 1. StudentS identify the final StepS of the interview proceSS. 

Explain that the next step of the interview process is to find out when the 
company expects to make a decision about hiring. Suggest that students ask an 
interviewer one of the following questions before leaving: 

• Would you like me to follow up with you next week?

• Can I expect to hear from you or may I contact you?

Explain that if an interviewer states that he or she will call, students should 
make clear when and where they can be reached. 

 2. StudentS learn to conclude their interview with a thank-you.

Tell students to imagine that they answered every question well during an 
interview because they were prepared. Ask students to describe what they 
would do as the interview is ending.

Remind students that their interviewer has taken time out of the day to find 
out more about the student, so it’s important to acknowledge that. Elicit 
from the class that this is the time to thank the person for the opportunity to 
meet with him or her and learn about the company. Point out that this is an 
appropriate time to shake hands again.

 3. StudentS practice what to do at the end of an interview.

Ask students to find a partner. Explain that the pairs will have five minutes to 
practice the following steps to ending an interview well: 

• State when and where the employer can reach you.
• Ask about making a follow-up telephone call.
• Thank the interviewer for his or her time.
• Shake the interviewer’s hand.
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Have the partners take turns playing interviewer and interviewee.

When students finish, ask them to identify what was done well and what could 
be improved.

Part II   Thank You, Thank You (25 minutes)

Purpose: Students identify the elements of strong thank-you letters and incorpo-
rate these elements into their own letters.

 1. StudentS recognize the value of thank-you letterS.

Explain to students that even after they have left an interview, there is still 
more they can do to increase their chances of landing the job. Ask students to 
identify a step that they could take to impress an interviewer. (Students should 
say they have to write a thank-you letter.)

Tell students that the best time to write the letter is immediately following 
their meeting, while the details of the interview are still fresh in their minds. 
They should send out the letter a day or two after the interview.

Ask students to identify the purpose of writing thank-you letters. Establish 
that thank-you letters are an opportunity for students to emphasize their 
strengths as they relate to a job, add any information that they may have for-
gotten to mention, express appreciation to the interviewer, and reiterate their 
interest in a job opening.

 2. StudentS identify the partS of a thank-you letter.

Distribute the “Interview Thank-You Letter” activity sheet (#8) to each stu-
dent. Ask students to study it carefully and identify the parts of the letter. 

Help students identify the heading, inside address, salutation, body,  
complimentary closing, and signature. Students should also recognize that 
they should use a computer to write their thank-you letters.

Distribute the “Parts of a Business Letter” activity sheet (#9) to each student. 
Read the explanations out loud. Explain to students that they are to keep and 
use the handout to help them write business letters in the future.

 3. StudentS examine the content of a thank-you letter.

Explain to students that a good thank-you letter has the following content:

• A thank-you comment

• Confirmation of interest in the job

• Reiteration of how the student’s strengths and talents relate to the job

• Any further information that may be helpful or important

• A specific reference to the interview
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• A statement confirming the student’s willingness to answer any other ques-
tions

• Follow-up information about where and when to contact the student

Ask volunteers to read the corresponding sections from the sample letter.

 4. StudentS write a draft of a thank-you letter.

Instruct students to use the remaining class time to draft thank-you letters to 
the their role-playing partners from part I. 

Explain that they will revise and polish their letters in the next session.

Questions for Assessment—Session 1

1. List three things you should say or do at the end of an interview.

2. Why should you write a thank-you letter?.

3. What should be in a thank-you letter?

SESSION 2
Part I   Thank You, Thank You (continued) (20 minutes)

Purpose: Students edit and revise their thank-you letters.

 1. StudentS poliSh their thank-you letterS.

Have students work with a partner to revise and edit their thank-you letters. 
Ask students to exchange drafts and read the letters twice. First, have them 
read for content and meaning. Then, have them read for errors in spelling, 
mechanics, capitalization, grammar, and business-letter format. Instruct them 
to write suggestions and corrections neatly on the draft.

 2. StudentS write a final draft of their thank-you letterS.

Ask students to write a revised copy of their thank-you letters. Suggest that 
students keep their revised thank-you letters as a model to modify and use 
after a real interview.

Part II   Make the Call (25 minutes)

Purpose: Students learn the importance of follow-up telephone calls.

 1. StudentS learn the purpoSe of a follow-up phone call.

Explain to students that a follow-up phone call has a purpose similar to a 
thank-you letter. Ask students to identify how the two are similar. (Students 
should mention these similar components: an opportunity to emphasize their 



strengths, provide additional information, express appreciation, correct any false 
impressions that may have been created in the interview, etc.)

Have students suggest possible topics for discussion in a follow-up telephone 
call. (Students might suggest: ask if the interviewer received the thank-you  
letter; ask if the interviewer has any more questions; reemphasize strengths and 
talents; express continuing interest in the position; correct or improve any impres-
sions that were not favorable.)

 2. StudentS practice follow-up telephone callS.

Have students work in pairs to write scripts for follow-up phone calls. Allow 
students 10 minutes to use these scripts to practice placing the follow-up 
phone calls.

Have two or three pairs who did especially well present their phone calls to 
the class. Ask students to critique the performances and point out what was 
done well.

Conclusion (3 minutes)

Ask students to explain the roles of thank-you letters and follow-up phone calls in 
interviews. Elicit from students the following key points that were taught in this 
lesson:

• In ending an interview, it is important to be confident and to thank the 
interviewer for his or her time.

• A postinterview thank-you letter provides an opportunity to reemphasize 
strengths and to clarify any points made during an interview.

• A follow-up phone call is an opportunity to express continuing interest in a 
position and allows an interviewer to ask additional questions.

Questions for Assessment—Session 2

1. Why should you make a follow-up phone call after an interview?

2. How are follow-up phone calls and thank-you letters similar?

3. List four possible questions or topics to discuss in a follow-up call.
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Extension: Using Quotations

Quote: “A friendship can weather 
most things and thrive in thin soil; but 
it needs a little mulch of letters and 
phone calls…just to save it from drying 
out completely.” –Pam Brown

Activity: Have students talk about the 
“mulch” of friendship and the ways in 
which this idea can be applied to busi-
ness relationships.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students write rap lyr-
ics that reiterate their qualifications and 
thank their interviewer.

Have volunteers read or perform their 
lyrics aloud. Have students explain why 
reiterating their qualifications is impor-
tant.

Extension: Writing in Your Journal

Activity: Have students write about 
the importance of a thank-you they 
gave or received.

Have volunteers share their work in 
small groups.

Extension: Using Technology

Activity: Have students visit  
www.cover-letters.com. There are many 
sample letters on this site, including 
various thank-you letters.

Have students summarize one letter 
from the site, stating why they think 
the letter would (or wouldn’t) help the 
writer get the job.

Extension: Homework

Activity: Have students write a thank-
you note to a mentor or community 
member who has made a presentation 
to the class.

Have volunteers read their letters out 
loud and talk about how important it is 
to let people who’ve been helpful know 
that their efforts are appreciated. Tell 
students to exchange and proofread 
their letters.

Extension: Additional Resources

Activity: Have students review The 
Art of Thank You: Crafting Notes of 
Gratitude by Connie Leas to investigate 
how to write thank-you notes.

With the class, chart similarities and dif-
ferences between personal thank-yous 
and those written for business purposes.
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2051 Glenview Terrace 
Brighton, MA 02135

February 8, 2010

Mr. Ricardo Dominguez
Dominguez Boots and Shoes 
304 Llewellen Drive
Brighton, MA 02135

Dear Mr. Dominguez:

Thank you for taking the time to meet with me yesterday. 
I was impressed by your store.
  
I am very interested in the sales position that is available. 
As I mentioned during the interview, my time selling candy 
door-to-door for my soccer team has given me great expe-
rience in customer service. Working at Dominguez Boots 
and Shoes would be an excellent way for me to develop my 
sales skills.

I appreciate your considering me for the sales position. I 
will contact you later in the week to answer any questions 
you may have. If you would like to contact me before then, 
please call me at (617) 555-9625.

Thank you for your time.

Sincerely,

Kameika Moore

Kameika Moore

Interview Thank-You Letter

Thank-you comment

Confirmation of your  
interest in the job;  
highlight your strengths 

Follow-up  
information
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Parts of a Business Letter

The heading gives the writer’s complete address and the date.

The inside address gives the recipient’s name and address.

• Call the company if you are not sure of addresses or spelling so that 

your letter has the correct information.

The salutation begins with the word “Dear” and ends with a colon, not a 

comma.

• If you cannot get the person’s name, use “Dear” plus the person’s 

title, such as “Dear Personnel Manager.”

The body consists of single-spaced paragraphs with double spacing, 

not indents, between paragraphs. 

• If the body goes to a second page, put the recipient’s name at the 

top left, the number 2 in the center, and the date at the right  

margin.

The complimentary closing includes phrases such as “Sincerely” or 

“Yours truly” followed by a comma. 

The signature includes both the writer’s handwritten and typed name. 



 Lesson

 
 Responding to a Job Offer

A G E N D A
n   Starter
n   Gathering Information
n   Pro/Con
n   Choose and Act
n   Conclusion
n   Questions for Assessment

Students will practice gathering the information that will help them decide 
whether to accept a job offer.

Students will practice weighing their options and using a pro/con list.

Students will practice making a decision and acting on it.

Students will identify how to appropriately interact with an employer when they 
are offered a job.

Materials Needed

• One copy of the “Job Offers” activity sheet (#10) for each student (Part I)

5

457

Objectives



Starter (3 minutes)

Say to students, “Congratulations! I’d like to offer you a job as my assistant. Your 
hours are Monday through Friday from 3 p.m. to 4 p.m. and Saturdays from 11 
a.m. to 1 p.m. You’ll help me prepare for classes, make copies, and clean up the 
classroom each day. Your pay will be $8.00 per hour.”

Ask students if they would accept this job offer. Why or why not?

Explain to students that almost all job offers will have some trade-offs. For exam-
ple, the pay may be higher than they expected, but there are fewer hours, so their 
total income is less than they wanted. They might also find a job with ideal hours 
and responsibilities, but very low pay.

Point out to students that they will need to use their decision-making skills when 
deciding whether to accept a job.

Part I   Gathering Information (10 minutes)

Purpose: Students practice gathering the information that will help them decide 
whether to accept a job offer.

 1. StudentS are reminded that the firSt Step of the deciSion making 
proceSS iS gathering information.

Ask students, “What should you do first when trying to decide whether to 
accept a job?”

Remind them that when making any decision, the first thing to do is gather 
information. Explain that though they may have been given information 
about the job in the offer itself, they may need to find other information 
before taking the job. 

 2. StudentS identify the information that iS important when making 
a deciSion about a job offer.

Distribute copies of the “Job Offers” activity sheet (#10). Ask students to count 
off by threes so that each person has either a number one, two, or three.

Tell students, “Ones, you have been offered the first job on the activity sheet. 
Twos, you have been offered the second job. Threes, you have been offered 
the third job.”

Tell students to take out their “Ideal Job Equation” activity sheet (#3) from 
“Lesson 2: Exploring Job Possibilities” of Module Eight: A Game Plan for 
Work. Ask them to take a few minutes to compare the information on their 
“Ideal Job Equation” activity sheet with their new job offer. 

Ask, “What do you need to know about the job before you can make a 
decision?” Write responses on the board. 
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 3. StudentS learn how to get anSwerS to their queStionS.

Ask students how they would get answers to these questions. Explain that 
they can get some answers by talking to people they know. If it is important 
enough, they can even call the company, particularly the person for whom 
they would be working, to ask the question. Remind students that gathering 
information is an important part of the decision making process.

Part II   Pro/Con (15 minutes)

Purpose: Students practice weighing their options and using a pro/con list.

 1. StudentS make a pro/con liSt.

Ask students to identify the next step of the decision making process. Lead 
them to the understanding that the next step is to weigh their options. One 
way to do that is to use a pro/con list. Explain that by investigating jobs care-
fully, students will not put themselves in a position where they might not do 
their best because they don’t like what they’re doing.

Ask students to take a piece of paper and fold it in half lengthwise. Have stu-
dents title one half “Pros” and the other half “Cons.” Explain to students that 
the positive reasons for taking the job go in the “Pros” column, and the rea-
sons why the job may not be right for them go in the “Cons” column. 

Instruct students to complete the pro/con list for their job number.

 2. StudentS recognize the importance of uSing pro/con liStS.

After students have completed the list, explain that they now have an idea of 
whether the job is likely to be a positive or negative opportunity. Organizing 
the information in this fashion makes it easier to decide whether to accept or 
turn down the job offer.

Point out to students that they probably won’t find a job that meets all of 
their criteria, so they should pursue a job that satisfies most of the criteria. 

Part III   Choose and Act (20 minutes)

Purpose: Students recognize how to appropriately interact with an employer when 
they are offered a job and practice making a decision and acting on it.

 1. StudentS identify how to reSpond profeSSionally to a job offer.

Ask students to identify what they can do when they receive a job offer, but 
need to take some time to weigh their options. What should they tell the pro-
spective employer? Elicit student suggestions. Lead students to the under-
standing that it is important to thank the employer for the offer and tell him 
or her a specific date by which they will provide an answer.
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Explain to students that they should always call a prospective employer back 
to tell him or her their decision. Point out that even if they do not take the 
job, they should thank the individual for the opportunity to have interviewed 
for the job and to have met him or her.

 2. StudentS make a job choice.

Have students identify, by a show of hands, if they would take the job offered 
on the activity sheet. Instruct students to give a few reasons why they are or are 
not taking the job. 

 3. StudentS role-play calling a proSpective employer to accept or 
decline a job offer.

Have pairs of students role-play calling employers to let them know when to 
expect a response to a job offer. Allow students a few minutes to practice. 
Then, ask students to role-play calling to accept or refuse the position.

Ask pairs that did an exceptional job to demonstrate the telephone calls for 
the class.

Conclusion (2 minutes)

Ask students to describe how to decide whether to accept a job offer. Ask stu-
dents to describe the information they should gather before making a decision 
about a job offer. Elicit from students the following key points that were taught 
in this lesson:

• Use the steps of the decision making process to decide whether to accept a job.

• Choose a job that is right for you.

• Always call the person who interviewed you with your decision and thank him 
or her for the interview.

Questions for Assessment

1. What factors are important to you in deciding whether to accept a job?

2. Describe how you would accept or reject a job offer in a professional  
manner.
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Extension: Using Quotations

Quote: “You are free to choose, but 
the choices you make today will deter-
mine what you will have, be, and do in 
the tomorrow of your life.” –Zig Ziglar

Activity: Have students explain why 
they agree or disagree with this statement. 
Discuss the idea that although current 
choices will have a big impact on their 
lives, not everyone knows their ultimate 
destination.

Extension: Addressing Multiple 
Learning Styles

Activity: Arrange for members of the 
class to visit parents, mentors, and com-
munity members in the workplace.

Have students make a list of the job 
activities observed, the skills needed for 
those jobs, and ways in which the jobs 
matched or did not match their needs 
and goals.

Extension: Writing in Your Journal

Activity: Have students write about 
their first day of work. If students have 
never held a job, have them write about 
what they anticipate their first day will 
be like.

Have students discuss the anxiety and 
expectations of their first day at a new 
job.

Extension: Additional Resources

Activity: Have students read The 
Back Door Guide to Short-Term Job 
Adventures by Michael Landes, which 
includes information about internships, 
seasonal jobs, volunteering, etc.

Have students report on the opportunity 
of their choice. If possible, have them 
write or call for more information, read 
brochures, interview people who’ve par-
ticipated, etc.

Extension: Homework

Activity: Have students think of 
people who have presented them with 
opportunities or helped them in their 
job search. Then, have them mark 
two dates within the coming year to 
send updates to these people. Students 
should mail postcards or letters to these 
individuals on these dates. They should 
bring copies of these updates to class 
when they mail them.

Extension: Additional Resources

Activity: Have students invite mem-
bers of the community to class to talk 
about jobs in their field. Be sure they 
include local businesses that might have 
job opportunities for teens.

Have students write summaries of the 
opportunities and job requirements 
covered during the day.
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What I Want In a job:
In the space below, write down the key factors you want in a job as shown on your 
“Ideal Job Equation” activity sheet. Then compare them to the job descriptions above.

Job Offers

Pet Store Attendant

Responsibilities include caring for ani-
mals, cleaning the cages and tanks daily, 
and sweeping floors. This is an entry-level 
position, but there is an opportunity for 
promotion. You can set your own sched-
ule, the hours are flexible, but you can 
work no more than 8 hours/week. There 
is a one-month probationary period. 
Experience with animals is preferred, but 
not required. The salary is $8.25/hour.

Bank Teller

Responsibilities include working at a 
teller window assisting clients with basic 
transactions. Three weeks of training 
required. Training is held Monday–Friday 
from 3:00 to 5:00 p.m. Teller hours are 
available from 8:00 a.m. to 5:00 p.m. 
on Saturdays. Promotion available after 
six months. Professional environment. 
Distance from home to work is 40 min-
utes. Starting salary is $9.95/hour.

Counter Service/Cashier

Responsibilities include customer ser-
vice, maintaining seating area, working 
the cash register, receiving store deliver-
ies, and cleaning the stock room. Must 
work a minimum of three closing shifts 
per week (5:00 p.m. to 10:30 p.m.) 
and one full Saturday per month. Free 
meal for all shifts that exceed five hours. 
Starts immediately. The salary is $8.90/ 
hour.

Job #1 Job #2

Job #3
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Module Nine: Getting the Job High School

 Module NiNe 463x

candidate: A person who is being considered for a certain position.

cover letter: A persuasive letter that usually accompanies a resume or other written pro-
posal. 

initiative: 1. The power or ability to begin or follow through energetically with a plan 
or task in an independent manner; independent action. 2. Determination. 

networking: 1. The process of looking for a job by spreading the word to a wide range 
of people. 2. An extended group of people with similar interests or concerns who interact 
and remain in informal contact for mutual assistance or support.

professional: 1. Conforming to the standards of a profession. 2. Having or showing 
great skill; expert.

pro/con list: A list used to explain the positive and negative reasons for and against 
something.

qualified: Having the appropriate preparation or qualifications for an office, a position, 
or a task; suitable.

salutation: A word or phrase of greeting used to begin a letter.

Glossary
module nine: Getting the job
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 Lesson

 Developing a  
 Positive Work Ethic

A G E N D A
n   Starter

n   Passes

n   Learning the Rules

n   Following the Rules

n   Conclusion

n   Questions for Assessment

Students will discover the importance of learning the rules of the workplace.

Students will learn the types of rules they are likely to encounter in the  
workplace.

Students will identify and define a positive work ethic.

Students will practice following company rules and having a positive work ethic.

Materials Needed

• Two pens for each circle of students (Part I)

466
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Starter (3 minutes)
Ask a student what he or she likes to be called. After the student responds, say, 
“I think I’ll just call you Herman (or another incorrect name).” Ask the student 
to explain how that makes him or her feel. Explain that most people would feel 
annoyed, surprised, and even angry to be intentionally called by the wrong name.

Ask the class, “Why is the way you are addressed so important?” Suggest that it is 
about respect. We want people to call us the name with which we are comfortable. 
If someone doesn’t, it feels as though he or she doesn’t respect us enough to use 
our name correctly.

Point out that the same is true in the workplace, especially with a supervisor. It is 
important to find out what your supervisor and co-workers like to be called. Do 
they prefer titles like Mr. or Ms.? Do they want to be called by their first names? 
Explain that this is one of the rules of the workplace that students need to know. 
In this lesson, the class will learn about other rules that are important to follow if 
they want to be successful.

Part I   Passes (15 minutes)
Purpose: Students discover the importance of learning the rules of the workplace 
and identify the types of rules they are likely to encounter.

 1. StudentS participate in a game to learn the importance of 
knowing the ruleS of the workplace.

Ask students to sit in a circle. You should also sit in the circle. If the class is 
large, form smaller circles and explain the game to a student leader. Each cir-
cle of students will need two pens.

Explain the game:

• The goal is to figure out how to pass the two pens around the circle correctly.

• Explain that you are going to pass the pens in the proper manner. Tell stu-
dents to pay attention to what you do because they have to copy it exactly 
in order to pass the pens correctly.

• Emphasize that no one, except for you, is to communicate with anyone in 
any way during the game. Tell students that they must concentrate on iden-
tifying the proper way to pass the pens.

Pass the pens to a person in the circle. When you pass them, be sure that your 
legs are crossed in some manner. Do not call attention to this.

Each time a student passes the pens, say whether the pass was correct or not. 
If students cross their legs in the same manner as you while they pass the 
pens, they have completed the pass correctly. If a student does not cross his or 
her legs when passing the pens, the pass is incorrect.

After five minutes, stop the game and ask students to name the rule that 
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defined a correct pass. If students have not recognized that their legs must be 
crossed when passing the pens, tell them.

Ask the class to describe how it felt when they were trying to figure out how to 
pass the pens. Was it frustrating? Allow students to respond.

Lead students to the understanding that it is important to know the rules of a 
game if they are going to play it well. The same idea is true in the workplace. 
If they don’t know the rules or what their employer expects from them, they 
might not behave or work properly. Explain that they need to find out the 
rules and procedures of their job before they break them by mistake.

 2. StudentS brainStorm the typeS of ruleS they might encounter in 
the workplace.

Ask students to list the kinds of workplace rules they might need to learn. 
Write student responses on the board. (Students should respond: vacation and 
holiday policies; time allowed for lunch; personal use of telephones and computers; 
break times; where to put coats and bags; whether personal pictures, mementos, and 
plants are allowed.)

 3. StudentS diScover how to find out the ruleS of the workplace.

Ask students to suggest ways to find the answers to these kinds of issues. Lead 
students to the understanding that they should ask their supervisor and co-
workers or obtain a copy of the company’s policies and rules.

Part II   Learning the Rules (10 minutes)
Purpose: Students learn about having a positive work ethic.

 1. StudentS recognize that ethical behavior in the workplace 
includeS punctuality.

Explain to students that in addition to the rules they discussed, there are more 
general rules for the workplace that everyone should follow in order to be a 
good employee.

Ask students to imagine that they’re throwing a surprise party and have asked 
their guests to come at a specific time. Instead, the guests all arrive at different 
times. Ask, “Why is their lateness a problem?” (Students should respond that the 
surprise aspect of the party would be ruined.) Direct students to the understand-
ing that being on time is important.

Point out that just as it’s important for everyone to arrive at a surprise party 
on time, we arrive at our jobs on time so that the business operates smoothly. 
Lead students to identify punctuality as an important rule.

Explain to students that being on time shows they understand that it’s impor-
tant to fulfill their responsibilities and that they want to help keep things run-
ning smoothly. It also shows respect for company policy and for co-workers.
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 2. StudentS recognize that telling their employerS when they are 
Sick iS important.

Ask students to imagine that they plan to meet a friend at the movies, but the 
friend never shows up. The friend calls two days later, saying she was sick. Ask 
students to consider how they would feel and what they would think about 
their friend.

Lead students to understand that they would feel like the friend didn’t think 
they were important enough to call. Explain that the same is true for times 
when they’re sick and can’t go to work. If they don’t call in, their boss will 
think that the job isn’t important to them.

 3. StudentS recognize that taking company property iS Stealing.

Tell students to imagine that a friend visits their home and, after the friend 
leaves, they realize that a couple of CDs are missing. Ask students to share 
what they would think. (Student responses should mention stealing and that 
they’d probably be angry.)

Point out that the same is true on the job. Taking supplies home from the job 
for personal use or making personal phone calls is stealing because the compa-
ny has to pay for those things. Point out to students that if they need to make 
a phone call in an emergency, they should explain the situation to a supervisor 
and ask to make a brief call. Otherwise, making phone calls or taking supplies 
home can cause difficulties on the job.

Part III   Following the Rules (20 minutes)
Purpose: Students practice following company rules and having a positive work ethic.

 1. StudentS recognize that deciSion making iS part of ethical 
workplace behavior.

Explain to students that sometimes it’s hard to follow the rules, especially 
when other people are breaking them and it seems okay to disobey them, too. 
Point out that students need to consider whether they are willing to jeopar-
dize their job and risk being fired. Explain that they have to weigh the options 
and decide whether what they get from breaking a rule is more important 
than having their job. Remind them that another potential consequence is 
incurring the disapproval of their boss or other co-workers.

Tell students that this situation calls for decision making. Point out that if 
having the job is more important, then it’s not worth breaking the rules.

 2. StudentS role-play workplace SituationS in which they muSt 
decide whether to break a company rule.

Divide students into pairs. Explain to students that, with their partners, they 
will role-play a scenario in which they have to decide whether to break one of 
the company rules. Remind students to follow the steps of the decision mak-
ing process.
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Ask students to use one of the following scenarios or create their own:

• You’re working at an ice cream parlor and everyone else takes home a pint 
of ice cream when they leave. Your co-worker is taking some and asks you 
if you want a pint.

• You’re at work and you want to call your friend who lives in a different 
area code. Your co-worker tells you about a time that he made a long dis-
tance call on the phone at work and didn’t get caught.

• A friend’s family has invited you to go to the mountains with them for the 
weekend. However, the people who invited you are leaving today and you 
have no other means of transportation. You’re supposed to work tonight. 
Your friend tells you to call in sick. You know that there will be little cover-
age at work tonight.

Remind students about peer pressure and how to reject peer pressure while 
maintaining respect for themselves and their peers.

Have students perform their role plays for the class.

 3. StudentS analyze their ScenarioS.

When students have finished performing, ask them the following questions:

• Was it difficult to decide what to do in these situations? Why or why not?

• How would you respond to your co-worker if he or she was encouraging 
you to break a rule?

Discuss the variety of responses with the class.

Conclusion (2 minutes)
Close this session by reminding students that when they have worked hard to get 
a job, following the rules will help them keep the job. Following the rules can also 
get them noticed by supervisors and result in a promotion. Elicit from students 
the following key points that were taught in this lesson:

• Learn the rules of the company and follow them.

• Good employees also follow unwritten rules of personal conduct.

• It may be tempting to break the rules, especially when other people are doing 
so, but following the rules shows self-respect and respect for the company.

Questions for Assessment

1. Define “positive work ethic” and explain why having one is important.

2. List five types of rules you might encounter in the workplace.

3. Why is it important to learn workplace rules?
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Extension: Using Quotations

Quote: “Our labour preserves us from 
three great evils—weariness, vice, and 
want.” –Voltaire, French writer

Activity: Tell students that a full-time 
work week generally consists of  
40 hours over five days. Ask, “Is  
40 hours long enough or too long? 
What would be better: 10-hour days 
over four days or eight-hour days over 
five days? How can having a full-time 
job benefit you?”

Extension: Addressing Multiple 
Learning Styles 

Activity: Have students describe a time 
when they were treated poorly by an 
employee who should have been assist-
ing them (e.g., at a store or fast-food 
restaurant). Have groups of students 
illustrate (in words, movement, or 
images) one of these situations.

Discuss each group’s work. Have stu-
dents identify how these situations 
might reflect a poor work ethic. Ask, 
“How might having a poor work ethic 
affect you personally?”

Extension: Writing in Your Journal

Activity: Have students write about 
how they feel when people break com-
munity rules, such as no littering. Ask 
them to think about community rules 
in the workplace.

Discuss how adhering to rules can 
affect the workplace.

Extension: Using Technology

Activity: Have students visit https://
www.thebalance.com/rules-for-using-
cell-phones-at-work-526258 for rules 
about cell phone use while on the job. 
Ask them to identify how breaking 
these rules could affect them.

Extension: Homework

Activity: Tell students that the mili-
tary is known for rules and discipline.  
Review specifics if possible.

Have students write a paragraph about 
how such a rigid structure would affect 
the workplace.

Extension: Additional Resources

Activity: Have students consult eti-
quette books and note the different 
tips they offer.

Brainstorm with students as to why 
common courtesy is important in the 
workplace. It is also important to real-
ize that different cultures have different 
rules of etiquette. Have students find 
out why some of these rules exist.



 Lesson

 
 Working with Others*

A G E N D A
SeSSion 1
n   Starter
n   Workplace Dos
n   Workplace Don’ts
n   Questions for Assessment—Session 1
SeSSion 2
n   Workplace Don’ts (continued)
n   Practice, Practice, Practice
n   Conclusion
n   Questions for Assessment—Session 2

Students will identify positive behaviors in the workplace.

Students will identify negative behaviors in the workplace and recognize that 
constructive criticism can correct those behaviors.

Students will practice their skills for working well with co-workers.

Materials Needed

SeSSion 1

• Two hula-hoops (Part I)

• Dictionary (Part I)

SeSSion 2

• Dictionary (Part I)

• One copy of the “Workplace Role Plays” activity sheet (#1) for each student 
(Part II)

472
*This lesson is designed to take two class sessions.
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SESSION 1
Starter (3 minutes)

Ask students, “If you had to build a skyscraper, how would you do it?” Allow stu-
dents to offer responses.

Explain to students that one thing is certain: the construction of the Empire State 
Building and all other skyscrapers required teamwork. Tell students that this lesson 
will help them learn the skills that they need to cooperate with co-workers and 
keep a positive attitude on the job.

Part I   Workplace Dos (35 minutes)
Purpose: Students identify the importance of working together, offering and 
receiving praise, and taking responsibility in the workplace.

 1. StudentS learn the importance of teamwork.

Tell students that in this activity they are going to develop some positive work-
place behaviors.

Divide the class into two groups. Give students in both groups the following 
directions:

• As a group, your goal is to raise the hula-hoop to eye level and then lower 
it to the ground.

• You may only use your index fingers to raise and lower the hoop. No other 
fingers may touch the hoop. Your index fingers must be kept flat and can-
not hook around the hoop.

• You may talk as you play. You can do whatever you think will allow you to 
raise and lower the hoop quickly.

• If you drop the hoop, you must start over.

• The first team to raise and lower the hoop wins.

Have the groups form two circles and keep their hands at waist level. Tell 
them to extend their index fingers. Place the hula-hoops on their index fin-
gers. Then, tell the groups to take two or three minutes to plan how to 
achieve the goal. After the groups have agreed on how to raise and lower the 
hoop, tell them to begin.

Stop the game when one team has finished. Ask the first team to finish to 
explain what they did to win the game. Allow students to respond. Lead 
students to the understanding that though they may have had many differ-
ent strategies, they all had to work together and communicate effectively to 
accomplish their goal.

Ask students to imagine that their group is the kitchen crew at a local restaurant. 
It’s lunch hour, and the restaurant is filled with hungry people who need to 
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get back to work quickly. The boss is tense, and he is yelling at them to hurry. 
What could they do in this situation to make things run smoothly and efficiently? 
Allow the groups two or three minutes to brainstorm courses of action.

Ask each group to present a solution. Write their responses on the board. When 
students have presented their ideas, encourage them to realize that working 
together on the job makes things go much more smoothly and effectively, and 
keeps relationships with co-workers positive.

Ask students if teamwork has another result. Prompt them by asking them 
to consider how they felt while they were trying to raise and lower the hula-
hoops. Elicit from students that they were having fun and that working 
together makes things—including jobs—more enjoyable.

 2. StudentS recognize the power of praiSe in the workplace.

Ask students to imagine that they played an incredible game of basketball, did 
everything right, and scored lots of points, but no one congratulated them or 
acknowledged how well they played. How would they feel?

Point out to students that we don’t do things well just because we want praise. 
We do them because people with self-respect always do their best at everything 
they do. Emphasize, however, that when we do something well, it’s nice for 
people to notice. Praise can increase our self-respect. Lead students to under-
stand that receiving a compliment on the job can show people that they are 
respected and that the job they are doing is appreciated.

 3. StudentS recognize the importance of perSonal accountability in 
the workplace.

Say to students: 

Imagine that your favorite clothing brand has just made a new jacket that 
you want. Your best friend already owns it. You don’t have the cash to 
buy it right now, so you borrow your friend’s jacket for the afternoon 
and evening. You promise to be careful with it and to return it tomorrow. 
When you get home, you’re about to put the jacket into the closet when 
you accidentally knock your soda over and spill it on the jacket! You 
try to clean it up, but it’s too late. It’s ruined. You don’t have enough 
money to replace it. What are you going to do? 

Write their responses on the board.

Ask students to speculate on the outcomes of each action they suggested. 
Students should understand that if they choose to lie, the friend could find 
out the truth and never trust the student again. The consequences of honesty 
are that the friend will be upset, but will probably get over it and forgive the 
student.

Ask students to consider if they behave differently with a person they do not 
trust. (Student responses might include that they don’t tell the person things, they 
don’t count on the person, and they don’t respect him or her.)
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Ask students to translate this to the workplace. If their co-workers felt this 
way about them, what would work be like? Lead students to understand that 
it would probably not be a comfortable place to work. 

It’s crucial to develop trust with the people with whom we work. At work, 
we need credibility. Ask a volunteer to look up the word “credibility.” 
Credibility is trustworthiness. Explain that when students have credibility, 
people respect them and believe what they say. Ask students to suggest ways 
to build credibility, or trustworthiness. Write student responses on the board. 
(Students might respond: behaving honestly and openly, admitting when you have 
made a mistake or need help, being friendly.)

Part II   Workplace Don’ts (10 minutes)
Purpose: Students identify negative behaviors in the workplace and learn how to 
build credibility.

 1. StudentS predict behaviorS that are detrimental in the workplace.

Explain to students that they will now be examining some behaviors that are 
not acceptable in the workplace.

Ask students to predict what some of these behaviors might be. Write their 
responses on the board. Save this list for use in session 2.

 2. StudentS recognize that rudeneSS and negativity in the workplace 
are deStructive.

Ask students to define the phrase, “What goes around comes around.” Lead 
students to the understanding that when they praise other people and show 
them respect, they will receive respect in return. Point out that it also means 
that if students are disrespectful, that behavior will be noticed and returned as 
well.

Ask students how disrespect might show up in the workplace. (Students might 
respond: being rude, being overly critical, gossiping, and having a bad attitude.)

Summarize by pointing out that one of the best ways to build credibility is 
to show that you’re accountable for your actions by taking responsibility for 
them, whether they have positive or negative results. Sometimes, this means 
admitting that you made a mistake—like admitting to your friend that you 
ruined the jacket. Just like in that situation, the odds are always better when 
you tell the truth.

Questions for Assessment—Session 1

1. List three ways that you can encourage teamwork on the job.

2. Define “credibility” and explain what you can do to gain and maintain it in 
the workplace.
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SESSION 2
Part I   Workplace Don’ts (continued) (20 minutes)

Purpose: Students identify negative behaviors in the workplace and learn that con-
structive criticism can correct those behaviors.

 1. StudentS review workplace doS and don’tS.

 Before class begins, write the following questions on the board:

• How old is he or she?
• What does he or she like to eat?
• What did he or she do last weekend?

Briefly review the previous session. Elicit from students the importance of 
teamwork, praise, accountability, and the avoidance of rudeness and negativity.

 2. StudentS recognize the danger of office goSSip.

Explain to students that there is another behavior in the workplace that can be 
destructive: gossip. Explain to students that they will play a game to see the 
problems that gossip can cause.

Divide the class into groups of four. Ask for a volunteer from each group. 
Give each volunteer the following directions: “You must pretend that you’re 
invisible. You can see and hear everything that’s going on, but you can’t do or 
say anything about it.”

Give these directions to the other students: “Your job is to have a conversa-
tion about the volunteer. You’re going to discuss the three questions on the 
board. If you don’t know the answers, you can guess or make them up.” 
Remind students to maintain school-appropriate behavior.

Instruct students to begin.

After each group has answered the questions about their volunteer, ask:

• How many of you made up answers when you didn’t know them?

• Volunteers, did the people talking about you answer the questions correctly? 
How did you feel when people were talking about you?

Lead students to understand that answering questions about other people can 
be risky. If you give wrong answers, you may be spreading gossip.

Ask the class to define “gossip.” Lead students to understand that gossip is 
rumor—information spread about people without their knowledge that is not 
necessarily true or kind. Explain that simply passing on information that you 
have heard, whether it is true or false, is gossiping.

Help students to recognize that gossiping is disrespectful. It puts another 
person in a powerless position because the individual cannot correct the infor-
mation. It’s often difficult to figure out the real story from gossip, so the 
information may very well be untrue.

Ask students to think of the problems that workplace gossip can cause. 
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(Students should respond: if someone feels you can’t be trusted, he or she may not 
share important information with you; if the supervisor and the people you work 
with don’t think you’re trustworthy, you won’t receive additional opportunities; 
gossip is bad for morale and office culture; gossip can make it difficult to keep a 
positive attitude.)

3. StudentS review their liSt of poor workplace behaviorS.

Call students’ attention to the list of negative behaviors on the board.
Have them discuss what they learned about rudeness, negativity, criticism,
disrespect, and gossip.

Point out that positive behavior in the workplace is similar to good behavior
anywhere: courteous and respectful words and actions are always appropri-
ate.

4. StudentS learn about conStructive criticiSm.

Ask students to describe how they would feel if someone were to criticize
them constantly. Lead students to recognize that being criticized all the time
can hurt one’s self-esteem. Explain that there are ways to give criticism con-
structively that actually help people to improve instead of making them feel
bad about themselves and their contributions.

Give students the following scenario:

You’re working in an office and one of your tasks is to file a stack of 
papers. You’re in a hurry, so you make all the files and you put the papers 
in the correct folders, but you don’t put the files themselves in alpha-
betical order. Your boss finds them and feels that you could have done a 
more complete job. How could your boss best convey this to you?

Give students 30 seconds to write down their answers. Ask volunteers to share 
their responses. Write their answers on the board.

Ask, “What’s the difference between a comment like ‘This is terrible! Don’t you 
know how to alphabetize?’ and ‘Next time, would you please alphabetize the 
files?’” Note that it is most helpful to point out a specific behavior and offer a 
suggestion for improvement to the person you would like to correct. Point out 
that this is called “constructive criticism,” or “feedback.”

Ask students what the word “constructive” means. If students do not know, 
ask a volunteer to look it up in a dictionary. Students should recognize that 
“constructive” means useful and helpful. Explain that constructive criticism 
helps a person to understand mistakes in order to improve the next time.

Point out that constructive criticism helps people improve themselves and 
their performance on the job. While people usually don’t want to hear 
any criticism, constructive comments help people improve without feeling 
embarrassed or angry.
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Part II  Practice, Practice, Practice (30 minutes)
Purpose: Students practice their skills for working well with co-workers.

 1. StudentS work in groupS to prepare ScenarioS about the 
workplace.

Have students form groups of three or four.

Explain to students that they will role-play some scenarios about working well 
with co-workers. Instruct students to create relevant scenarios or adapt the ones 
found on the “Workplace Role Plays” activity sheet (#1). Remind students to 
consider what they have learned about positive and negative workplace behav-
iors.

 2. StudentS preSent their role playS.

Allow students about five minutes to rehearse their role plays; then, ask each 
group to perform its role play for the class.

 3. StudentS analyze the role playS.

When students have finished performing, discuss the role plays with the class. 
Ask the following questions:

• Did you find it easy or difficult to handle these situations?

• What did you think about as you tried to find good solutions for these situ-
ations?

• What did you or others do well?

• What could you or others have done better?

Sum up the role-playing exercise by stating that working well with others 
takes a lot of practice and patience. Remind students that keeping a good atti-
tude makes it easier. People will appreciate their positive approach, and that 
will lead to more opportunities, promotions, and good recommendations.

Conclusion (2 minutes)
Ask students to list positive behaviors that improve the workplace. Elicit from stu-
dents the following key points that were taught in this lesson:

• Teamwork on the job is important.

• Use good communication skills, including praise and constructive criticism, 
while on the job.

• Be accountable for your actions. Take responsibility for the bad as well as the good.

• Avoid gossip in the workplace.
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Questions for Assessment—Session 2

1. List three possible results of gossiping in the workplace.

2. What is the difference between criticism and constructive criticism?

3. Describe a person who works well with others on the job.



L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “A chain is only as strong as its 
weakest link.” –Proverb

Activity: Explain to students that the 
workplace is similar to a sports team. 
For any business to be a success, each 
employee must give his or her all. 
Discuss with students how one poor 
employee brings down morale and 
affects productivity.

Extension: Addressing Multiple 
Learning Styles

Activity: Play some of the great jazz 
recordings of Ella Fitzgerald scatting 
with Duke Ellington.

Invite students to explain improvising 
or scatting. Discuss the importance of 
improvising in the workplace.

Extension: Writing in Your Journal

Activity: Have students assess their 
day. What does having a great day 
mean to them? Is it the day they get 
a phone call they’ve been waiting for, 
winning a contest, getting an A on an 
exam, going someplace special, or just a 
day when nothing goes wrong?

Have students discuss what a great 
workday would be for them.

Extension: Using Technology

Activity: Play Beethoven’s Ninth 
Symphony. Explain to students that 
classical music involves discipline and 
teamwork. Discuss with students how 
an orchestra has over 100 musicians—
strings, woodwinds, brass, percussion—
playing in unison under the direction of 
a conductor. The Ninth Symphony also 
features a full chorus of basses, baritones, 
altos, and sopranos. All must read music 
and sing their parts perfectly.

Invite students to pick out their favorite 
parts of the Ninth Symphony. Discuss 
how working together to create music is 
similar to working together on the job.

Extension: Homework

Activity: Have students interview a 
family member about problems he or 
she has had with co-workers.

Have students report on how their 
family members resolved conflicts they 
had on the job.

Extension: Additional Resources

Activity: Have students review 
Winning with Teamwork: Quotations 
to Inspire the Power of Teamwork by 
Katherine Karvelas. Have students share 
the quotes they found most inspiring. 
As a class, discuss the effect that strong 
teamwork skills can have on one’s life, 
job, and career.
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1. You and a co-worker are on your lunch break. Two other co-workers 
sit down with you and begin gossiping about another co-worker. They 
encourage you to gossip with them. What do you do?

2. You’re stocking shelves with someone who is new on the job. The new 
person doesn’t know that the shelves are stocked alphabetically, so he is 
stocking them according to size. The individual is proud of the artistic 
job he is doing. What do you do?

3. You and your co-workers at the restaurant where you work have just 
spent 45 minutes cleaning the kitchen. Your boss comes in and asks in an 
irritated voice why the kitchen is such a mess. The sink has dishes in it, 
and the counters need to be wiped. What do you do?

4. You and a co-worker both applied for a promotion. You are both good 
workers, but your colleague has been on the job for about six months 
longer than you have, so he gets the promotion. What do you say to your 
co-worker?

5. You have completed all of your tasks for your shift. You are about to ask 
your boss if you can leave a few minutes early. Then, a co-worker comes 
to you to ask for your help. Your colleague has six tasks to do before her 
shift ends, and she is not sure they can all be finished. What do you do?

6. You are working at an ice cream parlor near your house. A mother with 
five young children comes in and places a very complicated order. You 
observe that a newly hired co-worker fills the difficult order correctly and 
with a pleasant smile. What do you do?

Workplace Role Plays



 Lesson

 
 Communicating on the Job

A G E N D A
n   Starter

n   The Phone Call

n   The Write Stuff

n   Customer Service

n   Conclusion

n   Questions for Assessment

Students will learn guidelines for answering the phone at work.

Students will recognize the importance of good writing skills in a work  
environment.

Students will demonstrate the importance of good customer service and learn 
techniques for dealing with customers.

Materials Needed

• A sponge ball, rolled-up socks, or similar soft item to throw (Starter)

• One copy of the “Writing for the Workplace” activity sheet (#2) for each 
student (Part II)

• A transparency of the “Whoops” activity sheet (#3) or one copy for each 
student (Part II)

3

482

Objectives
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Starter (3 minutes)
Tell students that they are going to conduct an experiment on ways to answer the 
phone. Hold up a sponge ball, rolled-up socks, or a similar soft item. Explain to 
students that the sponge ball represents a phone call. They will pretend to answer 
the phone when the ball is thrown to them.

Explain to students that while the ball is in flight, you are going to say “home” or 
“work.” If you say “home,” students are to answer the call as if they are at home. 
If you say “work,” they are to answer as if they are clerks at a company called Ajax 
Graphics.

Toss the ball to several students, with equal numbers of home and work calls. Ask 
students to discuss what they noticed about the differences between the ways they 
answered the calls at home and the calls at work.

Explain to students that there are some guidelines that are used in business com-
munications—both written and on the telephone. As a new employee, it is impor-
tant to understand what these guidelines are.

Part I   The Phone Call (15 minutes)
Purpose: Students learn guidelines for answering the phone at work.

 1. StudentS learn how to find out about a company’S ruleS for 
anSwering the telephone.

Ask students to imagine that it’s their first day at a new job. Explain that 
many companies have guidelines that detail how employees should answer the 
phone. Ask students to consider how they might find out about these guide-
lines. Lead students to understand that they can ask the boss, ask a co-worker, 
or listen to co-workers answering the phone.

 2. StudentS explore the baSicS of anSwering phone callS at work.

Ask students to imagine that there are no explicit company guidelines about 
phone calls at their job. Elicit suggestions from them about what to say 
when answering the phone in this situation. Write student responses on the 
board. (Students should respond: greet the caller with “good afternoon” or “good 
morning,” followed by your company’s name and your name; ask how you may 
assist the caller.)

 3. StudentS diScuSS uSing a proper tone during a buSineSS call.

Ask students, “When you answered your home phone during the starter, how 
do you think you might have sounded to a caller? Were you friendly? How 
was it different from the way you answered the work call? How do you feel 
when you call an organization and the person who answers is gruff and sounds 
unfriendly?”

Ask students how the following sounds: (in a friendly voice) “Thank you for 
calling Ajax Graphics. Bill speaking. How may I help you?”
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Point out to students that they can also be too casual; they shouldn’t confuse 
being casual with being friendly. Being friendly can put the caller at ease, but 
being casual can be unprofessional. It is possible to be professional and friendly 
at the same time.

 4. StudentS practice anSwering phone callS in a profeSSional manner.

Ask students to form pairs. Tell students to alternate between caller and 
employee as they role-play answering the phone for Ajax Graphics. Remind 
the class to use the list of guidelines about how to answer the phone. 

 5. StudentS learn the importance of taking meSSageS.

When students have finished, ask, “Suppose the phone rings during your shift. 
You answer it, but the caller wants someone who is not available. How can 
you make sure to tell the person about the phone call they missed?”

Lead students to understand that if a voicemail system is not in use, they 
should always write down phone messages.

Ask students to identify the information that they should write when taking a 
phone message. Write students’ responses on the board. Explain that the most 
important parts of a phone message are: (a) the name of the person the message is 
for, (b) the name of the person who called, (c) the caller’s company or business, 
(d) the caller’s phone number, (e) the date and time he or she called, and (f ) the 
message the caller would like to leave.

Point out to students that writing a complete message with all of the above 
information will prevent confusion in the future.

Part II   The Write Stuff (15 minutes)
Purpose: Students recognize the importance of good writing skills in a work envi-
ronment.

 1. StudentS identify writing taSkS they might have in the workplace.

Explain to students that all businesses, whether big or small, need employees 
who not only speak well but also write well. Tell students that good writ-
ing skills will help them get and keep a job. Businesses need people who can 
express ideas clearly and communicate information effectively.

Ask students to identify the kinds of things they might write in a business 
situation. (Students should respond: letters, emails, reports, memos, project notes, 
proposals, pamphlets or brochures, newsletters, speeches.)

 2. StudentS learn common elementS of buSineSS writing.

Remind students that they learned about business letters when they wrote 
their cover letters and thank-you letters.

Distribute the “Writing for the Workplace” activity sheet (#2) and discuss it 
with the class. Remind students to remember the big picture—they want to 
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share information and ideas. They want the reader to know why they are writ-
ing and what the reader needs to understand or do. Tell students to always 
consider the impact of their writing on the reader.

3. StudentS identify language that Should be avoided in the
workplace.

Ask students to identify language that should be avoided in business
communications. Elicit the following from students and ask them to provide
examples of each: slang, cliches, and insensitive or inappropriate language. Write
student responses and examples on the board.

Show the transparency or distribute copies of the “Whoops” activity sheet
(#3) to each student. As a class or in small groups, identify and correct the
poor phrasing and inappropriate expressions.

Summarize this activity by pointing out that workplace writing should be clear
and should use effective, honest language. Writing should be direct, concise,
tactful, and sensitive to all genders, races, and religions.

Part III   Customer Service (15 minutes)

Purpose: Students demonstrate the importance of good customer service and learn 
constructive ways to deal with customers.

1. StudentS role-play to Show the difference between good and bad
cuStomer Service.

Ask for four volunteers.

Tell the volunteers that they are going to role-play two restaurant scenes. Two
of the volunteers will be servers, and the other two will be customers. The
two servers will each take a turn receiving the customers’ orders. Quietly tell
one server to behave in a friendly, cheerful, and polite manner. Then, quietly
tell the other server to act disinterested, bored, and even rude. Have the two
customers sit facing each other at the front of the room, as if they are in a res-
taurant.

Instruct the rest of the class to carefully watch the interactions between the
two servers and the customers. Tell the volunteers to begin, allowing the vol-
unteer playing the polite server to take the orders first.

2. StudentS analyze the differenceS in Service Shown in the role play.

When the volunteers have finished role-playing, ask, “Which server would you
rather have in a restaurant?” Have students describe why they would prefer
one server over the other.

Explain that many people will pay more or travel farther to get good service.
Others will forgo buying an item if they have had a bad service experience
with the company selling it.



Point out that employees are on the front line of customer service. Suggest to 
students that many of their first jobs will involve direct dealings with custom-
ers and that much of their success will be tied to the customer service they 
provide.

 3. StudentS diScuSS the benefitS of good cuStomer Service.

Ask students to identify jobs in which an employee can directly benefit from 
providing good customer service. Students may suggest that in the restaurant 
business, for example, income—through tips—can be directly tied to the ser-
vice that employees provide their customers. In retail, employees are often 
given a commission based on their sales.

Point out that even in other jobs, good customer service can benefit employ-
ees. For example, if an employee provides good customer service, his or her 
employer may notice. Also, a customer who has been treated well may make 
a favorable comment to the supervisor, which could lead to a raise or promo-
tion for the employee. Good customer service has a positive impact on the 
company and is an important part of being a good employee.

 4. StudentS learn how to handle an unhappy cuStomer.

Ask students, “How would you handle a situation in which a customer is 
upset with you no matter what you try to do?” Write student responses on the 
board.

Explain that there are a few guidelines that students can use to help them in 
these situations. Give them the following guidelines:

• Keep a positive, friendly attitude.

• Keep calm. If you stay calm, the customer will often calm down, too.

• If you cannot get the customer to calm down, tell him or her that you 
think he or she should speak with your supervisor. Get your supervisor and 
ask him or her to speak with the customer.

 5. StudentS liSt wayS to Show good cuStomer Service.

Ask students to identify some of the ways that they can demonstrate good ser-
vice to a customer. (Students might respond: smile, make eye contact, good atti-
tude, be polite, calling customers “sir” or “ma’am.”)
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Conclusion (2 minutes)
Review with students the ways in which they will have to communicate on the 
job. Ask, “Which communication skills do you need to develop?” Elicit from stu-
dents the following key points that were taught in this lesson:

• Business phone calls should be friendly enough to put the caller at ease, but
also be professional.

• It is important to remember to take thorough messages if a caller wants to
speak with someone who is not available.

• Workplace writing should be clear and businesslike, and should use effective
and appropriate language.

Questions for Assessment

1. Describe the difference between how you talk on the phone at home and how
you should talk on the phone at work.

2. List three things someone can do to provide good customer service.

3. List three positive ways to handle an unhappy customer.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Excellence, then, is not an act, 
but a habit.” –Aristotle, Greek philoso-
pher

Activity: Have students create a list of 
guidelines for making excellence on the 
job a habit.

Extension: Addressing Multiple 
Learning Styles

Activity: Practice telephone etiquette 
with students. When calling, the caller 
should always identify him- or herself: 
“Hello, this is ____. May I speak with 
____?” Stress the importance of identifying 
yourself on the phone. It’s polite and saves 
people from asking who is calling. When 
answering, a pleasant hello and “May I 
take a message?” are effective.

Have students practice answering the 
phone. Have them assess each other’s 
performances.

Extension: Writing in Your Journal

Activity: Have students practice their 
handwriting in their journals. 

Have students critique and examine 
their own handwriting by identifying 
numbers, letters, and words that they 
can write more legibly. Discuss the 
importance of legible handwriting to 
workplace communication.

Extension: Using Technology

Activity: Have students practice and 
record outgoing messages that would 
be appropriate for voice mail systems 
at work. (For example, “You have 
reached the voice mailbox of _________. 
I am unable to answer your call at the 
moment. Please leave a message and 
I will get back to you as soon as pos-
sible.”) Have students practice good 
articulation and tone in class, ensuring 
that they speak clearly and slowly.

Have students assess each other’s 
recordings or performances.

Extension: Homework

Activity: Have students create a list of 
the different forms of communication 
they might use on the job.

Discuss the various forms of communi-
cation used in the business world and 
why it is beneficial to be an effective 
communicator at work.

Extension: Additional Resources

Activity: Read or hand out excerpts 
from How to Win Friends and Influence 
People by Dale Carnegie. 

Ask students if they think Carnegie’s 
advice is valuable or not. Have them 
describe ways they can utilize his advice 
in the workplace.
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Characteristic

Starting point

Purpose

Audience

Form

Voice

Writing for the workplace

Explanation

Think about the need your 
letter addresses.

You’ll be solving problems, 
completing work, or asking 
for action through sharing 
ideas and information.

Think about your reader. 
Know your reader’s  
position, needs, and 
knowledge. Craft the mes-
sage accordingly.

Most workplace writing 
has a standard format: 
(1) three part structure 
explaining purpose, giv-
ing details, and suggest-
ing action, and (2) data, 
including strategies, num-
bers, and visuals.

Be conversational, but 
direct. Do not be too for-
mal or too personal.

Example

I’m writing to apply… 
As you requested…

A possible solution to the problem is...

We may need to modify our procedures 
for…

The staff at Three Oaks Day Camp 
appreciated the honor of the mayor’s 
presence at our benefit dinner last 
week.

On behalf of the Hawks little league 
team, I wish to thank you for the tick-
ets you sent. We had a great time at the 
Lakers game.

I’m writing for information about your 
new photocopy machine. Our company 
is small, but makes at least 100 copies 
per day. Please call (969) 555-1756 
Monday through Thursday and ask for 
me, Julio Vaca.

We offer the following services:
•  Window washing
•  Carpet cleaning
•  Floor waxing

We welcome you to the Pasadena busi-
ness community.

I could set up a news conference that 
will give us good publicity.
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 1. That was a cool presentation.

 2. I don’t mean to rock the boat.

 3. Our product will appeal to the lower class.

 4.  All persons employed by this company should make certain to schedule 
their commutes to ensure that their arrivals are in compliance with their 
agreed upon start times.

 5. Our department will have to go back to square one.

 6. Ms. Herman is burned out, so I suggested she take her vacation early.

 7. Contractor may not assign or delegate his or her duties hereunder.

 8. Chicks will be allowed to play on the company softball team.

 9. I put the stuff you asked for in this envelope.

 10. In consideration of your payment of $1,000.00, receipt is hereby  
  acknowledged.

Whoops



 Lesson

 Managing Time, Money,  
 and People

A G E N D A
n   Starter

n   Mind the Money

n   Keeping Records

n   Can’t Do It All

n   Conclusion

n   Questions for Assessment

Students will identify strategies for successfully managing money on the job.

Students will recognize the importance of keeping written records of their work.

Students will recognize the importance of keeping managers informed and  
asking for help when needed.

Materials Needed

• One copy of the “To Do” activity sheet (#4) for each student (Starter)

491
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Objectives
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Starter (3 minutes)
Distribute copies of the “To Do” activity sheet (#4).

Say to students, “Imagine that you have a job at a clothing store. During your 
shift today, these are the tasks that your boss has asked you to complete. Your 
shift is four hours long.”

Ask students to describe how they are going to get all of these tasks done in four 
hours. Ask them to identify ways to make sure that they don’t forget anything or 
run out of time. Remind students that a to-do list will help them manage their 
time and ensure that they don’t forget a task or responsibility.

Tell students that their boss has also asked them to count the money in the cash 
register drawer and match the amount against the receipts. Have students list any 
special concerns about handling money and state how they will fit this additional 
task into their to-do lists.

Part I   Mind the Money (15 minutes)
Purpose: Students identify effective money-management techniques.

 1. StudentS identify reSourceS that they might have to manage on a 
job.

Ask students to consider the following scenario:

You have been working at a local retail store for the past year. 
One of the managers recently quit and your boss has asked you to 
be responsible for closing at night until he hires another manager. 
You have been in the store when others have closed, but have 
never done it on your own. Closing is a major responsibility and 
the first step to becoming a manager.

Explain that at the end of the day, there are many tasks related to closing a retail 
store or any place of business. Ask students to name those tasks. (Students might 
respond: vacuum or mop the floors, fold clothing, straighten merchandise on shelves 
or racks, lock the doors, take out the trash, close out the register.)

Ask students to explain what the word “resources” means in the context of a 
job situation. (Students should say that it means the time, skills, people, or objects 
needed to complete tasks.) Remind students that they learned how to manage 
time in Module Six: Skills for School and Beyond, and that time is considered a 
resource. Ask students to identify other resources that they will have to man-
age now that they have been given the responsibility of closing up. (Students 
might respond: equipment, merchandise, people, security, money.)
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 2. StudentS identify StrategieS for managing money on the job.

Ask students to identify situations in which they might handle money on the 
job. Write student responses on the board. (Students might respond: closing out a 
cash register, running errands for the office, giving change to customers.)

Ask students to focus on one situation listed on the board.

Have students raise their hands when you read the item they have chosen. 
Group students interested in the same situation together. 

Have each group write a dialogue or screenplay that explains why its situation 
requires effective money-management skills and demonstrates effective money-
management strategies. If students are having difficulty generating reasons for 
having these skills, offer the following suggestions:

• Match receipts to register tapes, checks, credit card slips, and cash.

• Make sure you can account for every penny spent doing errands.

• Customers must get the correct change.

If students are having difficulty generating money-management strategies, offer 
the following suggestions:

• Count money very carefully.

• Keep an eye on the money drawer.

• Report any discrepancies immediately to a supervisor.

Part II   Keeping Records (15 minutes)
Purpose: Students recognize the importance of keeping written records and of man-
aging their relationship with their supervisor.

 1. StudentS learn Some of the reaSonS for keeping written recordS.

Tell students that the misplacement of memos and other communiqués is a 
frequent occurrence in an office. Ask students to list strategies for solving this 
common problem. Elicit from students that copies of the memo or an electron-
ic file will usually solve the problem. Having a record in a log that shows when 
the memo was sent will also help.

 2. StudentS learn other wayS and reaSonS to keep written recordS.

Tell students that there are other reasons for keeping written records. Ask 
students to imagine that they have used their prioritized to-do list, but that 
they are coming to the end of their shift and haven’t done everything on the 
list. They decide that they’ve accomplished the most important things and that 
they’ll finish the rest when they come in tomorrow. When they walk in the next 
day, their boss says, “How much were you able to accomplish yesterday?”

Ask students to respond to the boss’s question. (Students should respond: showing 
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the boss the to-do list to indicate what has been accomplished, stating their strategy 
of completing what could be done.)

Ask students if there are other constructive ways to handle the situation. List 
additional student responses on the board.

 3. StudentS underStand the concept of managing their relationShipS 
with their SuperviSorS.

Lead students to understand that the best way to handle the situation is to 
keep the boss informed. In this example, leaving a note at the end of the shift 
that details what they had done, what was yet to be completed, and when they 
expect to complete a task would have made the boss feel that they were man-
aging their time.

Explain to students that this is an example of anticipating the boss’s needs and 
trying to meet them. Help students recognize that if they are proactive about 
managing their relationship with their supervisor, the supervisor is likely to 
think of them as good employees.

 4. StudentS underStand the importance of keeping completed to-do 
liStS.

Suggest to students that they always keep their to-do lists, even when they 
have completed them, since they provide a record of what has been accom-
plished on the job. Ask students to suggest ways to keep all the to-do lists so 
that they are easily accessible. (Students might respond: keep them in a manila 
folder, in a computer folder, or in a planner.)

Part III   Can’t Do It All (15 minutes)
Purpose: Students recognize the importance of asking for help.

 1. StudentS See the impact of Scheduling conflictS.

Tell students to refer again to their to-do lists. Tell them that the manager has 
just come in and has one more thing he wants them to do. This task is sig-
nificant and seems to conflict with their other scheduled tasks. Ask students if 
they think that they are getting overbooked.

 2. StudentS diScuSS wayS to deal with Scheduling conflictS.

Ask students to suggest solutions to this problem. Write student responses on 
the board. Lead them to understand that:

• Doing nothing means the problem will not be solved. In addition, the boss 
will be upset because he will expect the task to be done.

• Students need to ask for help, but they need to do it in the right way, 
using good communication skills.

 3. StudentS learn how to aSk for help.

x494 Module Ten  on-The-Job SkillS
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Ask students how they feel about asking their boss for help. Write student 
responses on the board. Explain that sometimes people think it is a weakness to 
ask for help. Tell students that a responsible employee will bring scheduling or 
priority conflicts to his or her boss for help resolving them as soon as they are 
known.

Ask students if they see a good way to bring this problem to the boss’s atten-
tion. Elicit from students that the best way to approach their boss is to have 
the problem laid out so that it is easy to understand. One of the best ways 
to do this is with their to-do lists. They should show the boss how they have 
prioritized everything and estimated the time required to complete each task. 
The boss will more quickly understand the problem and will help with priori-
tizing or changing some tasks.

Point out to students that this involves managing the relationship they have 
with their supervisor. Putting the scheduling conflict in writing will help the 
boss more quickly understand the conflict and demonstrates respect for the 
boss’s time.

 4. StudentS practice aSking for help.

Ask students to find a partner. Tell each pair to alternate being the boss and 
the employee. Have them role-play asking a boss for help with prioritizing all 
of the new tasks they have been given. Remind students to practice managing 
their partners by anticipating their needs and trying to make their jobs easier.

Conclusion (2 minutes)
Ask students to list strategies for managing time, money, and the people they 
work with at their job. Elicit from students the following key points that were 
taught in this lesson:

• Planning, scheduling, and managing money are very important on the job.

• Keeping written records of your work can contribute to a good relationship 
with a supervisor.

• Asking a manager for help on the job can be important to success.

Questions for Assessment

1. Describe two strategies for organizing your time.

2. List three reasons why you should keep written records of your work.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “A stitch in time saves nine.” 
–Benjamin Franklin

Activity: Explain to students that 
while making lists and prioritizing is 
effective, sometimes you must drop 
everything to take care of something 
more urgent. Brainstorm with students 
about how to handle these situations.

Extension: Addressing Multiple 
Learning Styles

Activity: Have students think about 
the day as divided into thirds: eight 
hours rest, eight hours work, eight 
hours of free time. Ask, “Is this sched-
ule possible or impossible to keep?” 
Explain to students that although this is 
the ideal, there will be times in their life 
when this will not be possible.

Have students create pie charts and bar 
graphs comparing the actual division of 
their day to the ideal division of their day.

Extension: Writing in Your Journal

Activity: Have students write about 
how long it takes them to get ready in the 
morning. Have them consider how much 
time they spend looking for something to 
wear, homework, or change for the bus.

Have students figure out what they 
can do the night before that would 
make their mornings easier. Have them 
make a checklist and stick with it. Have 
them see if they save time and are less 
stressed in the morning by doing some 
preparation the night before.

Extension: Using Technology

Activity: Show students how a desk 
calendar or planner—seemingly low-
tech devices—are time savers and 
important to any business.

Invite students to investigate and report 
on other types of organizers, from a 
simple telephone list to a contact list 
and calendar in Microsoft Outlook.

Extension: Homework

Activity: Have students keep track of 
the time they spend on activities that 
they choose to do and those that they 
must do.

Discuss how students’ time is spent. Ask 
students if they have ever heard some-
one say, “Do the things you have to do 
so that you can do the things you want 
to do.” Have students describe how this 
saying relates to them.

Extension: Additional Resources

Activity: Divide students into groups 
to investigate time in sports and leisure. 
Have one group list sports that rely on 
time. Have another group list leisure 
activities that rely on time (such as TV 
shows, films, or songs).

List the findings on the board. Which 
activities have more flexibility regarding 
time? Why?
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The following is a list of tasks that you must complete by the end of your shift 
at the clothing shop. Each task has an estimated amount of time that it will 
take to complete. You are working for a total of four hours. Pay close attention 
to the description of each task. Order these tasks so they can all be accom-
plished.

To-Do List:
Task Time It Will Take

 Vacuum. This must be done at the end of the shift, just  (45 minutes) 
after the store closes.

 Clean mirrors. This must be done just before the  (20 minutes) 
vacuuming.

 Record items moved from stock to shelves. (50 minutes)

 Wipe down counters with damp cloth. This must be done  (15 minutes) 
at the end of the shift.

 Empty dressing rooms and put clothes back on hangers.  (45 minutes) 
This must be done throughout the shift, not necessarily for 
45 consecutive minutes.

 Water plants. (10 minutes)

 Create signs for a big sale. (45 minutes)

 Refold clothes on shelves. This must be done throughout  (45 minutes) 
the shift and at the end, not necessarily for 45 consecutive  
minutes.

How will I get these tasks completed?

To do



 Lesson

 
 Advancing on the Job

A G E N D A
n   Starter

n   The Numbers Game

n   Strategy

n   Moving On

n   Conclusion

n   Questions for Assessment

Students will develop a strategy for job advancement.

Students will demonstrate how to ask for a promotion.

Students will determine how to leave a job properly.

Materials Needed

• A blanket (Starter)

498
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Starter (2 minutes)
Before students arrive, select a typical classroom object, such as a book or file cab-
inet, and cover it with a blanket. Make sure that the covered item’s form does not 
reveal what is underneath the blanket.

After students have arrived, ask them, “What is under this blanket?”

Let the students guess for a while. Then, ask them to formulate questions to ask 
that will reveal what is under the blanket. Lead them to understand that questions 
such as “May I see what is under the blanket?” or “May I have what is under the 
blanket?” would reveal the answer.

Explain to students that asking the right question at the right time can be a key to 
advancing in the workplace. It may not be any more difficult than asking to look 
under the blanket.

Part I   The Numbers Game (10 minutes)
Purpose: Students recognize the need to plan ahead.

 1. StudentS participate in a numberS game.

Divide students into pairs. Explain to students that they are going to play a 
numbers game. The rules of the game are as follows:

• Each partner will take turns counting out loud. The winner is the person 
who reaches 30 first.

• You can say one or two numbers per turn. For example:

• Player A: “1”

• Player B: “2, 3”

• Player A: “4, 5”

• Player B: “6”

• Player A: “7”

Allow students to play a few rounds.

 2. StudentS underStand the meaning of the numberS activity.

Ask students to identify the trick of the game. (Students should respond that the 
trick is to get their partners to say either 28 or 29 so that they can say 30.)

Tell students that they can win if they figure out the strategy: plan ahead and 
play smart. Point out that this is the same strategy they should use to get a 
promotion.
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Part II   Strategy (20 minutes)
Purpose: Students learn how to ask for a promotion.

 1. StudentS define “promotion.”

Explain to students that you talked about asking the right questions in the 
starter and about the need for a strategy in the first activity. Explain that 
you’re now going to combine those into a plan to request a promotion.

Ask students to define “promotion.” (Students should respond: job advance-
ment, increased responsibilities, sometimes an increase in pay, etc.)

 2. StudentS review the characteriSticS of a good employee.

Tell students that they’ve already discussed the need for a long-term strategy 
to get a promotion. Ask them to name some things that might be part of 
that strategy. Lead students to understand that part of their strategy could 
be keeping a checklist of what good employees do and making sure that 
they do those things. Ask students to recall from past classes some of the 
characteristics of good employees. (Students should respond: ability to manage 
resources effectively, communicating well with co-workers, being honest, getting 
to work on time, following company rules, etc.) Write student responses on the 
board.

 3. StudentS diScuSS Some of the guidelineS they need to follow to be 
conSidered for a promotion.

Tell students that in addition to these examples of good employee behavior, 
there are some guidelines that they need to follow. Ask students to name 
some of the guidelines that they have discussed in previous sessions. Elicit 
from students the following guidelines:

• Use good listening and communication skills on the job.

• Ask for feedback from your supervisors. Be open to comments and con-
structive criticism.

• Look for a person who has been at your job longer than you have. Ask that 
person to teach you about the job and listen to his or her advice—his or 
her experience can help you avoid mistakes.

• Since a strategy is a long-term plan, it’s important that you continue to 
reevaluate and ensure that your strategy is working.

Write student responses on the board.

 4. StudentS find wayS to Show their boSS that they deServe a 
promotion.

Ask students to think of additional ways that they can show their boss that they 
are ready to be promoted. Write student responses on the board.

Explain to students that another part of their strategy for advancement might 
be to ask for increased responsibility. This shows that they’re eager to learn 
and work hard. It also shows that they believe in their own abilities.
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 5. StudentS learn how to aSk for a promotion.

Explain to students that even when they prove themselves worthy of a promo-
tion, their boss may not realize how well they are doing. Supervisors have a 
lot of responsibility and might need to be reminded of an employee’s worth 
to the company.

Ask students what they think would happen if they went into their boss’s 
office and said, “I deserve a raise. I expect more weekends off, money tomor-
row, and a new car.”

Help students to recognize that aggressive behavior will not lead to success 
when asking for a promotion. Explain that the best way to let their boss know 
about their skills and accomplishments is to be assertive and to tell him or her 
about how they have handled their increased responsibility. One suggestion is 
to outline the steps they’ve taken and what they’ve achieved for the boss.

 6. StudentS role-play requeSting a promotion and recognize the 
importance of timing.

Ask for two volunteers to come to the front of the class and role-play asking 
for a promotion. Tell one volunteer to play the owner of an ice cream parlor. 
Tell the other volunteer to play an employee who wants a promotion to the 
manager position.

Tell the volunteers to begin the role play and ask the class to observe how the 
employee tries to convince the owner that he or she is worthy of a promotion. 
After the volunteers have finished their role play, have the class share their 
observations.

Tell students that they are going to watch another role play. Ask for two new 
volunteers. Tell the new volunteers that the roles and situation are the same, 
except that it is the afternoon and there are groups of children screaming for 
ice cream. The owner has just run out of ice cream cones. Tell the volunteer 
playing the employee to ask for the promotion. If the role play doesn’t dem-
onstrate the situation well, give the two students additional directions to make 
the scene more stressful (e.g., the freezer broke and the ice cream is melting, 
the cash register will not open).

When the second set of volunteers finish their role play, ask the class to 
explain what was wrong with the employee asking the owner for a promotion 
when he or she did.

Lead students to recognize that timing is an extremely important part of their 
strategy. Tell them to make sure that their boss is in a receptive mood, that 
operations are running smoothly, and that the boss isn’t too busy and is able 
to listen to what they’re saying.

Part III   Moving On (15 minutes)
Purpose: Students learn how to leave a job properly.

 1. StudentS diScuSS when it’S time to leave a job.
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Ask students to imagine that they have done everything they can to move 
ahead at their current job, but their boss still hasn’t given them a promotion. 
What should they do?

Ask students what the consequences would be if they quit. Point out that if 
they quit, they won’t be getting a paycheck. If their strategy for advancement 
within their current company isn’t working, they need to rethink their overall 
strategy and create a plan for advancement outside the company.

Ask students if they think that it is easier to find a new job if they are not 
working. Have them consider this from the perspective of an employer by 
asking, “If you were an employer, would you be more likely to hire someone 
who is working or someone who isn’t? Why?”

Remind students that employers look for someone who can work hard and 
show responsibility. Point out that having a job and good references makes it 
easier for them to demonstrate those qualities.

 2. StudentS learn the proper way to leave their current job.

Have students imagine that they have been offered a new job at a different 
company. Ask students what they should do about their current job once 
they’ve accepted the new job.

Emphasize to students the need for good references. Since they have been good 
employees, they should not lose the opportunity to use their current boss as a ref-
erence. Explain that it is important that they treat their current boss and company 
with respect no matter how unhappy they are with the job. Employees should gen-
erally give two weeks notice when leaving a job.

Tell students that when they decide to leave a job, they should go to their 
boss and explain their plans. They should be prepared to explain their rea-
sons for leaving. If they have to resign in writing, they should take care to use 
good written communication skills to explain their reason for leaving.

Conclusion (2 minutes)
Ask students to explain how and when to ask for a promotion. Elicit from stu-
dents the following key points that were taught in this lesson:

• Planning ahead is important when considering a job change.

• Timing is an important part of the strategy of asking for a promotion.

• When leaving a job, it’s important to treat your boss and your company respectfully.

Questions for Assessment

1. List five characteristics of a good employee.

2. List three things you can do to show your boss that you deserve a promotion.

3. Describe how you could appropriately and effectively ask for a promotion.
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations

Quote: “Advancement only comes 
with habitually doing more than you 
are asked.” –Gary Ryan Blair

Activity: Tell students that it is a good 
idea to periodically make a list of their 
accomplishments on the job. Have 
them list skills that they have learned 
and recent projects that they have han-
dled successfully. Ask them to consider 
ways that they can improve their per-
formance or handle more responsibil-
ity. Discuss the value of keeping track 
of success at work.

Extension: Addressing Multiple 
Learning Styles

Activity: Read these quotes to students: 

“Opportunity is missed by most people 
because it is dressed in overalls and looks 
like work.” –Thomas Edison

“Diligence is the mother of good luck.” 
–Benjamin Franklin

“The world is full of willing people; 
some willing to work, the rest willing to 
let them.” –Robert Frost

Have students interpret these quotes 
(or others) by creating drawings, car-
toons, songs, etc.

Extension: Writing in Your Journal

Activity: Show students the help want-
ed ads in your local newspaper. Point 
out that there are two kinds of classi-
fied ads: help wanted ads and position 
wanted ads.

Have students write their own position 
wanted ads describing their skills, the 
kind of job that they would like, and 
where they would like to work.

Extension: Using Technology

Activity: Have students type emails 
to a supervisor, either thanking that 
person for an experience or sharing an 
achievement.

Have students send the messages 
to each other and respond to them. 
Discuss the effects of praise and recog-
nition in the workplace.

Extension: Homework

Activity: Have students research what 
positions are available in the career they 
wish to pursue.

Have students draw flowcharts that 
depict advancement within a chosen 
career.

Extension: Additional Resources

Activity: Have students read I Could 
Do Anything If I Only Knew What It 
Was: How to Discover What You Really 
Want and How to Get It by Barbara 
Sher.

Have students describe their goals and 
what they really want out of a job and 
life.
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accountable: Responsible for; required to account for one’s conduct.

company policy: The standards and procedures set by a business organization to influ-
ence and determine decisions and actions.

credibility: 1. Capable of being believed or trusted. 2. Worthy of credit, confidence, or 
acceptance.

demeanor: 1. The way in which a person behaves. 2. The attitude with which one car-
ries oneself.

ethical behavior: Behaving in accordance with the accepted principles of right and 
wrong that govern the conduct of a person or the members of a profession.

jeopardize: To expose to loss or injury.

legible: Possible to read or figure out; clear.

mandatory: Required; necessary.

notation: A brief note or summary used for convenience.

personal ethics: A person’s own set of principles of conduct.

recommendation: A favorable statement concerning a person’s character or qualifications.

slang: A kind of language occurring mainly in casual or playful speech.

verify: To determine or test the truth or accuracy of something. 

work ethic: A set of principles of conduct that involve respect for the rules of the workplace.

Glossary
module ten: on-the-job skills
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 Managing Your Finances

A G E N D A
n  Starter
n  Understanding Deductions
n  Bank Accounts
n  Your Credit and Credit Score
n  Conclusion
n  Questions for Assessment

Students will identify the information included on a paycheck and check stub.

Students will understand how bank accounts work.

Students will learn about credit and their credit score.

Materials Needed

• “Knowing Your Finances” activity sheets (Parts I, II, and III) 

• “Paycheck” activity sheet (Part I)

• Internet Access (Part III)

505
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Starter (5 minutes)
Display the following quote where everyone can see it: “Financial education is 
more valuable than money.” Ask students what they think this means and have 
volunteers share their thoughts with the class. Explain that one of the most 
important aspects of managing your life is financial literacy—the ability to under-
stand how money works and how to manage it effectively. 

Distribute copies of the “Knowing Your Finances” activity sheets to students 
and say, “Today, we are going to start developing a greater sense of financial lit-
eracy. These sheets will provide you with definitions of common financial terms.” 
Instruct students to refer to the activity sheets during the lesson. (All words and 
phrases that appear on the “Knowing Your Finances” activity sheets are displayed in 
bold throughout the “Managing Your Finances” and “Making a Budget” lessons.) 

Part I  Understanding Deductions (15 minutes)
Purpose: Students understand the deductions on their paycheck.

 1. StudentS identify the difference between “net” and “GroSS” pay.

Display a copy of the “Paycheck” activity sheet where everyone can see it. Say 
to students, “Rose Arrington has a full-time job where she works 40 hours each 
week and earns $20 for every hour she works. If she is paid every week, that 
would make her weekly salary $800. However, her paycheck is for $625. Why 
do you think that is?” Allow students time to respond, and then ask, “Does 
anybody know the difference between ‘net pay’ and ‘gross pay’?” Remind 
students to refer to the “Knowing Your Finances” activity sheets. Explain that 
gross pay is the amount of money a person has earned prior to any taxes or other 
deductions, and net pay is the final, or “take home,” amount of someone’s 
paycheck.

Clarify for students by saying, “For the hours she worked, $800 was Rose’s 
gross pay and $625 was her net pay, which means she had $175 deducted from 
her paycheck. Some of these withholdings are voluntary, meaning she gets to 
decide whether they are withheld each pay period. Others are mandatory, which 
means they are required to be withheld.” Tell students they are going to learn 
more about voluntary deductions and mandatory deductions.

 2. StudentS learn about mandatory deductionS.

Distribute copies of the “Paycheck” activity sheet to students and draw their 
attention to the “Taxes and Deductions” section. Say to students, “Each pay 
period, part of what you have earned is withheld to cover various expenses, and 
these are either voluntary deductions or mandatory deductions.” 

Have a volunteer read the definition of “mandatory deductions” out loud. 
Then, ask students to put a check mark next to all of the mandatory deductions 
on the paycheck. Students should identify the following: 
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• FICA Tax

• Federal Income Tax

• State Income Tax

Ask if anyone knows the purpose of these deductions. Give students time to 
respond, then say, “The money that is withheld from your paycheck is used 
to support many services, from government programs like Social Security and 
Medicare, to public resources like libraries and schools.”

Point out to students, while many of them will have their pay deposited directly 
into their bank accounts—known as direct deposit—they should still receive a 
physical copy of their paystubs for their records. Emphasize that it is important 
to always check the information on their paystub as companies can make mis-
takes when calculating payroll. Advise students that if they don’t understand the 
purpose of a deduction, they should ask their supervisor or the person in charge 
of payroll.

 3. StudentS diScuSS the value of voluntary deductionS.

Ask students what they think voluntary deductions are. Lead them to under-
stand that voluntary deductions—unlike mandatory ones—are optional. Offer 
examples such as medical coverage, life insurance, and retirement benefits such 
as a 401(k) and SIMPLE IRA.

Tell students why it is important that they understand and consider the ben-
efits an employer offers. Health insurance and retirement accounts are two of 
the most common. Remind students to make sure that their decision to join or 
forgo these voluntary deductions takes into consideration their long-term goals 
(for example, choosing not to contribute to a 401(k) until later in life would result 
in their having less money when it comes time to retire).

Part II  Bank Accounts (15 minutes)
Purpose: Students learn about bank accounts.

 1. StudentS underStand what a bank account iS.
Ask students to describe a bank account. Lead them to recognize that a bank 
account is an agreement between a depositor and a bank that says the bank 
will keep their money in trust until it is withdrawn.

Ask students what a bank does with the money it keeps in trust. Lead them 
to understand that banks hold a portion of the money, invest a portion of 
it in bonds, and lend a portion to other people and businesses as loans for 
attending college, buying a car, purchasing a home, and more.

Explain that there are many types of bank accounts. Two of the most com-
mon are checking accounts and savings accounts. A checking account is 
primarily used to cover deposits and withdrawals and is where most of their 
expenses will come from, while a savings account is used to keep—or save—
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money for a longer period of time. Add that, since checking account holders 
access their funds regularly, banks usually provide them with a debit card. 
This card allows them to make charges directly to their account and withdraw 
funds from automated teller machines. 

 2. StudentS underStand the value of bank accountS.
Ask students to suggest reasons for keeping money in a bank. Write student 
responses on the board. (Student responses may include safety, convenience, and 
the ability to earn interest.) Explain to students that there are some things they 
need to consider when making a decision about opening a bank account. List 
the following questions where students can see them and elicit responses:

• How often will you need cash? (Both checking and savings accounts will 
generally allow for withdrawals of cash. Savings accounts are designed to 
keep money with a bank for a longer period of time, so the number of monthly 
withdrawals may be limited or account holders might lose interest or be given 
a service charge if they exceed that amount.)

• How are you planning to pay your bills? (If you are planning to pay your 
bills by check, you will need a checking account.)

• What is the minimum balance your bank requires? (Some banks require 
you to keep a certain amount of money in your account and will charge a fee 
if you drop below that.)

Point out to students that banks vary greatly in the services they offer and 
that it is always a good idea to find the one that best fits their needs. Add that 
many banks even offer accounts specifically for students.

 3. StudentS learn to manaGe their bank accountS.

Tell students that a bank account is a major responsibility that will have financial 
repercussions if not managed properly. Say, “If you make a purchase and don’t 
have enough money in your account to cover the charge, your account will have 
a negative balance. This can lead to overdraft fees.”

Point out to students that one of the best ways to avoid overdraft fees is to make 
sure they keep track of their income and expenses. Say, “Most banks provide an 
app that allows you to view the amount of your available funds as well as any 
posted and pending transactions. There are also many free apps that help you 
categorize your spending and set savings goals.” Tell students that not everyone 
has access to a banking app, then ask volunteers to suggest other ways to keep 
track of spending. (Student responses may include viewing their account activity 
online, using a checkbook, and keeping receipts.) 

Add that, in addition to helping track spending habits, these apps can also help 
identify incorrect or fraudulent transactions. Say, “It’s possible for another 
person to obtain your banking information and make unapproved charges. By 
checking your account activity regularly, you can catch suspicious charges and 
report them to your bank.”
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Part III  Your Credit and Credit Score (25 minutes)
Purpose: Students develop an understanding of credit.

 1. StudentS underStand how credit workS.
Say to students, “I’m going to ask you a series of questions. If you agree with 
what I say, raise your hand.” Then, ask students the following questions, 
pausing for a brief moment between each to give them time to respond.

• Say, “Imagine there is something you really want that costs $50, but you 
can’t afford it right now. What if I told you I’d lend you money so you can 
purchase it today? Would you accept it? 

• What if you have to pay 20% more than what I lent you if you take longer 
than 30 days to repay me? For example, if I give you $50, you’ll owe me 
$60 if you don’t repay me in 30 days, and then $72, and so on. 

• What if I said you didn’t have to pay me all back at once? Instead, you 
could pay me as little as $10 each month.

• What if I said that, even if you agree to a $10 per month payment sched-
ule, you’ll still be charged 20% on your remaining balance each month? So, 
if you owe $50 and pay me $10, the next month you’ll owe me $48 instead 
of $40?”

Tell students that this is similar to how credit works. Lead students to under-
stand that credit is the ability to borrow money to make purchases that you 
will pay back at a later date. Point out that one of the primary ways people 
make purchases using credit is through a credit card. Say, “Credit cards are an 
agreement between you and an issuer where you promise to pay back whatever 
they have lent you, plus other agreed-to charges.”

Emphasize that these other “agreed-to charges” are important to keep in mind 
when using a credit card. Tell students that credit cards can seem like “free 
money,” but they are not. Explain that every credit card has different terms, 
but generally, if cardholders pay the full amount of the credit card balance 
due every month, they will not have to pay interest. On the other hand, if they 
pay only the minimum payment amount, or anything less than the full bal-
ance due, they will pay interest.

 2. StudentS learn about credit ScoreS.
Divide students into three groups and say, “While it could make sense to 
delay a purchase until you have enough cash to cover the cost, there are 
times when that may not be possible. I’m going to present each group with a 
scenario where someone wants to make a large purchase or is faced with a large 
expense, and your job will be to research the costs and the options to pay for 
it.”  Then, assign groups with one of the following:
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• A couple is looking to buy a two-bedroom house in your neighborhood.

• A high school graduate wants to attend college and is trying to determine 
whether to stay in-state or go out of state.

• A mother of three young children wants to purchase an SUV.

• A person needs knee surgery.    

Inform students they have 10 minutes to gather as much information as 
possible. When doing their research, have them consider things such as what 
options are available to the purchasers, what the standard interest rates are, 
and how much (if any) cash they might need upfront.  After 10 minutes have 
passed, ask volunteers from each group to share their findings with the class. 

After each group has presented, stress that there are some purchases or 
expenses that may not be possible without receiving a loan. Say, “However, 
financial institutions will not just loan money to anyone. Banks and other 
institutions want to make sure that you have the ability to repay the money 
you borrow, and they determine this using your credit score. I’m going to 
play a video for you that shows how your score is calculated.” Then, play the 
“What is a Credit Score? Kal Penn Explains | Mashable” video at the following 
link: www.youtube.com/watch?v=f2ortkJfTKw.

Tell students that their credit score is a number that will be associated with 
them for their entire lives and can determine what they are able to do in 
their future.  Then, say, “Your credit score can go up or down depending on 
your financial decisions, so it’s important to manage and spend your money 
responsibly. Always remember, good credit can help us receive loans which can 
allow us to obtain things we may want, such as a house, or accomplish things, 
like attending college, that may be cost-prohibitive otherwise.”

 3. StudentS learn what to do if they have a credit problem.
Tell students to suggest some things that may happen if they are irresponsible 
with their credit. List student responses. (Students responses may include, their 
credit card gets revoked, debt collectors may repeatedly call, they can damage 
their credit score, and it will be difficult to get loans in the future.)

Ask students, “What do you do when you have a problem that you can’t 
solve?” Suggest to students that they should ask for help. Explain that if they 
get into a situation where they can’t make payments on their debt, the best 
thing to do is to talk to the people or companies to whom they owe money. 
Explain that sometimes, those companies will help develop an affordable pay-
ment plan to pay off the debt.

Have students consider what they discussed regarding credit cards and offer 
ways to avoid some of the drawbacks. List student responses. (Students 
responses should include, never put more on a credit card than you can pay every 
month, save money until you have enough to make a purchase, make sure you 
are comfortable with the minimum payment for loans, understand the terms 
associated with the money you are borrowing.)
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Tell students that regardless of whether they get a debit card or a credit card 
it is essential to avoid overspending. While money charged to a debit card is 
removed directly from the user’s bank account, you can still get into trouble 
by depleting your funds. As mentioned earlier in the lesson, many banks will 
penalize account holders whose funds go below a predetermined amount. 
Remind students that it is important to monitor their checking account 
balance and credit card activity regularly in order to stay on top of their 
finances and avoid potential issues.

Conclusion (2 minutes)
Explain to students that the best way to avoid financial trouble is to manage their 
money carefully. Remind students of the following key points that were taught in 
this lesson:

• Paychecks show not only the gross amount earned but also all the mandatory 
and voluntary deductions made.

• Credit cards have strengths, such as ease of use and safety, and drawbacks, 
such as annual fees and the danger of excessive debt.

• Establishing good credit is essential in order to make larger purchases in the 
future. 

Questions for Assessment

1. List two mandatory and two voluntary deductions from a paycheck.

2. Name three ways to track your bank account activity.

3. Identify three scenerios where a person might purchase something using 
credit.

4. How is a credit score determined?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Never spend your money 
before you have it.” – Thomas 
Jefferson 

Activity: Discuss the meaning of this 
quote with your students. Then, have 
them write about how it could apply 
to bank accounts as well as debit and 
credit cards, and when this quote may 
not be sound advice (for example, 
home mortgages, student loans, and car 
financing).

Extension: Additional Resources  

Activity: Have students read 
“Money Tips For Teenagers: Your 
Future Self Will Thank You” at                       
www.listenmoneymatters.com/money-
tips-for-teenagers/. Ask students to 
comment on the article and share their 
favorite tips with the class.

Extension: Writing in Your Journal

Activity: Have students write about 
their financial goals, making sure to 
include what they would like to pur-
chase someday, what portion of their 
income they would like to put into sav-
ings, if they would prefer to use a debit 
or credit card (or both), and the rules 
they will lay out for themselves to avoid 
financial trouble. 

Have student volunteers present their 
journal entries and discuss as a class.

Extension: Using Technology

Activity: Explain to students that 
being patient and doing research on 
pricing trends can save them money. 
Tell students that there are several apps, 
websites, and web browser extensions 
whose purpose is to save them money 
by automatically applying coupons to 
purchases or tracking an item’s price. 
Have students identify three ways they 
can use technology to save money (for 
example, Honey, Mint, Keepa).

Extension: Homework

Activity: Have students track their 
spending habits for one week, writing 
down every expense no matter how 
small.  At the end of the week, have 
them review their spending data (you 
can also encourage them to categorize 
their expenses into “essential” and “non-
essential purchases”) and write about 
what surprised them and what they 
learned.

Extension: Homework

Activity: Have students research local 
banks and determine, based on fees 
and requirements, which one provides 
the best services for their needs. 
Tell students that most banks have 
different types of checking and savings 
accounts. Encourage students to learn 
the differences between the accounts 
banks offer and the steps they need to 
take in order to open an account. Have 
volunteers share their findings with the 
class.
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Module Eleven: On Your Own

Paycheck

Velasquez Food Supply Company Rose Arrington            Check number: 7207869
123 Avenue Q 714 Ivy Road       Pay period ending: 8/14/2020
Los Angeles, CA  90019 Los Angeles  90018

Hours and Earnings                                                  Taxes and Deductions

Description Amount Description Current Y-T-D
   Amount Amount

Rate of pay Reg. 20.00 FICA Tax 69.00 2,277.00
Hours Worked 40 Federal Income Tax 48.00 1,584.00
.  State Income Tax 4.00 132.00
  Health Insurance 54.00 1,782.00

Gross Pay 800.00 
Net Pay 625.00
Total Gross Y-T-D 26,400.00 Total Deductions 175.00 5,775.00

Statement of earnings. Detach and keep for your records.

Velasquez Food Supply Company  7207869
123 Avenue Q
Los Angeles, CA  90019 

 Date: August 14, 2020

 Pay to the Rose Arrington $***625.00
 order of 714 Ivy Road
  Los Angeles, CA 90018

 Six Hundred twenty-five and 00/100 . . . . . . . . . .  . . . . . . . . . . . . .DOLLARS  

   Joseph W. Burke

❘ : 61777 ❘ :          614728066 ❘ ❘ .          7207869

City Savings & Loan
23 Sebastian St.
Los Angeles, CA  90230
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401 (k) – a retirement plan offered by some employers that allows employees to save and 
invest in their retirement

Automated Teller Machine (ATM) – a machine that allows people to complete basic 
transactions, such as checking their account balances and withdrawing or depositing funds

Bonds – loans to a company or government that pay a fixed rate of interest to the lender 
over time

Checkbook – a book of blank checks

Checking Account – a transactional bank account that allows deposits and withdrawals but 
accrues minimal interest; funds can be withdrawn through checks, debit cards, and more

Credit – the ability for someone to borrow money and pay it back at a later date

Credit Card – a plastic or digital card that allows people to make purchases on credit

Credit Card Balance – the amount of money owed to a credit card company

Credit Score – a number assigned to a person that represents their ability to repay loans, 
based on factors such as their payment history and the amount of money they owe

Debit Card – a plastic or digital card that deducts money directly from a checking account 
to make purchases

Deductions – items withheld from a person’s pay, usually relating to benefits such as health-
care or retirement funds

Deposit – the placement of money into a checking or savings account

Depositor – a person who keeps money in a bank account

Direct Deposit – an electronic payment directly to an employee’s account by an employer

FICA Tax – federal payroll deductions used to fund Social Security and Medicare

Federal Income Tax – taxes levied by the federal government to fund federal programs and 
services such as defense, education, and infrastructure 

Fraudulent Transaction – a transaction that was unauthorized by an account holder

Gross Pay – full amount of pay received before withholdings and deductions

In Trust – to hold and protect on behalf of someone else

Interest – a charge incurred for borrowing money, usually as a percentage of what is owed

Issuer – a company that provides credit cards

knoWing YouR Finances
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Mandatory Deductions – amounts withheld from a paycheck to meet income tax and other 
obligations required by law

Minimum Balance – the minimum dollar amount a bank requires its customers to keep in 
their bank accounts; dipping below this amount can result in fees

Minimum Payment – the lowest amount of money required to be paid on a loan or credit 
card balance each payment schedule

Negative Balance – an account balance of less than zero, indicating that more money has 
been spent than was available in the account

Net Pay – amount of pay remaining after deductions from a person’s gross pay

Overdraft Fee – a fee incurred for when a bank covers a payment which is greater than the 
available funds in a checking account

Pay Period – the recurring schedule that determines how frequently a person is paid

Paycheck – a check or payment for salary or wages

Payment Schedule – a schedule of repayment between a borrower and a lender

Paystub – a piece of paper accompanying each paycheck that lists gross pay, withholdings, 
deductions, and net pay

Pending Transaction – an approved transaction that may be reflected in your account 
balance but has yet to be fully processed

Posted Transaction – an account transaction that has been fully processed

Savings Account – a bank account that earns interest and is meant to hold funds for an 
extended period of time

SIMPLE IRA – a retirement plan designed for small businesses that allows employees to 
save and invest in their retirement

State Income Tax – taxes levied by a state to fund programs and services such as education, 
transportation, and law enforcement

Voluntary Deductions – optional amounts withheld from paychecks elected by the 
employee, generally to cover benefits such as health insurance premiums and retirement 
savings  

Withdraw – to take money out of an account

Withholdings – mandatory items withheld from a person’s pay, such as income taxes, social 
security taxes, and unemployment taxes

knoWing YouR Finances
(continued)



 Lesson

 
 Making a Budget

A G E N D A
n   Starter
n   Shopping Spree
n   Where the Money Goes
n   My Budget
n   Conclusion
n   Questions for Assessment

Students will recognize the need to keep a budget.

Students will learn what a budget is and identify the items commonly includ-
ed in a budget. 

Students will create their own budgets.

Materials Needed

• Copies of the “Shopping Spree” activity sheet (#4), cut up so that each 
student has one list (Part I)

• One copy of the “My Budget” activity sheet (#5) for each student (Part III)

2
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Starter (2 minutes)
Have students browse www.moneysmartfamily.com, a website about “America’s 
cheapest family” . Share with them the story of Steve and Annette Economides, who 
through wise money management and budgeting have managed to pay cash for their 
home and several cars, take lavish family vacations without building debt, feed a family 
of seven for only $350 a month, and put their children through college without any 
school loans—all on an average income of only $35,000 a year! Their budgeting skills 
have allowed them to become New York Times best-selling authors and have even 
allowed them to appear on many national television shows.

Part I   Shopping Spree (20 minutes)
Purpose: Students recognize the need to keep a budget.

 1. StudentS prepare for a Shopping Spree.

Ask for five volunteers. Tell them that they each own a business. Assign each 
volunteer one of the following businesses:

• Bank: Your goal is to try to get people to save money. When they come to 
the bank, they can save either $75, $100, or $250.

• Clothing Store: Your goal is to sell clothing. A shirt costs $60, and a full 
outfit is $120 (a discount price).

• Electronics Store: Your goal is to sell a stereo for $200. This is a super deal 
on the best stereo in the store.

• Shoe Store: Your goal is to sell athletic shoes for $95 or dress shoes for $70.

• Supermarket: Your goal is to have each shopper buy $150 worth of food. 
They may split the cost into two installments of $75 each.

Assign each business a location within the classroom. Make sure that the 
instructions are clear to each of the business owners. Distribute the cards cut 
from the “Shopping Spree” activity sheet (#4) to the other students. Read the 
following directions to the class: 

You are all shoppers and have $500 to spend at (name the stores). As you 
go from store to store, write down the amount of your transaction on 
your card so you can keep track of how much money you’ve spent. Have 
the store owner initial the transaction. Be sure to think about how much 
money you have and what is most important to you. When I say freeze, 
you must stop where you are, and we’ll see how everyone is doing.

 2. StudentS participate in a Shopping Spree.

Tell students to begin. Circulate the room and make sure that each student 
has at least one item on his or her card before you say freeze. Say, “Now it’s 
time to pay your bills. Everyone’s had a few unexpected medical expenses, so 
everyone must subtract $100 under ‘Miscellaneous.’”
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Point out to students that if they went to the bank and opened a savings 
account, they can use that money to help pay their bills. Have students total 
their expenses. Tell students that if they went over their $500 budget, they must 
sit down. Tell the students who are still standing that they can continue to shop.

After a few more minutes, say freeze. Say, “Your refrigerator broke, and your 
food spoiled. You need to replace the food. It costs you $75 at the supermar-
ket.” Tell students that if this puts them over the limit, then they must sit down. 
If they have money in the bank, they can subtract $75 and continue to play.

Determine whether or not to keep playing based on the number of students still 
standing. The following are suggestions for additional freezes: (a) taxes are due, (b) 
your car broke down, and (c) you were invited to a party and need a special outfit.

 3. StudentS diScuSS the implicationS of the Shopping Spree.

After everyone has had enough time to play, ask students, “Who put money 
in the bank? Did it come in handy?” Then ask the seated students how they 
spent so much money that they had to sit down. Lead them to identify the 
pressure of the salespeople or the appeal of various items. Explain that they 
don’t have an unlimited supply of money in real life, so it is important to 
spend money wisely and to keep track of what is spent. Explain that a budget 
is useful in accomplishing that goal.

Part II   Where the Money Goes (10 minutes)
Purpose: Students learn what a budget is and what is included in a budget. 

 1. StudentS diScuSS what a budget iS.

Ask students how they can keep track of what they spend. Ask if anyone 
looked at their card to see how much money they had before they went to the 
next store. Tell students that keeping track of their balance allowed them to 
budget their money.

Explain to students that a budget is a written plan that describes how they 
want to spend and save their money. It helps them set priorities, prepare for 
unexpected expenses, and keep track of how much money they have.

 2. StudentS learn what itemS to include in a budget.

Have students describe how they spend their money. Write student responses 
on the board. (Students may respond: clothes, snacks, magazines, books, movies, 
makeup, gifts, and savings.)

Remind students to also consider expenses that don’t occur frequently, such 
as holiday or birthday presents for family, special events or trips, etc.

 3. StudentS eStimate the coSt of itemS in a budget and learn that 
budgetS reflect perSonal prioritieS.

Ask the class to estimate costs for each item listed and write the amounts 
alongside the items. 
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Point out to students that when trying to determine the costs of specific items, 
they didn’t always suggest the same amounts. Explain to students that differ-
ent people have different budgets because they have different priorities. For 
example, students who have jobs may be able to afford going to the movies 
every week. Those who have jobs might also have additional costs for transpor-
tation, such as public transportation or car expenses. Those students who are 
not working right now might have to put their money toward the basics. 

Explain to students that in the next activity they will consider their priorities, 
and decide what they would like to buy or how much they want to save. This 
will allow them to make their own budgets.

Part III   My Budget (15 minutes)
Purpose: Students make their own budget.

 1. StudentS complete the “my budget” activity Sheet (#5).
Distribute copies of the “My Budget” activity sheet (#5) to each student. 
Explain to students that the activity sheet is their practice budget.

Give students the following instructions:

• In the top area, you’re told what your income is, how much money you are 
putting into savings, and how much you spend on food each week.

• Go through the activity sheet and, in the left column, write down the items 
that you need or on which you want to spend money. Think about the 
items that you identified in the previous activity.

Remind students that most successful investors say that the first bill paid each 
month should be to their own savings account. Tell them to keep in mind 
that people who spend all of their income on expensive items are not rich if 
they have no money in the bank to support their lifestyle. 

 2. StudentS calculate their weekly and monthly expenSeS.
After students have listed their weekly expenses in the column on the left side 
of the sheet, have them write the weekly amount of each item in the center 
column, which is labeled “Cost.” Then have students multiply those amounts 
by 4 to find the amount to write in the column on the right, which is labeled 
“Monthly Expenses.” 

Point out to students that not every expense will occur weekly. For example, 
they might go to the movies only once a month. For these expenses, they 
should write the monthly expense in the column on the right and calculate 
how much they’ll spend on those items each week. For example, if they go to 
one movie a month, the cost per month is about $8. That means that the cost 
per week is $8 divided by 4, so the weekly expense would be about $2. The $2 
should be written in the column on the left, which is labeled “Cost.”

As students are completing the activity sheet, move around the room and 
assist them with their calculations as necessary.



 3. StudentS calculate their total weekly and monthly expenSeS.

Once students have finished completing the monthly column, tell them to 
add everything in the center “Cost” column and write the total at the bot-
tom to see how much they’re spending each week. Next, instruct them to add 
everything in the right “Monthly Expenses” column, and write that total at 
the bottom to see how much they’re spending each month. Remind students 
to include the money they have to spend on food. 

 4. StudentS See if their budget iS balanced.

Instruct students to subtract their total expenses from their total income. 
Explain that if the remainder is greater than zero, their budget is balanced and 
they have money that they can save. Explain to students that if the remainder 
is less than zero, their budget is not balanced because they have more expens-
es than they have income and savings.

Ask students to suggest ways to correct an unbalanced budget. Lead them to 
recognize that there are two solutions: increase income or decrease spending. 

 5. StudentS learn that their budget iS a guide.

Point out to students that a budget is a guideline, but that there will always 
be unexpected events that will impact their budgets. Ask students what can be 
done to help keep their budgets balanced.

Explain to students that while there are several ways that they can deal with 
changes to their budget, the one thing they should never do is ignore the 
need for one and hope that financial problems will go away. They won’t, and 
students will find that their financial problems worsen as long as they ignore 
the situation.

Conclusion (2 minutes)
Conclude by asking students to comment on why a budget would be a helpful 
tool for them. Elicit from students the following key points that were taught in 
this lesson:

• A budget is a useful device to plan saving and spending money wisely.

• People have different budgets because of different priorities.

• A balanced budget allows people to save money.

• If a budget is not balanced, people should find ways to increase their income 
or cut back on spending.

Questions for Assessment

1. List three ways in which making a budget can help you manage your money.

2. How can you complete your personal budgets for the week and month as 
thoroughly as possible?
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L E S S O N  E X T E N S I O N S

Extension: Using Quotations 

Quote: “Budgets are for cutting, that’s 
why you set them.” –Dr. Laurence 
Buckman 

Activity: Explain to students that gov-
ernments, from local to federal, main-
tain a budget. Have students investigate 
a local, state, or federal government 
budget. 

Extension: Addressing Multiple 
Learning Styles

Activity: Explain to students that the 
only effective way to save money is to 
make saving their first expense.

Brainstorm with students how they can 
figure what amount to put into savings 
every week and where they will put it.

Extension: Writing in Your Journal

Activity: Have students think of some-
thing they want that will require them 
to save (e.g., a vacation, a special item 
of clothing, a gift for someone impor-
tant to them, tickets to a show, etc.).

Have students create a budget that 
allows them to save for the item. Have 
them keep a daily list of expenditures 
and savings as they work toward their 
goal.

Extension: Using Technology

Activity: Demonstrate to students 
how an electronic spreadsheet works. 
You can use Excel or a free spreadsheet 
program online. Show students how 
expenditures are divided into categories 
and how amounts spent and earned are 
plotted. This can be done manually in a 
ledger as well.

Invite students to set up their own 
spreadsheets. 

Extension: Homework

Activity: Have students find an annual 
report from a business in which they 
are interested. Many companies will 
send one on request. Encourage stu-
dents to call, send emails, or write let-
ters requesting annual reports.

Discuss the budget of each company 
that sends an annual report.

Extension: Additional Resources

Activity: Have students read The Pocket 
Idiot’s Guide to Living on a Budget, 
Second Edition by Peter J. Sander and 
Jennifer Basye Gander. 

Have students create posters show-
ing their favorite tips from the book. 
Display the posters around the class-
room.
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shopping Spree

 $500.00

Bank $ ______________

Clothing $ ______________

Electronics $ ______________

Shoe Store $ ______________

Supermarket $ ______________

Miscellaneous $ ______________

Total Spent $ ______________

Total Saved $ ______________

 $500.00

Bank $ ______________

Clothing $ ______________

Electronics $ ______________

Shoe Store $ ______________

Supermarket $ ______________

Miscellaneous $ ______________

Total Spent $ ______________

Total Saved $ ______________

 $500.00

Bank $ ______________

Clothing $ ______________

Electronics $ ______________

Shoe Store $ ______________

Supermarket $ ______________

Miscellaneous $ ______________

Total Spent $ ______________

Total Saved $ ______________

 $500.00

Bank $ ______________

Clothing $ ______________

Electronics $ ______________

Shoe Store $ ______________

Supermarket $ ______________

Miscellaneous $ ______________

Total Spent $ ______________

Total Saved $ ______________
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 Per Week  Per Month

Income $ ___________ × 4 $ ___________

Savings $ ___________ × 4 $ ___________

Food $ ___________ × 4 $ ___________

My Budget

 50.00 200.00

 10.00 40.00

 20.00 80.00

 Per Week  Per Month

Income $ _________________ × 4 $ _________________

Weekly Wants/needs Cost  Monthly expenses

Savings $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

_______________ $ _________________ × 4 $ _________________

Total Income $ _________________  $ _________________

– Total Spent – $ _________________  – $ _________________

 = $ _________________  = $ _________________
 (This must be larger than zero.)  (This must be larger than zero.)



                                                                                      Lesson

         Understanding Advertising  
 and Mass Media*

A G E N D A
SeSSion 1
n   Starter
n   Demand and More Demand
n   Ad It Up!
n   Questions for Assessment—Session 1
SeSSion 2
n   Ad It Up! (continued)
n   Complaint Department
n   Conclusion
n   Questions for Assessment—Session 2

Students will identify mass media as a source for building consumer wants.

Students will examine mass media messages critically. 

Students will recognize advertising techniques.

Students will consider their rights and responsibilities as consumers.

Materials Needed

SeSSion 1

• Five advertisements, with the product names removed, cut from magazines or 
newspapers (Starter)

• One copy of the “Products for Advertising Campaigns” activity sheet (#6), 
cut into pieces according to the directions (Part II)

• One copy of the “Advertising Techniques” activity sheet (#7) for each student 
(Part II)

• Additional commercials, radio spots, internet ads, and/or print advertisements 
(Part II)

*This lesson is designed to take two class sessions.

3
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• One or two large pieces of construction paper for each group and colored 
pencils, pens, and/or markers (Part II) 

SeSSion 2

• One copy of the “Advertising Campaign Evaluation” activity sheet (#8) for 
each group (Part I)

SESSION 1
Starter (2 minutes)

Ask students to take out a piece of paper and number it from one to five. Explain 
to students that you will test their consumer awareness. Show them five advertise-
ments with the product names removed and have students identify the associated 
products. 

After students have identified the ads, ask them what their knowledge shows 
about American consumers. Lead them to recognize that advertising and the 
media are an integral part of American life. 

Explain to students that the purpose of advertising in the mass media is to inform 
and to sell. Explain that as consumers, it is important that we make informed deci-
sions and that we do not allow ourselves to be manipulated by advertising. 

Part I   Demand and More Demand (10 minutes)
Purpose: Students identify mass media as a source for building consumer wants.

 1. StudentS define “maSS media.”

Ask students to define “mass media” and to give examples of it. Write student 
responses on the board. Ensure that students understand that “mass media” 
encompasses various channels of mass communication, including television, 
radio, newspapers, magazines, movies, and the internet.

Ask students how much money they think it costs to air a 30-second commer-
cial during the Super Bowl. Have them suggest reasons why the costs are so 
high. Lead students to recognize that information in the media is sent to many 
people at once, so it’s a great way to make a point or to promote a product.

 2. StudentS recognize that buSineSSeS want to increaSe demand to 
Sell more productS.

Ask students to consider how businesses and corporations make money. Elicit 
from students that businesses create demand by convincing consumers to alter 
their tastes and to spend money on a product. Increasing demand therefore 
increases sales and revenue.



 3. StudentS recognize that companieS increaSe demand through 
advertiSing and the media.

Ask students to imagine that they own a business. How would they increase 
the demand for their product or service? Elicit from students that advertising 
is an excellent way to increase demand for a product or service. 

Say, “Advertising is an influential aspect of American life. TV commercials, 
internet pop-ups, radio spots, billboards, and newspaper ads are everywhere.”

 4. StudentS diScuSS the proS and conS of advertiSing.

Explain to students that there are different views of advertising. Here are two 
views:

• Some believe that advertising leads to extra profits because consumers 
make unnecessary impulse purchases. These people tend to believe that ads 
are responsible for extra borrowing and the problems associated with con-
sumers’ going into debt.

• Others believe that advertising makes consumers wiser by providing 
important information about prices, quality, and availability.

Ask students what they think. Discuss and debate the issue, and make sure 
that students support their positions with facts and logic. 

Part II   Ad It Up! (35 minutes)
Purpose: Students critically examine mass media messages and recognize advertis-
ing ploys and techniques.

 1. StudentS identify perSuaSive techniqueS uSed in advertiSing.

Before beginning this activity, have one copy of the “Products for Advertising 
Campaigns” activity sheet (#6) cut into strips and placed in a container. 

Explain to students that no matter where companies choose to place their 
advertisements, there are some basic techniques that they employ in their ads 
to persuade consumers to buy. 

Distribute one copy of the “Advertising Techniques” activity sheet (#7) to 
each student. Ask volunteers to read the six techniques. Discuss the tech-
niques with the class. 

 2. StudentS identify perSuaSive techniqueS uSed in current 
advertiSementS.

Have students use the ads from the starter, as well as others you have found, 
to identify the techniques that each advertisement employs. 

Discuss how students recognized the techniques and what makes each tech-
nique effective or ineffective.
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 3. StudentS create ad campaignS uSing advertiSing techniqueS.

Divide the class into groups of four or five. 

Explain that each group will be developing an advertising campaign that must 
include a print ad and a television or radio commercial. The campaign must 
use at least one of the advertising techniques they have studied. Explain to 
students that part of the task is to determine the benefits of the product and 
its target audience—the type of consumer who would want the product.

Ask a volunteer from each group to draw a product that will be the focus of 
the group’s ad campaign. Distribute the art supplies to groups.

Tell students that they have the rest of the class period to create their print 
advertisement and their commercial. Inform the class that commercials are 
rarely longer than 30 seconds. Suggest that they use what they know works in 
advertising as a springboard. Encourage them to be innovative, use their cre-
ativity, and have fun.

Questions for Assessment—Session 1

1. Define “mass media.”

2. List two positive and two negative effects of advertising.

3. Describe a commercial or an ad from a magazine. Explain the persuasive tech-
niques that this advertisement uses.

SESSION 2
Part I   Ad It Up! (continued) (30 minutes)

 1. StudentS preSent their advertiSing campaignS and evaluate each 
other’S preSentationS.

Give students 10 minutes to complete their advertising campaigns and to pol-
ish their performances. 

Distribute the “Advertising Campaign Evaluation” activity sheet (#8) to each 
group. Then have each group perform its commercial and show and explain 
its print ad. After each performance, have groups comment on the effective-
ness of the advertising campaign.

Part II   Complaint Department (20 minutes)
Purpose: Students recognize their rights and responsibilities as consumers.

 1. StudentS underStand that it iS their reSponSibility to be informed 
conSumerS.
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Explain to students that while we cannot be experts on the safety and quality 
of all goods and services, we can be informed consumers. Ask students to 
suggest actions that we can all take to make wise decisions about what to buy. 
Write key points of the discussion on the board. (Students should respond: 
define the product or issue, gather information about the product, consider 
alternatives, and weigh options and consequences.) 

Direct students to understand that by reading the fine print, researching on 
the internet and in other reference materials, and talking to well-informed 
individuals, they can gather information that will help them with their con-
sumer decisions. Point out that they can also use their decision making skills 
when purchasing products and services.

 2. StudentS learn about private and governmental conSumer groupS.

Tell students that there are consumer organizations that can help them get 
the product information that they need. 

Help students learn the following:

• The Food and Drug Administration (FDA) oversees the safety of foods and 
drugs. No drug can be sold for human use without the FDA’s approval. 
This agency also ensures that pet food is safe.

• The Federal Trade Commission (FTC) enforces standards for advertising, 
selling, and other business practices. If an ad misrepresents a product or 
service, the FTC investigates. The FTC also accepts complaints from con-
sumers regarding products or services.

• State and local governments also handle consumer issues. Their agencies 
look into problems with insurance, real estate, or utilities, among other 
industries.

• Private consumer organizations such as the Better Business Bureau (BBB) 
provide valuable assistance to consumers and field complaints. The BBB 
keeps files on local businesses and can help consumers resolve problems. 

• The American Medical Association (AMA), the American Dental 
Association (ADA), and the American Bar Association (ABA) are organiza-
tions that maintain ethical standards for their professions and process com-
plaints against doctors, dentists, and lawyers.

• National organizations also provide consumer information. The best 
known is the Consumers Union of the United States, which publishes the 
magazine Consumer Reports. 

 3. StudentS practice uSing good communication SkillS to make 
conSumer complaintS.

Point out that it is a consumer’s responsibility to use good communication skills 
to inform businesses that he or she is not satisfied with a product or service.
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Explain that to do so effectively, consumers must produce evidence that there 
is a problem and that the company is responsible. These are the facts that they 
must communicate:

• The transaction: where, when, and how they purchased the product or 
received the service

• The product or service: what they bought, including the model and the 
serial number

• The problem: the details of the problem and how they were inconve-
nienced

• Attempted solutions: what they did (if anything) to try and solve the prob-
lem, or the names of people they may have spoken to about it already

• The solution: what action they want taken (i.e., a refund, a replacement, or 
an apology)

Point out that consumers should always be thorough, clear, and courteous 
when they are stating a complaint.

Have students write business letters stating a consumer complaint. Remind 
them to use the appropriate form for business letters.

Conclusion (2 minutes)
Ask students to review the role of mass media in the American consumer’s life. 
Have students describe important advertising techniques. Elicit from students the 
following key points that were taught in this lesson:

• Advertising in the mass media influences the demand for products.

• By recognizing advertising techniques, people can become better-educated 
consumers.

• Governmental and private organizations can help consumers find information 
and solve problems.

• Consumers have a responsibility to inform businesses about poor products 
and services. 

Questions for Assessment—Session 2

1. List three things that you can do to be an informed consumer.

2. List three organizations that keep consumers informed. Describe the informa-
tion that each organization provides.

3. Describe an ineffective consumer complaint and an effective consumer com-
plaint.
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 Extension: Using Quotations  

Quote: “You can tell the ideals of a 
nation by its advertisements.”  
–Norman Douglas 

Activity: Display several print ads for 
the class. Have each student select a 
print ad and write a short essay about 
what the ad says about our nation. Is 
the ad’s message positive or negative? 
Is it accurate or inaccurate?

Extension: Addressing Multiple 
Learning Styles 

Activity: Ask students if they believe 
that teens are accurately portrayed in the 
media. Say, “Are there any good teen role 
models on television? How well do TV 
shows and movies deal with teen issues?”

Discuss the issue as a class, and then 
have students write a short screenplay for 
a television show or movie that accurate-
ly portrays teens and their issues.

Extension: Writing in Your Journal

Activity: Have students look through 
their wardrobe. Have them count 
how many items have brand names 
or cartoon characters on them or are 
endorsed by sports figures, sports 
teams, organizations, etc.

Have students make a list of the items 
that are endorsed by famous people, 
have brand names, etc. Discuss the 
influences that impact our decisions as 
consumers.

Extension: Using Technology

Activity: Explain to students that prod-
uct placement in film is an important 
form of advertising and supplies money 
to the filmmaker. Advertisers pay a lot 
of money to have their products shown 
in a film.

Discuss other advertising strategies, 
including advertising on the internet. 
Have students write a short paragraph 
about these strategies.

Extension: Homework

Activity: Have students tally the 
number of advertisements that they 
encounter in one day and make note 
of how much time elapses between 
these ads.

Discuss the number of items that com-
panies are trying to sell to the American 
people on a daily basis.

Extension: Additional Resources

Activity: Have students read an issue of 
Consumer Reports and note which arti-
cles they find interesting or surprising. 

Have students discuss what they read, 
and identify reasons why reading 
reviews and investigating product claims 
are important.
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Directions: Cut the following product descriptions into strips so that group 
volunteers can each draw one.

Ball that does not bounce

Candy that tastes like sawdust

A lightbulb that lasts only five minutes

MP3 player that only plays songs backwards

Dog collar that makes the dog bark

Suntan lotion that causes sunburn

Automobile that gets only six miles per gallon of gas

Soft drink that makes you tired

In-line skates with square wheels

Clothing detergent that leaves your clothes smelling like dirt

Perfume that smells like gasoline

Products for Advertising Campaigns
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Appeals to emotions: This technique exploits consumers’ fears and misgivings. For 
example, an advertisement using emotional appeals might ask “Do you have bad breath?” 
or state “Dandruff isn’t sexy.” The message targets vanity and creates doubt about one-
self. The solution offered is, of course, to buy the product advertised.

Bandwagon approach: This technique tells people to do what everyone else is doing. 
It takes advantage of people’s desire to conform. Implied in the bandwagon approach is 
that consumers must “keep up with the Joneses.” Consumers don’t want to be odd by 
not buying the product. This style of advertisement is often employed in political cam-
paigns.

Testimonials: This form of advertising uses well-known people, such as athletes, actors, 
and musicians, or even ordinary folks to endorse products. The concept is that if these 
people like the product or service, the average consumer will like it, too. These ads also 
imply that some of the fame of the celebrity might just “rub off” on the user.

Glittering generalities: This type of ad uses exaggerated or catchy phrases, such as 
“Good to the last drop” or “I never forget a woman wearing diamonds.” While these 
phrases attract attention, they don’t really mean anything.

Superiority appeal: This technique implies that it would be flattering or prestigious to 
be like the rich person in the ad. It suggests that the consumer can become superior to 
friends and neighbors by purchasing the product. Many luxury car advertisements use 
this technique.

Brand names: A brand name is a word, picture, or logo for a product or service. Many 
companies know how powerful brand-name identification is, so they spend a lot of 
money advertising and building consumer awareness of their product. Consumers are 
influenced by names they see frequently in newspapers and magazines or on television.

Advertising Techniques
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Group Members

_________________________________________________________________________

rating SyStem:

Advertising Campaign  
evaluation

 group product advertiSing

technique

what waS

effective

what could 
be improved

 rating

**** outstanding
*** excellent

** good
* poor



 Lesson

 
 Becoming a Responsible Citizen

A G E N D A
n   Starter
n   The Law of the Land
n   Vote!
n   What the Government Gives and Gets
n   Conclusion
n   Questions for Assessment

Students will identify the need for rules and the reasons why people should 
abide by the law.

Students will recognize that voting is a valuable right and that they have a 
responsibility to be informed voters.

Students will identify reasons for paying taxes.

4

534

Objectives
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Starter (2 minutes)
Ask students to describe what happens when a traffic light at a busy intersection isn’t 
working. Encourage responses that describe chaos, noise, and gridlock. Elicit from 
students reasons why people don’t all cooperate intelligently to get through the inter-
section. Lead students to recognize that people have their own priorities and personal 
schedules.

Explain to students that when hundreds of thousands of people live close  
together—as in many congested areas of our country—they agree on rules to limit 
chaos. Point out to students that traffic lights are just one of the mechanisms that we 
have put in place to make our society run more effectively. 

Explain that this lesson will focus on ways that we can participate in our government 
to make it work for us.

Part I   The Law of the Land (10 minutes)
Purpose: Students discuss the need for rules and why they should abide by the law.

 1. StudentS identify familiar lawS.
Ask students to suggest a definition of “laws.” Students’ initial responses 
might describe laws as being strictly prohibitive. Allow that definition to stand 
for now; students will reconsider it later.

Ask students to list laws other than traffic laws. Encourage students to list 
laws that cover as many areas of life as possible. Write student responses on 
the board.

 2. StudentS explore reaSonS for creating lawS.
Ask students to describe what life might be like if laws didn’t exist. Allow 
students to list alternatives that might seem positive to them (such as driving 
rights for 13-year-olds) as well as those laws that have negative or chaotic 
consequences. Write student responses in a column next to the laws listed.

When the list is complete, direct students to focus their attention on the sec-
ond column. Lead students to understand that laws are not created to prevent 
us from doing things, but rather to protect people and to make our lives more 
efficient. Using specific examples from the students’ list, point out that many 
laws are created to protect the community and its resources.

 3. StudentS diScuSS the reaSonS for abiding by the law.
Ask students to consider why it might be important to follow rules or abide 
by laws, even if they think that breaking a rule or law won’t affect anybody 
else. Write students’ responses on the board. (Student responses should include 
these points: even though you may not realize how breaking a specific law affects 
somebody else, it probably does; your religious or ethical values require you to play 
by the rules; there might be consequences for you if you are caught.)
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 4. StudentS diScuSS the conSequenceS of breaking a law.
Ask students to identify the negative consequences of breaking a law. In order 
to facilitate discussion, ask questions such as the following:

• How would you feel if you broke a law and someone got hurt?

• What happens to people who get caught breaking laws?

• How are family and friends affected when a person breaks a law?

• How does breaking the law affect one’s education and career goals?

• Do you think that breaking a law increases the likelihood of breaking more 
serious laws? 

Emphasize to students that there are many reasons to obey laws. One of the 
most serious is that, if they do break a law, they may have to deal with nega-
tive consequences for the rest of their lives.

Part II   Vote! (10 minutes)
Purpose: Students identify the importance of informed voting.

 1. StudentS conSider the purpoSe of government.

Tell students that when a government is created, the founders agree to a set 
of laws that establishes how citizens will treat each other. Explain that all peo-
ple who live within the territory of that government must follow the “law of 
the land” or face consequences.

Cross your arms and firmly tell students, “Well, I never said I wanted laws for 
traffic lights, so I’m not going to obey them anymore.” 

Ask students what they think about your position. Ask them to consider 
what the consequences might be for you and how your actions might affect 
others.

 2. StudentS recognize that voting iS a valuable right.

Ask students if you are justified in saying that you never said you wanted a law 
for traffic lights. Lead students to recognize that although you didn’t directly 
ask for the law, an elected official (or someone hired/appointed by an elected 
official) made the law.

Protest to students, “Well, what if I didn’t vote?” Elicit from students the 
understanding that you gave up your right to have a voice on the issue when 
you decided not to vote.

Tell students that voting is a valuable right that citizens of the United States 
have. Ask students why they think voting is important. Lead them to recog-
nize that the right to vote allows citizens to have a voice (a form of power) in 
their own government.



 3. StudentS recognize the importance of being an informed voter.

Ask students to consider what happens if they don’t know anything about the 
candidates in an election. Direct students to understand that this is similar to 
not voting at all: out of ignorance they deny their right to choose how they 
will be governed.

Explain to students that it is their (and everyone’s) responsibility to be 
informed about the candidates and issues in an election.

 4. StudentS learn how to become informed voterS.

Ask students, “Where do you think you can get information about candidates 
and issues in an election?” (Student responses should include TV, newspapers, the 
internet, libraries, candidate forums and offices, mailers, etc.)

Remind students about what they learned in the lessons on advertising. 
Explain that like companies, candidates will want to present themselves in 
the most favorable light in order to get votes. Tell them to keep what they 
learned about listening critically to advertisements in mind, as the same issues 
apply to political campaigns.

Part III   What the Government Gives and Gets (20 minutes)
Purpose: Students identify government services and learn that taxes are the price 
we pay for these services. 

 1. StudentS identify ServiceS that the government provideS.

Tell students that they are going to determine what the government does for 
them. Divide students into four groups. Assign each group one of the follow-
ing categories: (a) transportation; (b) schools; (c) municipal services, such as 
libraries and recreation; (d) health and safety services, such as hospitals, police, 
and firehouses. Challenge students to list as many different services and insti-
tutions that the government provides in their assigned area as they can. 

Allow groups about five minutes to work. Elicit from students their ideas. 
Write responses on the board. When this list is complete, point out the wide 
variety of areas in which the government provides services that we depend on 
and often take for granted.

 2. StudentS explore the reaSonS for eStabliShing and paying taxeS.

Ask students if they know where the government gets money to pay for the 
services that they just listed. Explain that the government collects taxes in 
order to offer those services to its citizens.

Elicit from students reasons why it is important for us to pay our taxes.  
Ask each group to offer descriptions of what might occur if the services or 
institutions they discussed earlier were neglected.

Lead students to recognize the following: It is every citizen’s responsibility to 
pay for the benefits that the government provides. Paying taxes is a law and 

x537 Module eleven  on Your own



 lesson 4  BecoMing a responsiBle citizen 538x

there are negative consequences if that law isn’t followed. People who don’t 
pay their taxes often get caught and end up in jail or have to pay the govern-
ment a lot more money.

 3. StudentS diScuSS different typeS of taxeS.

Ask students to list different types of taxes. Explain to students that the 
government directly collects certain taxes, such as sales taxes. Other taxes—
income taxes, for example—require us to file reports to the government when 
we pay our taxes.

 4. StudentS learn about filing income tax returnS.

Say to students, “Suppose you have been working at a job and a deduction 
has been made for your income tax every payday. Do you have to file a tax 
return at tax time?”

Explain to students that even though they have had taxes withheld from their 
paychecks, they still need to file a tax return. They must tell the government 
how much was withheld from their paychecks during the year. They must also 
determine how much they owe or how much the government must refund.

Ask students to suggest places where they can go to get help in preparing a 
tax return. Elicit suggestions such as the following:

• Parents and friends who have experience preparing taxes

• Organizations specializing in tax preparation (There are organizations 
that charge for the service, but other organizations do the work for free. 
Sometimes, free tax preparation requires that your income be below a cer-
tain level. These services are often offered at universities and colleges as 
well.)

• The Internal Revenue Service or state taxing authority

Remind students that they may be required to file federal and state tax returns 
annually, especially when they work. 

Conclusion (2 minutes)
Close this session by asking students to summarize their rights and responsibilities as 
citizens. Elicit from students the following key points that were taught in this lesson:

• There are many reasons to abide by laws, and there are serious consequences 
to breaking laws.

• It is the responsibility of citizens to be informed. 

• It is a citizen’s right to vote.

• Taxes are the price we pay for government services.

• It is important to file tax returns and pay what is owed.
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Questions for Assessment

1. Why do we have laws? Why are they necessary?

2. List three public services that are paid for by taxes.

3. Why is it necessary to pay taxes?
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Extension: Using Quotations 

Quote: “Liberty means responsibility. 
That is why most men dread it.”  
—George Bernard Shaw, playwright

Activity: Explain to students that the 
price of liberty is “eternal vigilance.” 
Guarding our liberty means behaving 
in a responsible way. Have students 
discuss ways in which they take respon-
sibility for protecting liberty.

Extension: Addressing Multiple 
Learning Styles

Activity: Explain to students that many 
organizations rely on volunteers.

Find out if your school offers credit for 
volunteering and which organizations 
in your community use student volun-
teers. Inform students of these oppor-
tunities.

Extension: Writing in Your Journal

Activity: Have students write about 
what they have learned regarding the 
responsibilities that come with being an 
American citizen.

Discuss how students feel about these 
responsibilities. 

Extension: Using Technology

Activity: Explain to students that vot-
ing effects change and that organiz-
ing voting blocks is an effective way 
to collect votes. Divide the class into 
groups. Have each group concentrate 
on a voting block (e.g., seniors, minori-
ties, youth, etc.). Each group should 
conduct research (e.g., internet, library, 
telephone interviews, and so on) to find 
out what concerns these groups have 
and how to best motivate each group to 
register and vote. 

Have each group create and present a 
campaign to motivate its block to the 
class.

Extension: Homework

Activity: Have students write a law 
concerning a behavior that they find 
annoying. The law should change that 
behavior, but cannot infringe on indi-
vidual rights. 

Have students present their new “laws” 
to the class.

Extension: Additional Resources

Activity:  Divide the class into groups. 
Ask each group to study one of the first 
10 amendments to the Constitution 
(the Bill of Rights).

Have groups paraphrase and illustrate 
their amendment and then present their 
work to the class. Display their work 
around the room.
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bank account: A formal banking relationship established to provide for depositing or 
withdrawing money.

budget: A systematic plan for the spending of a usually fixed resource, such as money or  
time, during a given period.

checking account: Bank account used for payments via written checks.

credit card: A plastic card from a bank or other institution authorizing the purchase of 
goods on credit.

direct deposit: An agreement between a company and a bank which allows an  
employee’s paycheck to be deposited directly into his or her bank account. 

ethical values: A set of principles of conduct and the choices concerning behavior.

federal: Of, or relating to, the central government of the United States.

gross amount: Total income or profit before deductions.

income: The amount of money or its equivalent received during a period of time in 
exchange for labor or services.

interest: Money paid for the use of money lent.

media: 1. Mass communications, such as newspapers, magazines, radio, television, or 
the internet. 2. The group of journalists and others who constitute the communications 
industry and profession.

payee: A person to whom money is paid.

persuasive: Tending to have the power to convince or influence.

savings account: A bank account used to save money over a period of time that earns 
interest.

tax return: A form that must be filed by a worker with the government to report the 
amount of taxes to be paid.

transaction: A business agreement or exchange; a business deal.

voided: Having no legal force or validity.  

withholding tax: Taxes that the federal, state, or local governments deduct from a 
worker’s paycheck.

Glossary
module eleven: On your own
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SECTION

INTRODUCTION

About Service Learning

Motivated young people who have been prepared for life in the world beyond school 
are most likely to succeed when they begin their first jobs or start college. The key to 
this preparedness is ensuring that they learn the skills necessary for success in a context 
that is relevant to them. Providing such an experience while they are in school can be a 
challenge.

A service learning project is an opportunity to address this challenge. Students put 
their life skills into practice as they work to fulfill a goal that has relevance and meaning 
to them. Neither the size nor the scope of the service learning project is critical to its 
worth—rather, it is the dedication and commitment that students make to fulfilling the 
project’s goals that make it successful. The opportunities in a service learning project for 
students to apply and practice their communication, time management, goal setting, and 
decision making skills are of paramount importance. 

Many experts consider adolescence to be the ideal time to foster the desire to help 
others. During adolescence, young people tend to be idealistic and think about ways 
to make a difference in the world. Developing and carrying out a service learning 
project satisfies many needs, including the need to belong, the need to be recog-
nized, the need for diverse experiences with clear boundaries and structure, and the 
need for self-exploration. Students who participate in service learning projects are 
impacting the world in which they live in a manner of their own choosing. These 
students experience the powerful feelings of connectedness and satisfaction that 
come from working with others to fill a need in their communities. 

Organizing a class of adolescents into a goal-oriented, detail-focused project team may 
seem like a daunting task. This module provides a comprehensive plan for develop-
ing a successful service learning project. It outlines the steps, lists the materials and 
tools, and offers suggestions and resources that will help you engage your students in a 
meaningful project. 

We suggest that you read the entire module and all the lessons before you start this 
project in your classroom. Do some preliminary planning. Discuss what you have read 
and what you plan to do with others in your school. By doing these things, you will 
give yourself the firm foundation you need to launch your service learning project. 

544



Service Learning: A Closer Look

Defining “Service Learning” 
Service learning is an educational process through which students learn by participat-
ing in a project that meets a need in their communities. It should be integrated into 
and enhanced by specific academic courses within your school’s curriculum. In a ser-
vice learning project, academic skills are applied to meet a community need. “Service” 
and “learning” are complementary—the service aspect makes the learning relevant to 
students’ lives and increases student motivation.

Service Learning vs. Community Service
Many students equate service learning with community service. The commonali-
ties between the two start and end with the word “service.” The major distinction 
between the two is that service learning is facilitated by a teacher and carried out by 
students who are actively learning; the learning and the service are equally important. 
Community service is carried out by a group of people who are contributing to the 
improvement of their surroundings. Clarifying the two terms for your students will 
allow them to gain an appreciation for service learning and to recognize how this pro-
ject will allow them to apply the skills they are learning in school.

The Benefits of Service Learning
Students, schools, and communities all benefit from service learning projects. The 
table on page 3 lists a few of those benefits. Throughout the service learning experi-
ence, you and your students will discover many more benefits than those listed.

Scheduling

A service learning project is completed through a three-step process:

1. Planning and preparation

2. Action

3. Reflection

It is a simple design that’s fairly easy to execute, particularly if you choose the method 
of scheduling that works best for you and your students. Two scheduling possibilities 
are outlined below.

Weaving a Service Learning Project into the Overcoming Obstacles 
Curriculum
The service learning project is designed to integrate with the Overcoming Obstacles 
curriculum. The project enables students to apply and demonstrate the skills taught in 
the various modules and lessons. In this way, Overcoming Obstacles becomes a project-
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based curriculum in which the skills taught are immediately applied to an experience 
outside of school, resulting in more effective learning, a better understanding, and an 
internalization of the skills.

In weaving the service learning project into the course, it is preferable that the project’s 
topic be identified early. This requires a certain degree of initial interest and commit-
ment from your students. Some classes become a cohesive group from the onset, and 
the necessary level of commitment naturally results. In other cases, it takes more time. 
Don’t worry and don’t force it—if you’re weaving the service learning project into the 
curriculum, your commitment, momentum, and enthusiasm will carry you through 
until the group becomes cohesive and develops interest in the project.

 Section 1  introduction 546x

 • Students form or strengthen connections to their communities.

 • Students learn tolerance by working with different people, organizations, or 
causes.

 • Students practice teamwork by joining efforts with others to create a positive 
impact on their communities.  

 • Students apply their academic knowledge and skills to the project; these skills 
become increasingly relevant to their lives, making school more exciting.

 • The community develops a sense of pride in students involved in the project.

 • Community members, who may not have the opportunity otherwise, experi-
ence positive interaction with young people.

 • The community sees that the school uses resources effectively. 

 • When a school supports the efforts of the community, it will experience an 
improvement in community relations.

 • Service learning empowers and motivates students to make a positive impact in 
their schools. 

 • Teachers who strive to make education relevant to students’ lives and assist 
them in positively impacting their communities foster a better rapport with 
their students. 

Benefits of a Service Learning Project

Students

Community

Schools



Concluding the Overcoming Obstacles Curriculum with a Service 
Learning Project
The service learning project complements the Overcoming Obstacles curriculum, as 
students must apply the skills they’ve learned during the course. This scheduling meth-
od can be useful if your students need a more substantial amount of time to develop 
a group identity or to become comfortable with the Overcoming Obstacles classroom 
environment. 

The Bottom Line in Scheduling
Whether your class undertakes the service learning project simultaneously with or at 
the conclusion of the course, the steps of the process outlined throughout this module 
are the same. Choose the schedule that allows your students to benefit the most from 
the service learning experience.

Organizing the Work

Just as you have some flexibility in scheduling the project, there are options for 
organizing students to carry out the work. Consider your students as individuals and 
as a group, and choose the method of organization that works best for your class. 

Whole-Class Project
Enlisting the entire class to work on one big project can foster a strong sense of team-
work and commitment in a classroom. Whole-class projects may be larger in scope 
than projects in which students work individually or in small groups.

The most effective way to organize a whole-class project is to encourage students to 
form small groups, each of which is responsible for one aspect of the project. This 
encourages interaction between students who may not normally work together with-
out causing them to feel that they are being separated from their friends. Many teach-
ers find it easier to track the details for one big project than for a variety of individual 
or small-group projects.

Whole-class projects have a way of internally addressing the issue of individual respon-
sibility. While each small group is responsible for one aspect of the project, each stu-
dent is accountable to the larger group, which is depending on the completion of the 
smaller tasks. This helps to keep commitment and interest high even when students 
are encountering obstacles. The tracking sheet introduced in this section demonstrates 
the “paper trail” that each student will create in order to detail his or her work. This 
system of documentation allows students to assume appropriate responsibility for the 
completion of the project. 

Small-Group or Partner Projects
Encouraging partners or small groups of students to work on different projects is 
an excellent way to address differing student interests. If students cannot agree on a 
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whole-class project, small-group projects can mean the difference between commit-
ment and resentment.

However, small-group projects usually necessitate limiting the scope of each one. 
Tracking the progress of many small-group projects can be difficult for the teacher 
because more projects mean more details. It is also important to consider that small-
group projects will not generate a sense of teamwork within the whole class.

On the other hand, strong facilitation and thorough preparation can result in groups 
that compare notes and work collaboratively to help one another address issues and 
pitfalls as they arise.

Individual Projects
Individual student projects may arise out of a student’s journal writings or meetings 
with a teacher in which the student expresses a commitment to a particular project 
topic. An individual project can be especially empowering for students who feel that 
one person can’t make a difference. It can foster an increased sense of responsibility 
and commitment to a goal.

The drawbacks of individual projects are essentially the same as those outlined for 
small-group projects: limited scope and limited opportunities to practice teamwork 
skills. While this can actually make it easier for you to assess the projects, tracking the 
details may be difficult. 

Time and Resource Management—The Paper Trail

Setting up record-keeping systems before the planning stages begin is crucial. In a 
process that has many steps, having good records of what’s been done, by whom, and 
when will help you and your students to feel more in control and more relaxed. 

Included in this module are activity sheets that you can use to create your “paper 
trail.” Descriptions of each are below.

The Contract
Formalizing students’ participation in the project with a written contract (see activity 
sheet #1) is a proactive way to ensure that they will be seriously engaged in the process. 
While the project should be fun and interesting, it is also a serious undertaking. A ser-
vice learning project is reciprocal, meaning that people are expecting the students to 
follow through on the service that they’ve agreed to provide. In that respect, it’s like a 
job (a parallel you may wish to highlight); when people agree to provide a service, they 
often formalize that agreement with a written contract.

A sample contract is provided in this module, but the contract that you use must be 
pertinent to your students’ projects. One way to ensure relevance is to guide students 
to write their own contracts. Most importantly, the contract should state the students’ 
agreement to undertake the project seriously, to meet commitments fully and on 
time, and to see the project through to its completion. Contracts should be signed by 
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students, by you, and by another student acting as a “witness.” File one copy of the 
signed contract and give another copy to the student who signed it.

Time Management
A blank tracking sheet is included with this module (see activity sheet #3). This sheet will 
allow you and your students to stay organized, keep track of the work that’s been done 
and that needs to be done, and adhere to a schedule. In addition, this tracking sheet 
will help students to practice crucial time-management skills, such as keeping a personal 
schedule and accounting for their work. The sheet should also help you to easily evaluate 
your students’ work throughout the process instead of assessing them only at the project’s 
completion. After all, the process is as important as the result—during the planning of the 
project, students must regularly demonstrate the life and job skills that they’ve learned 
throughout the Overcoming Obstacles lessons.

There are several options that exist for tracking students’ progress. Project journals 
may be used, for example. Weekly progress reports can also be used in conjunction 
with the tracking sheet; the reports may also eliminate the need for the sheet. Whether 
you choose to use a tracking sheet or not, students should be reminded of how to cre-
ate and use a to-do list in order to complete tasks. 

Planning—A Guide and Checklist

The remainder of this module details the steps to facilitating a service learning project. 
It includes lessons that you can use to help your students complete these steps. It also 
includes activity sheets that you can copy and distribute to aid students with complet-
ing the project.

As mentioned previously, the goal of this module is to provide you with a step-by-step 
guide to navigating the service learning project process. We have created a checklist/
guide that corresponds to each step outlined in the module (see activity sheet #2). 
Although it does not offer the detail and resources that you’ll find within the module, it 
is a useful tool for charting your class’s progress and judging where you are—and where 
you are headed next—in the service learning process. We’ve designed the checklist so 
that it can be photocopied and slipped into your plan book or hung on a bulletin board 
near your desk.
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 SECTION

 
 GETTING STARTED

Choosing a Topic

It is crucial for students to feel that the project is relevant to them. This fact should 
determine how the class is organized for the project and how the project topic is cho-
sen. Be sure to consult school and district policies regarding projects, field trips, and 
student service activities—they may be relevant to the feasibility of certain projects. 

This section describes methods for choosing a project topic, along with the pros and 
cons of each method. 

Teacher-Generated Topics
If you know that you’ll be facing especially stringent limitations on time and/or 
resources, generating a list of preapproved topics is one way to ensure that students are 
able to complete their project. Offering possible ideas can also be used to inspire your 
group to create a list of its own.

If your class’s service learning project is to be chosen from a list of topics that you 
generate, it is necessary that you do research. Look over the list of suggested topics on 
page 8, speak to other teachers, or contact local volunteer organizations for informa-
tion on projects that other student groups have taken on. Before adding a topic to the 
list, consider your time and resource limitations, and determine whether a project is 
within the scope of those limitations. 

District-Generated Topics
Some school districts consider service learning projects to be a part of their curricular 
(or extracurricular) goals. In some cases, this translates to plans, resources, and support 
that are already in place. There may be a list of potential projects that has been estab-
lished and approved at the district level.

Though it’s important to be attuned to students’ choices, if plans and support are in 
place for a district-selected project, use them. There are ways of creatively introducing 
a preapproved project that will leave students feeling empowered and committed to the 
process (e.g., bring in a video clip that supports the need for a project to address a cer-
tain issue, play topic “Jeopardy” to reveal preapproved projects, record a plea for sup-
port). District personnel may be willing to speak to your students about the importance 
of the project they are undertaking and offer them encouragement.  
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Student-Generated Topics
Though this process requires a fairly well-developed level of communication among 
students, a student-generated project topic is ideal. When students choose to take on a 
project of their own creation, a strong sense of ownership is fostered, leading to great-
er student commitment to the project.

Because the best scenario includes students generating a list of project topics that 
interest them and then choosing the one(s) in which they’re most interested, the suc-
cess of this approach also depends on the initial commitment of students to take the 
process of generating and choosing topics seriously. If this is a potential issue in your 
classroom, bear in mind that student-chosen projects are the most empowering and 
successful, even if the choices themselves are generated by another method.

Project Examples

Encouraging your students to work on a service learning project of their own choosing 
is the best way to ensure that the project is relevant to them. Use the following list of 
potential service learning projects to spur students’ thinking:

 1. Students collect and distribute shoes and clothing to the homeless.

 2. Students collect toys for foster children.

 3. Students raise money for a nonprofit organization (e.g., National Urban League, 
Big Brothers/Big Sisters, ASPCA, American Cancer Society, Farm Aid). 

 4. Students write children’s books and donate them to elementary schools.

 5. Students clean up neighborhood parks.

 6. Students create greeting cards for children in the hospital.

 7. Students perform a play for senior citizens.

 8. Students create a community garden in a vacant lot.

 9. Students plan a holiday party for homeless children.

Methods for Eliciting Student-Generated Topics

A topic may be generated as a result of a catalytic event that takes place in the school or 
in the community, or an issue may emerge from an intense class discussion. Sometimes, 
the class must engage in a deliberate process in order to generate an appropriate project 
topic. The following are strategies to help students consider potential service learning 
project topics and methods to help you implement these strategies in your classroom.
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Motivation through Inspiration
The work of others who have done service learning projects can provide you with a 
variety of resources to help the class generate topics. 

To introduce your students to potential service learning projects, use articles, videos, 
and guest speakers who can share their community service experiences. Look for infor-
mation on projects completed by public figures, including athletes and entertainers. 
Showing students what others have accomplished can inspire and enable them to gener-
ate at least one project idea that they’d be interested in trying themselves.

Use the internet to research information on the following organizations and events:

• All for Good—www.allforgood.org

• Youth Service America—www.ysa.org

• Do Something—www.dosomething.org

• The VH1 Save the Music Foundation—www.vh1savethemusic.com

Tackling the Tough Questions
Many of your students may never have been asked to offer their opinions on their 
school, their communities, or the portrayal of young people in the popular media. 
Pose questions such as the following to your students in order to generate discussions 
about these topics:

• What do you think are the “hot” issues in your community and in your school?

• What things do you wish were different in your community and in your school?

• How do you think people perceive your community and your school?

• How do you want people to perceive your community and your school?

• How do you think most people perceive adolescents? Do you think that their
perceptions are accurate?

• What would you change about the way you, as young people, are perceived?

During this discussion, focus on the issues instead of jumping straight to identifying a 
topic. Giving your students time to discuss what they think is happening in the world 
will assist you in your efforts to excite them about the ensuing project.

The following is an example of how this discussion might play out in the classroom:

• What are the “hot” issues in your community? (Students might respond: people
don’t get along or don’t like to come to our town.)

• More specifically, who doesn’t get along? (Students might mention people from
different generations or different ethnicities.)

• How can we address this? (Students might respond: break down stereotypes, improve
communication.)
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• What are some ways that we can break down stereotypes? (Students might 
respond: visit a local senior citizens center, arrange a multicultural event.)

• Which senior centers can we visit? 

• Which of these is easiest to get to? 

• Are they willing to work with us? How can we find out?

The result of this discussion will essentially be a list of issues that concern your stu-
dents. Once these issues are identified, it’s time to move from the general to the spe-
cific, to consider each issue and the options that exist, and to address the issues within 
your community. Ask the class to gather information on the options, whom they can 
work with, where they can go, and what they can do to address these issues.

At the end of this process, you’ll have a detailed list of service learning project options 
generated by the brainstorming session or by examining what others have done. Over 
the course of the discussion, it may have become clear that interest in some topics was 
low. Perhaps one project naturally emerged as your students’ first choice. Maybe there 
are a variety of viable options, in which case it’s time to make some decisions.

Choosing a Project Topic

The decision making process will go smoothly if you establish some rules that will gov-
ern it. For example, consider whether the decision will be made by consensus or by 
majority rule. If you choose to employ the latter, discuss the importance of students’ 
commitment to whatever project is chosen, even if the topic isn’t the one for which 
they most strongly advocated. 

You may also use a combination of the majority rule and consensus methods: first nar-
row the project topic options with a consensus vote, then take a vote by majority rule 
to determine the final topic.

As the decision making process evolves, consider the grouping and organization 
options that were outlined in section 1 of this module. For example, if it seems as 
though choosing one project is becoming too divisive to ensure a successful outcome, 
you may wish to consider organizing students into two different groups focused on 
two different projects. 
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Establishing Groups

By now, your students have chosen to work as a whole group on one project, in small 
groups on different projects, or individually on different projects. If the decision mak-
ing process dictated the formation of project groups or individual projects, move on to 
the contract stage. If your whole class will work on the same project, work with your 
students to form the small groups that will concentrate on planning different aspects of 
the project. 

Groups can be formed in a variety of ways:

• Random: Assign students to groups based on birthday month, names that fall 
between two letters of the alphabet, who is wearing a certain color—anything 
that randomly assigns students to a particular group. Though students may 
balk at being separated from their friends, this method ensures that students are 
working with others with whom they may not normally interact. 

• Assigned: Assign particular students to particular groups. This gives you a chance 
to consider students’ various strengths and weaknesses, and to group students 
who you believe may work well together and will learn well from one another. 
However, assigned groups may breed a sense of injustice among students who 
want to work specifically with their friends.

• Self-selected: Allow students to form their own groups. Generally the most 
popular choice among young people, this method of organization can alleviate 
feelings of discomfort that some students feel when working with classmates 
whom they don’t know. However, this option can breed or enhance a sense of 
cliquishness among students who have fewer friends. You may wish to allow 
students the opportunity to go by their task preferences when they choose 
their groups. This may reduce the likelihood that students will form groups 
composed only of friends.

Consider your particular students and the dynamics of your class, and choose the 
grouping method that you believe will lead to the most successful overall experience 
for your students. Whatever method you choose, encourage each group to create rules 
and to discuss expectations of members’ participation, division of work, commitment, 
and the like. Formalize these discussions in the student contracts.

After students have chosen a topic and formed groups, have them create and sign project 
contracts (see activity sheet #1).
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 SECTION

 
 DESIGNING A PLAN

The Importance of a Well-Crafted Plan

The service learning project is designed to be a vehicle for students to apply what they’ve 
learned and to have a positive, community-centered experience. It’s the process—the 
opportunity to prepare for the project and the desire to make a contribution to the com-
munity—that’s most important. If your students are able to practice and implement 
what they’ve learned in your classroom, then the service learning project is a success.

Creating an action plan is a crucial step of the service learning project process. The 
plan has several purposes: 

• Outline exactly which resources are available and which must be acquired for the 
project

• Provide a schedule and a time line

• Encourage critical examination of the project’s scope in light of the resources 
available

The creation of an action plan by students is primarily an exercise in goal setting, deci-
sion making, problem solving, and communication skills, as well as an opportunity 
to practice effective writing. The finished action plan will serve as students’ ongoing 
guide to project completion, providing a framework for where they’re going and a 
map for how they plan to get there. It should clearly outline the materials, people, and 
tasks that will comprise the project, as well as a time line that indicates what will hap-
pen and when.

Take the time to ensure that your students recognize the relevance of the action plan 
to more than just the project at hand. Explain that any well-prepared project or task, 
including those that occur in the workplace, has an action plan that participants can 
follow and refer to. (An example might be the lesson plans that you, as an educator, 
prepare and follow.) Just like in the workplace, this project will need to be reviewed 
and approved by the people who manage the school and are responsible for the stu-
dents (e.g., principals, administrators, teachers).

Creating an action plan primarily involves considering the following questions: Who? 
What? When? Where? Why? How? Gathering the information that answers these 
questions and organizing that information in a written document are the steps to 
creating an action plan. This section of the module outlines the parts of the plan and 
what questions each part should address. It also suggests a variety of methods for 
finding the answers.



Don’t limit the questions to those suggested here. Use the module only as a guide and 
encourage your students to delve deeper into the details of their project, to ask addi-
tional questions, and to consider the project’s specific needs. As a general rule, if an 
issue is under consideration by the project planners, it should be addressed somewhere 
in the action plan.

The Parts of a Plan

Steps to Be Taken
A well-crafted plan should answer the following questions: What is the goal of the  
project? What will happen during the project? What steps led up to the project? What 
are the stepping stones to reaching the goal? 

Students create a working list of steps by working backward. You and your students 
should create a mental picture of the ideal project and how it will look at completion. 
Using this mental picture, determine the following: 

• Who is involved? 

• What are they doing? 

• Are they using any particular materials? 

• What kinds of facilities are at their disposal? 

Work backward to determine how each of the elements that are in the mental picture 
must be contacted and secured.

Students should also create a series of lists onto which they will record their work. The 
lists can be entitled “People,” “Materials,” and “Activities.” (See examples in section 4.) 
Alternatively, each list might be titled with the description of an activity and contain 
information on the people needed, the materials that must be secured, and the tasks 
that must be completed in order to perform the activity. Explain that these lists can be 
running lists to which items are added or taken away as the discussion and the action 
plan become more detailed. 

Materials
Every project requires materials. Students who decide to clean up a local park will need 
to identify and gather the tools necessary for cleaning. Students who decide to launch 
a letter-writing campaign to support an issue will need to gather writing materials. It is 
important to create a list that covers all possible needs; students may decide later that 
certain materials are not necessary, but suggest that they err on the side of caution. It 
is discouraging and frustrating not to have an item when it is needed. 

As discussed above, a materials list may stand alone or be integrated into the descrip-
tion of each project activity. In addition, encourage students to consider what they will 
need to do in order to gather the materials for the project—gathering materials might 
require obtaining postage, a telephone, paper, and envelopes. If publicizing the project 
is a priority, remind students to consider the materials that they will need in order to 
inform others of their project (e.g., paper, poster board, printers).
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Encourage students to revisit the steps they need to take and carefully check the mate-
rials list against each step.

If your school has a website, speak with the site’s administrator about publicizing and 
requesting help and support for your class’ project on the website. If possible, have 
students design portions of the project’s web advertisements. You might also encour-
age students to code the advertisements themselves and submit them to the adminis-
trator for approval—many students who are interested in technology careers are eager 
for projects that will allow them to build their web-design portfolios.

Necessary Approvals
Because the project will most likely require time, resources, and activities that are not 
part of the typical school day, it’s important to inform those in charge. Students should 
submit their plans and get official approval for the project if approval is required. 
Consider the following:

• Who needs to know that your students are doing a service learning project? How 
do you need to inform them? Are there special forms to be completed? Whose 
signatures are required?

• Does the project require the approval of the principal, the superintendent, and/or 
any local government agencies (particularly if you plan to clean up a local park or 
beach)? 

• Do parents need to be notified? If so, how and when? 

• Will the project require the teacher to be away from the school for a day? Will a 
substitute need to be found for that day? If so, what needs to be done in order to 
hire the substitute? 

Encourage students to revisit the steps they need to take and their materials lists, and 
list items such as field trips or telephone access that may also require specific approvals.

Time and People Resources
Although tangible materials and approvals are necessary for a project, the skills and 
time commitments of participants are in many ways a project’s most valuable resources. 
Urge students to consider the following as they work to identify how much time and 
which people the project will require:

• Whose time will be needed? When? For how long? Remind students to consider 
your time and whether you will be needed outside of class.

• Are certain resources available only at certain times? For example, can calls 
related to the project be made only at certain times from a certain telephone?

• Will all students be able to give the time required for their schoolwork and still 
be able to complete the project as scheduled?

• How many people must participate in the actual execution of the project? Is 
everyone in the class needed? Do they need to recruit additional people?
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• What roles are students interested in taking on? How do they wish to organize 
themselves? Do they need team leaders, task managers, communications 
specialists, and so on? What are the descriptions for each of these jobs?

• Who can teach students about the facts/rules they should keep in mind for their 
particular project (e.g., special considerations for working with senior citizens, 
health considerations when cleaning a park, things to know about working with 
younger students)?

• Will students be working with an outside group or agency to complete the 
project? What are the limitations for the agency’s time and people resources?

Encourage collaboration with other groups or agencies whose experience and resources 
will help students to better implement their projects. In addition to providing a great 
opportunity to practice teamwork and communication skills, working with other 
groups means further exposure to the world outside of school, to new career options, 
and to potential role models. If students choose to complete the project in coopera-
tion with another group, urge them to consider the who, what, why, when, where, 
and how details of this collaboration: 

• What organization will the group contact? 

• Who will contact the organization? 

• When does the organization need to be contacted? 

• How should that organization be contacted? What should be said? 

• What exactly will the organization’s role be? 

Consider creating a contract with any outside organizations to formalize their commit-
ment and demonstrate how serious students are about this project.

Student-Needs Assessment

The service learning project is primarily an opportunity for your students to practice 
their life skills. In particular, on-the-job and communication skills may need to be 
reviewed in relation to project planning. You may want students to practice these skills 
before they need to use them. Questions to consider include the following:

• Will students need to make phone calls to businesses, organizations, or agencies? 
Will they need to write business letters? 

• Are there any physical or academic skills that your students must develop in order 
to complete the project? For example, if they have chosen to record books for 
the blind, it’s important that they are skilled at reading aloud.

• If your students are not versed in the skills needed, how can you address this? 
What’s the most efficient way to help them develop their skills?
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The Necessary Research

The purpose of research in the context of a service learning project is twofold. First, 
students will gather information to support the need for the project and search for 
answers to questions regarding the necessary steps, materials, approvals, skills, and time 
required to complete the project. The amount of information that’s needed to create 
the plan may seem overwhelming, but it is available. Identifying that information will 
be fairly easy because you and your students have taken the time to assess the project 
needs and know what to look for. 

Second, many professional and academic situations require students to effectively gath-
er information, a skill that’s also required to make good decisions. This is an excellent 
opportunity for students to hone their information-gathering skills and to use what 
they learn in order to make decisions about the project.

Help students organize their research efforts so that work is not duplicated among 
groups of students. The following are strategies for organizing students’ research efforts:

• Divide the class into small groups. Each group is responsible for finding answers 
to all of the questions posed, but each will use a different research method.

• Invite individuals to choose a research method they are interested in utilizing, 
allowing no more than four or five students to choose any one method. Remind 
students that one method may seem more interesting than another, but it may 
be more difficult to access (e.g., in-person interviews). Each student is then 
responsible for researching all of the questions posed, using the method of 
research they have chosen.

• Divide the class into small groups, and assign each group a few of the questions 
posed. Encourage each group to use all of the research methods at their disposal.

Consider both the strengths and weaknesses of your students, and the other methods 
by which the project is being organized. The way you choose to organize research 
efforts should reflect your students’ current level of commitment to the project. You 
can gauge that level of commitment by asking yourself questions such as the following:

• Does every aspect of the project seem to be centered around group work? Do 
students need an opportunity to conduct research individually for grading 
purposes or for skill development? 

• Are small groups experiencing personality conflicts? Could research be used as an 
opportunity to have students work in different groups than those in which they’ll 
be working for the duration of the project, thus restoring commitment to the 
larger group? 

• Can students working on several small-group projects combine their research efforts 
on any common issues in order to develop a sense of class unity? (For example, two 
groups working on projects focused on elementary school students may wish to 
combine their research efforts on the stages of child development.)

Many resources are available to help students find the information that they are looking 
for. The following are some suggested methods that should be available to your students.
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Guest Speakers/Interviews
When possible, accessing a primary source is the best way to get information. Primary 
sources include people who have personally participated in other service learning pro-
jects, people who work at the organization to which students are offering service, or 
people who have had similar experiences. Learning about the process that others have 
used to develop service learning or community service projects can be very beneficial 
even if the project topics differ.

Ask students if they know of others in their school who have participated in service 
learning projects. Encourage them to find out, either by asking around in the school 
or contacting local organizations. Ask students to research what steps these people fol-
lowed and what lessons they learned. Help students to invite guests who can speak in 
the classroom about their project experiences or about the resources necessary for the 
project your students want to complete. If guests are unavailable to visit, help students 
arrange one-on-one or small-group interviews in person or by phone. In either case, 
remind students that the best way to ensure they get all the information they need is 
to prepare a list of questions before the interview. 

Before a guest speaker makes an appearance in the classroom, discuss with students 
the procedures and expectations surrounding the speaker’s presentation (e.g., students 
should avoid side conversations, determine what kinds of questions are appropriate to 
ask, and consider the procedure for asking questions). Establish and explain to students 
the repercussions of displaying inappropriate behavior or asking inappropriate questions. 
Encourage students to take notes during the presentation.

Your students may be unsure of where to begin their search for a speaker or a person 
whom they can interview. The best place to begin is the local phone book. Even if the 
first few organizations they contact can’t help, they will most likely be able to refer 
your students to someone who can. Another option is for students to contact one of 
the national organizations listed below and to explain what kind of information they 
are looking for. These agencies have a broad geographic network and may be able to 
suggest someone in your area whom your students should contact. 

If students plan to contact these agencies by phone, suggest that they write down 
exactly what they want to say (i.e., who is calling and for what purpose) before making 
the call. Explain that it’s easy to get flustered on the phone and it can become difficult 
to express yourself clearly, especially if you are being transferred to different people 
and must repeat yourself several times.

• Corporation for National and Community Service 
1201 New York Avenue, NW 
Washington, DC 20525 
(202) 606-5000 
www.nationalservice.gov 

• Youth Service America 
1101 15th Street NW, Suite 200 
Washington, DC 20005 
(202) 296-2992 
www.ysa.org 
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• Points of Light Institute
600 Means Street, Suite 210
Atlanta, GA 30318
(404) 979-2900
www.pointsoflight.org

• United Way of America
701 North Fairfax Street
Alexandria, VA 22314
(703) 836-7112
www.unitedway.org

• 4-H National Headquarters
National Institute of Food and Agriculture 
U.S. Department of Agriculture
1400 Independence Avenue, SW, Stop 2225 
Washington, DC 20250
(202) 401-4114
www.4-h.org

Library Research
Explain to students that library research involves exploring secondary resources, such 
as magazines, newspapers, and television news or public interest programs, that pro-
vide a secondhand account of an event or an idea. Though primary research conducted 
with an interview is almost always more desirable, secondary research is still a valuable 
source of information.

If students are unfamiliar with the library (e.g., how the information is catalogued, 
how to use microfiche), schedule a trip to your school or nearby public library, and 
arrange for the resource librarian to acclimate students to the library system. (This usu-
ally takes about two hours.) Most public libraries have programs designed to help stu-
dents learn to use the library effectively.

You may need to provide students with a “crash course” in effectively using printed 
materials for research. For example, explain to your students the concept of “skim-
ming” through material to quickly find what they’re looking for, instead of reading 
every word. Discuss techniques for using the table of contents in a book or magazine 
in order to determine whether the source contains the information they’re seeking. 
Point out the differences between quoting, paraphrasing, and plagiarizing, and show 
students how to properly cite sources if they choose to use quotations to support state-
ments made in their action plan.

Locating television shows or videos to use as research can be difficult if your library does 
not catalogue such sources. However, there are other ways to find such programs. First, 
students might visit www.youtube.com or a local station’s website, and search for clips or 
whole videos of the program they are looking for. Students can also use the local newspa-
per to track the television programming scheduled for your area and watch for programs 
that may be of interest to them as they work on the project. (Remind them to add TV 
and DVR to their materials list, if necessary.) Encourage students to pay close attention 
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to the programming on educational or public broadcasting stations and to weekend pro-
gramming that’s aimed at young people; these shows are more likely to highlight activi-
ties in which other young people are involved.

Internet
In addition to using the internet at your school, most public libraries allow community 
members with library cards to use their computers free of charge. The internet contains 
a plethora of resources that your students may want to use for their research. In general, 
the rules for conducting research on the internet are the same as those rules that govern 
library research. Most of what your students will find on the internet can be considered a 
secondary source, like a book or magazine article. Below is a list of websites that might be 
useful to your students.

SuggeSted Secondary reSourceS

• Teen Ink—www.teenink.com
• Time for Kids—www.timeforkids.com
• Newsweek—www.newsweek.com
• National and local newspaper sites

Service Learning WebSiteS

• The Corporation for National and Community Service—www.nationalservice.gov
• IPSL—www.ipsl.org
• SCALE—www.readwriteact.org
• National Wildlife Federation—www.nwf.org
• Volunteer Match—www.volunteermatch.org
• Idealist—www.idealist.org

Using a search engine will allow you and your students to conduct more effective 
research online. Search engines are sites that use a word or phrase to find other sites 
containing the information you are looking for. For example, if you enter “service 
learning” into a search engine, the engine will search the internet for sites containing 
that phrase. A list of some recommended engines is included below. Encourage stu-
dents to use search engines responsibly and to get permission before going online.

Search engineS

• Yahoo—www.yahoo.com
• Bing—www.bing.com
• Google—www.google.com

It is possible that in the course of their research, students will locate an actual copy of 
an action plan that was created for another project. If so, encourage them to use it as a 
model. While it’s not appropriate to plagiarize material that someone else has created and 
published, it’s also not necessary to reinvent the wheel. Using a plan that’s already been 
successful as a model for the one students want to develop is an effective use of resources.
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 SECTION

 FINALIZING THE ACTION PLAN  
 AND GETTING APPROVAL

The Contents of a Complete Action Plan

At this point in the planning process, students will organize the information that they 
have gathered from their research in section 3 to create a formal action plan. 

An action plan is a formal explanation of the project. Thus, it should be written clearly 
and presented neatly. A complete action plan will contain the following information.

Introduction
This section of the plan states the need for the students’ proposed project and articu-
lates their motivation for engaging in it. 

It would be helpful for students to review their notes from the brainstorming sessions 
and the research that they gathered. This section of the action plan should include 
all background information so that readers will have an overall picture of the project, 
including who is involved, what will happen during the project, when and where it will 
happen, and why and how it will happen. Below is an example:

Project Summary: Eight students from Ms. Grimes’ seventh-grade science 
class have chosen to develop and act out a play about the ecosystem of a local 
park. The students will perform the play for students at the elementary school 
as part of their science curriculum. In order for students to create a play that 
explains the ecosystem in a meaningful way, they will visit and study the local 
park. They will also research the developmental level of the students who will 
watch the play.

Materials Needed
It is acceptable to include a simple, straightforward list of the materials needed, but 
encourage students to create a more detailed list of tasks to be performed and the materi-
als needed for each task. In either case, next to each listed material should be an indica-
tion of whether it is already available or whether it must be procured. If the material must 
be procured, the action plan should explain where it can be found and how it will be 
obtained (e.g., money must be raised to buy it, will ask for donations, can borrow).

4
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Example (partial list): 

What’s Needed How to Get It Have It

 1. A local park Brainstorm/interviews
 2. Magnifying glasses In classroom 4   
 3. Information on kids ages 6 to 11 Books/interviews
 4. Scenery for play Make it
 5. Paint Art room 4
 6. Cardboard for backdrops Boxes/art room/ask around
 7. Costumes Make them
 8. Script Write it

Human Resources
This section of the action plan will clearly state the people needed to complete the 
project, along with their availability, skills, and commitment. 

Like the materials list, the human resources list can be organized by activity or task. This 
section of the action plan should explain which people will do which tasks in order to 
successfully complete each aspect of the project. This information can also be organized 
by outlining the areas of expertise required by the project and listing the people who are 
skilled in them. 

Example (by task):

Task People

 1. Visit to park Class, Ms. Grimes, Dr. Bashir
 2. Play Kate Clark (actor), Casimiro Fontanez  

 Elementary School (audience),  
 Chris Yates (director)

 3. Script Helen Wilson (editor), Jim Graham (writer) 
 4. Scenery John Armin (artist)

Example (by expertise):

Expertise People

 1. Ecosystems Ms. Grimes, Dr. Bashir (biologist)
 2. Acting Kate Clark
 3. Art John Armin
 4. Writing Helen Wilson, Jim Graham
 5. Audience Casimiro Fontanez Elementary School

Jobs and Responsibilities
Encourage students to outline the responsibilities each person has taken on by naming 
the role each person has agreed to fulfill (e.g., team leader, publicity manager, materials 
manager) and listing the duties of each job. Include each participant’s name, title, and 
job description.
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Examples:

Ms. Grimes, Supervising Teacher: Ms. Grimes will act as the liaison between the 
students and the administration at our school and at the elementary school.  
Ms. Grimes will sign transportation requests and chaperone (or find a suitable 
chaperone for) off-campus activities.

Helen Wilson, Playwright and Editor: Helen will research information about eco-
systems, and prepare potential plot outlines and characters for a play about the eco-
system at Winnapeg Park. She will complete the first edit of the script.

Jim Graham, Playwright and Editor: Jim will research how stage directions are 
written, and write and title a play about the ecosystem at Winnapeg Park. He will 
complete the final edit of the script.

If students are working with an outside organization or agency, the introduction to 
this section of the action plan should clearly outline the nature of the collaboration 
and the role that the agency will be playing. Remind them to include the names of the 
agency personnel who will be working on the project and a description of the tasks to 
which they have committed.

Example:

The students in Ms. Grimes’ class will collaborate with the city’s Department of 
Parks and Recreation. The Department of Parks and Recreation staff will provide 
written materials and be available for interviews during the research phase of the 
project. They will guide students on a tour of Winnapeg Park and supply the neces-
sary permission to conduct a field trip there.  

Schedules and Contacts
This section of the plan should include transportation schedules (collected from train/
bus stations and so on), work schedules, and a general list of resources and references. 
A list of all participants and their contact information (i.e., address, phone number, 
email address) should be included. If an outside organization is participating in the 
project, include its contact information and the names of the people there with whom 
students will be working. 

Example:

Name Address  Phone email address

Helen Wilson 1234 24th Street 555-3734 hwilson@email.com
Chris Yates (Director) Dept. of Rec. 15 State Street 555-6218 cyates@dor.gov
(Chris Yates is available on Mondays, Thursdays, and Sundays)

Time Line
Goals have a measurable time line, and a service learning project is no exception. The 
time line provides a plan to follow and ensures that tasks are completed on schedule. 
This is especially important if the start of one task must be preceded by the completion 
of another. 
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Though it’s acceptable for the time line to be somewhat preliminary, it should indicate 
as many concrete dates as possible. Students may wish to organize their time lines by 
listing the tasks that must be completed each week or each month from now until the 
end of the project. The time line should also include a detailed schedule of what will 
happen on the day of the project. 

While it’s likely that a project’s schedule will change, it is important to create a strong 
working time line as both an indicator of what should be done by what date and a barome-
ter by which to judge how much work is expected to be done in a certain amount of time.

Example:

Task Target Date Actual Date

1. Visit to Winnapeg Park 11-15-11 11-29-11
2. Interview Dept. of Parks and Rec. Staff 11-29-11 12-3-11
3. Materials procured: cardboard 12-16-11 Waiting for

Appendix
If students have referred to particular materials, or if the project was inspired by a 
particular newspaper article or story, encourage them to include photocopies in an 
appendix. This section of the plan should also contain photocopies of student con-
tracts, transcripts from interviews, and a list of all the sources that students used to 
gather information. 

Submitting the Action Plan

The action plan should serve as a proposal to those who must approve the project. As 
in the workplace, the proposal should be typed and should look professional. Though 
your principal and administrators should know that the proposal is coming from your 
students, you may wish to add a cover memo explaining the nature of service learning 
and your students’ proposal.

Once the action plan is completed, ask students to share it by sending copies of it to 
others. In addition to obtaining any necessary administrative approvals, sharing an 
action plan often gets others involved in and excited about the project. It is also an 
excellent method of getting feedback.

Example:

MEMORANDUM

TO: Principal Dominguez
FROM: Ms. Grimes 
DATE: December 12, 20XX
RE: Ecosystems Instruction for Casimiro Fontanez Elementary School 
CC: Helen Wilson, Jim Graham, Chris Yates, John Armin, Kate Clark, Dr. Bashir

The students mentioned below have spent the past month researching and developing 
a service learning project. They would like to complete the project by the end of this 
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marking period and they would like your approval to do so. The attached proposal 
has been prepared for your review. Please respond by Friday, December 17, 20XX.

Due Diligence
Once the action plan is written, you and your students must critically examine the  
project’s strengths and weaknesses, and encourage others to do the same. Have stu-
dents ask those who have received a copy of the action plan to consider its limitations 
and whether or not it can be accomplished on time. Model for your students what it’s 
like to honestly address these issues, and encourage them to critically examine their 
plan. If necessary, work as a class to revisit or scale back the project by again consid-
ering the issues outlined in section 3. Your goal is to emerge from this stage with an 
action plan that is detailed, realistic, and achievable.

You may wish to ask questions such as the following:

• Do you think the proposed project can realistically be completed in the time
allotted? Why or why not?

• What challenges do you see the group facing as they try to complete this
project? Can you offer any suggestions for how the group can respond to these
challenges?

• Do you have any general advice for the group?

A complete written proposal will usually provide the information necessary for the per-
tinent parties to make a judgment about the project. However, they may require fur-
ther information or wish to speak directly with students to discuss the project in more 
detail. In this case, students may need to prepare a project presentation.

Presenting the Action Plan

Ensure that students understand that it is common for approval of a project to be con-
tingent on both a written proposal and a face-to-face meeting. A project presentation 
is a positive event—it enables those proposing the project to immediately address ques-
tions and concerns, and provides a great opportunity to excite administrators about 
the project. A face-to-face meeting will make the students’ personal enthusiasm for the 
project more apparent than even a well-written proposal.

Presentation Preparation
Since your students have completed a written action plan, they already have all the 
information needed to make an effective presentation. Preparing for a presentation is 
similar to preparing for a job interview—it is a matter of organizing one’s thoughts 
and preparing for questions.

Revisit with students the questions they considered when first putting together their 
action plan: Who? What? When? Where? Why? How? Each student or group of students 
should be responsible for preparing part of the presentation. If your class is working as 
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a whole on one project, you may wish to have students work in small groups to prepare 
their answers to these questions, with each group discussing and organizing the answers 
to one question. Students should create note cards with the points that they want to 
make in order to best answer their questions. 

A great way to keep a presenter on topic is with the use of visuals, which can be very 
simple and still be effective. For example, a poster that lists the benefits of the service 
learning project will be useful for both the presenter and for the audience. Students 
may also choose to create a visual for each question. If students have access to a pro-
jector and a computer, allow them to use presentation software (e.g., PowerPoint). 
Demonstrating effective presentation skills will serve as a testimony to how seriously 
students are taking the project. Remind students that visuals can be useful, but the pres-
entation is only as strong as the content they present.  

Making the Presentation
Some students may feel nervous about speaking publicly or intimidated about answer-
ing questions posed by an adult or an authority figure. Calm their fears by reminding 
them of two points:

• If they have done the work needed to create a detailed action plan, they should 
be proud of what they have accomplished and fully prepared to answer questions 
about their project. 

• It is acceptable to respond to a question by saying, “I don’t know the answer to 
that question, but I can find out and get back to you.” It is possible that a concern 
about the project is one that your students did not take into account. This is not 
a negative response—in fact, action plans are submitted for approval specifically 
so that others can examine them for potential problems and ensure that issues are 
dealt with before they become actual problems.

Remind students that, just as they would for a job interview, they should consider their 
oral presentation at the meeting to be a reflection of how they feel about the project. 
There is no need to dress up, but students should dress neatly. Clear, appropriate lan-
guage that is audible to everyone is important.

Approvals

With both the written action plan and in-person presentation, your students should 
have provided all of the information requested by those whose approval is needed to 
move forward. Remind students to establish a date by which they expect to hear a 
response to their proposal and to follow up with a visit or phone call. Students should 
also indicate that they would like to receive a response in writing—as in the workplace, 
it’s important to establish good records. A written approval may be needed as a refer-
ence during the course of the project. Once students have received a written approval, 
remind them to make a photocopy and file it.
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 SECTION

 
 TAKING ACTION

Once the action plan has been approved, congratulate students on their work thus far 
and begin working on the service learning project. Help students begin following their 
action plan. Have them start calling the people, organizing the activities, and collect-
ing the materials needed for them to complete their project.

Working

Your students should now begin tackling the many tasks required to make their service 
learning project a reality, as outlined in their action plan. Whether that work spans just 
a few weeks or an entire marking period, it is important for students to track their pro-
gress throughout the process and to keep their commitment to the project active. The 
following are some strategies and methods for helping your students to track their work 
and stay committed to the project. Because it is possible that some projects will require 
students to raise funds or pursue in-kind donations of materials or services, this section 
of the module will also outline strategies for fund-raising and seeking donations. 

Tracking Progress
Tracking students’ progress is a very important part of any service learning project. 
Use the “Tracking Sheet” activity sheet (#3) to do so. This sheet is designed to be 
used throughout the course of the project to track students’ progress as they complete 
the tasks they’ve outlined in their action plan. If you have not done so previously, 
introduce students to this tool as a means of recording the work they have completed, 
when they completed it, and when additional tasks are scheduled for completion. Tell 
students to regularly update their lists and schedules, including those originating from 
their action plan, as both a means of tracking progress and a way of creating records of 
their work.

Explain the concept of numbering and dating the different versions of their schedules 
and checklists to avoid confusing old and new versions. Suggest that students keep 
these tracking sheets in a project notebook or folder.

Another way to track progress throughout the project is to visually record students’ 
work. If a camera or video recorder is available, encourage students to capture images 
of their work as they proceed during the project. You may wish to have students keep 
a project journal, in which they both describe the work they are doing and personally 
reflect upon their experiences.

5
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Work Ethic
For young people and adults alike, it can be difficult to maintain enthusiasm and keep 
interest high over the course of an entire project. Inevitably, there are obstacles and chal-
lenges, high points and low points, and times during the process when it can be tough 
to stay motivated. However, the concept of having a strong work ethic—which includes 
honoring commitments and working to meet deadlines—is one with which students 
should become familiar. Like any project, a successful service learning project requires a 
sustained commitment from all involved. The following strategies can help your students 
to stay enthusiastic throughout their service learning experience.

Student-to-Student Motivation

This strategy requires managing the group dynamic so that students keep one another 
motivated, help their classmates remain enthusiastic, and hold one another to commit-
ments and deadlines. This strategy will foster the feeling that the project is a team effort; 
that there is a responsibility to the team; and that losing motivation, not completing 
tasks, or not meeting deadlines fails classmates and teammates. One way to help students 
keep each other motivated is to have them create team banners or slogans.

 When to Step in

Sometimes, student commitment to a project weakens and their work ethic begins to 
wane. Deadlines aren’t met, tasks aren’t fully completed, and general disinterest sets 
in. You may need to step in, especially if some students are feeling frustrated because 
they are keeping their commitments and feeling let down by their classmates. If this 
happens, it may be an indication that the entire group needs to review the action plan 
and evaluate their reasons for initiating this project. 

To remedy this, you might invite a community leader to remind students of how their 
project will have long-term benefits. You might also have students research college 
scholarships that are given for school service projects. Another option is to spend a 
class period doing team-building activities to invigorate students and remind them that 
working together can and should be fun. 

Fund-Raising

It is not uncommon for a project to require more resources than those that are readily 
available. However, locating those resources through fund-raising and seeking in-kind 
donations can be an excellent opportunity for students to practice their communica-
tion and goal setting skills. The identification and procurement of donations requires 
carefully crafted letters, phone conversations, a step-by-step approach, and follow-up. 

Fund-raising can be fun, but it can also be difficult. Avoid projects that rely on fund-
raising to procure the majority of materials. Encourage students to reevaluate their 
plans if too much fund-raising is involved.

Raising Money
Ensure that students understand the concept of financial philanthropy as an agreement 
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between two parties: one party furnishes money in order for the other to concentrate 
on providing a service. Encourage students to consider their fund-raising efforts as a 
nonprofit venture—one that generates enough money to provide a service but does 
not focus on financial gain.

You may wish to try the following fund-raisers:

• Bake sale

• Book fair

• Dance-a-thon or walk-a-thon

• Selling balloons or candy for holidays (e.g., Valentine’s Day, Christmas)

• Crazy clothes day (students pay $1 to wear crazy clothing or hats)

• Car wash

In-Kind Donations
Often, it is easier for students to simply have materials donated instead of raising the 
money to buy them. Explain to students that in-kind donations are donations of goods 
or services, instead of financial donations.

Local businesses are usually eager to get involved with young people who are contrib-
uting to the community. They want to both support students’ efforts and to have their 
business name associated with a constructive effort.

In-kind donations can be solicited for a variety of project needs and plans. Suggestions 
include the following:

• Materials and prizes from hardware stores, craft stores, general goods stores, 
supermarkets, sporting goods stores, toy stores, and restaurants

• Advertising from local television and radio stations, newspapers, local business 
newsletters, and church bulletins

• Work space from hotels, colleges and universities, and community organizations

• Services from transportation companies, printing companies, and advertising agencies

In order to solicit donations, explain to students that they will need to contact the 
people or businesses whose help they would like by telephone, in writing, or both. 
Their communications should explain the details of their project and clearly state what 
benefits the potential donor will receive by becoming involved (e.g., opportunity for 
positive media attention, recommendations from students, being part of a constructive 
effort, and so on). Remind students to treat these communications with great care and 
respect in order to achieve the best possible results.

Special Considerations

There are many elements to the service learning project, and within those elements are 
many details. This is perhaps most evident in two specific tasks: the collection of  
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materials and the arrangement of transportation. The following section outlines some 
strategies and special considerations to take into account for these tasks.

Materials
Ensure that those responsible understand that managing the project’s materials means 
more than simply finding out how to acquire the articles needed. Additional considera-
tions include record keeping, storage, and maintenance of the materials.

record Keeping

In their action plan, students included a checklist of the materials they needed and 
indicated how they planned to procure each item. Even if their project requires few 
materials, it is still important for them to keep track of the following:

• What’s needed

• What’s been acquired

• What needs to be returned

• Where things are stored

Encourage your students to add columns to the materials checklist in their action plan 
reflecting the above issues. They should use this extended checklist to keep records of 
the project’s materials. This checklist should be updated weekly.

Example:

Needed How to Get  Have Date  Needs to Be Stored At Comments
    Returned? 
    When? 

Winnapeg Park Brainstorm/  No 3/2 No 1515 Jones St. Contacted
 interviews     Dept. of  
      Parks & Rec. 
      to set up  
      visit

Magnifying  In classroom 4  Yes, 4/3 Supply closet
glasses 

Paint Art teacher 4  Yes, 4/15 Art room Need key  
      to get it  
      from closet

Cardboard Find old boxes/ 4  No Back of  Janitors
 ask around    classroom, say we 
     behind  must keep
      bookshelf them out of
      the way
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Storage

Remind students to consider not only the amount of space needed to store their mate-
rials, but also issues of safety and maintenance. They should consider questions such as  
the following:

• Do you have permission to store things where you’d like to keep them?

• Is your storage area in a secure place, where you know the materials won’t be 
disturbed?

• Are there any materials that must be specially stored (e.g., paint, cleaning 
solvents, breakable materials, perishable items)?

• How long can you use the space to store materials?

Encourage students to contact staff members within the school who are familiar with 
these issues, such as the maintenance crew or the cafeteria staff. Remind students to 
consider them as business contacts and treat them accordingly. Also, remind them to 
always put requests in writing.

Maintenance

Ask students to imagine what will happen when the project has been completed and 
they have to clean up. They should consider questions such as the following:

• Will there be any trash left over from the materials used? How will the trash be 
disposed of? Are there any special procedures to be followed (e.g., separating 
recyclables, using special trash bags or bins)?

• What will be done with leftover materials?

• Are there any borrowed materials that must be returned immediately after the 
project is completed? How will students get materials on time to where they 
need to go?

• What kind of cleanup will be required? Are there any potential messes or spills 
that must be prepared for? Will any particular cleaning supplies be needed in 
order to adequately clean up these spills?

Explain to students that materials, maintenance, and cleanup should be considered 
integral parts of the project, not afterthoughts. As a general rule, project sites should 
be left as clean or cleaner than they were found, and commitments to return borrowed 
items should be honored without fail. Remind students not to let a successful project 
be marred by misgivings about an inadequate cleanup job, or the loss or untimely 
return of borrowed items.

Transportation
Arranging transportation for a service learning project can be a project in itself. Even if 
students are not planning a project that takes place off school grounds, transportation 
will likely be needed in order to take trips off-site for meetings or collection of materials. 

 Section 5  taking action 573x



The process for securing transportation often varies from district to district—and 
sometimes from school to school—but there are questions everyone must consider 
when arranging transportation:

• Money: Is there a school budget that dictates how many times buses or vans can 
be made available for student trips? If so, are there budgetary constraints?

• Chaperones: Is there a required chaperone-to-student ratio? What are the 
requirements to be a chaperone? Whom can you recruit to act as a chaperone?

• Space: How many people need to be transported (including teachers, students, 
chaperones, etc.)? How many buses or vans will be needed to accommodate 
them? How much space will be needed to transport materials?

• Time: What time is the project scheduled to begin? What time do you need to 
arrive in order to have sufficient time to set up? Until what time will you need to 
stay in order to have sufficient time to clean up?

• Paperwork: Are there specific forms that must be filled out when requesting transpor-
tation? Who needs to complete and sign them? To whom should they be submitted?

• Availability: Are there buses available for the dates and times that your group 
needs them? 

• Alternatives: If transportation cannot be arranged through your school, are there 
other options (e.g., parents, private bus services, public transportation) that can 
satisfy your transportation needs?

Though students are responsible for handling the details of their service learning project, 
you may need to spearhead the process of securing transportation. Encourage students 
to solicit your help on their behalf, just as they would if they were soliciting the help and 
participation of an outside partner. 

The Big Day

Every moment and detail leading up to the “big day” has been important, and those 
moments and details—when added together—actually require more time and energy 
than the event itself! This module reflects that same phenomenon. Many pages of 
explanation regarding planning have preceded this one, and it seems as though the “big 
day” requires less explanation than all the sections that came before it. 

For days, weeks, or perhaps months, your students have worked to plan and prepare 
a project that will, for some of them, be their first experience in making a contribu-
tion to their communities. They have practiced and applied their communication 
and teamwork skills, as well as their time management and decision making skills. 
They have also shown themselves to be competent writers and record keepers. They 
have undoubtedly encountered obstacles along the way, but they have found ways to 
address them and to persevere. 

Your students will likely feel a mix of excitement and nervousness on the day that their 
project takes place. They will likely look to you for help and encouragement as their 
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teacher and mentor. If they sense in you a feeling of pride and calm, they will be able 
to effectively perform their tasks that day and enjoy themselves.

Tips for the Day of the Project

• Don’t forget to eat! Arrange for snacks or lunch if you will be away from school 
during regular meal times.

• Take pictures! Bring cameras and record as much of the day as possible. 
Consider appointing a few students to be the day’s photographers. Sometimes, 
convenience stores or large drugstore chains will donate disposable cameras that 
are still on the shelves after their expiration dates have passed. The cameras still 
work, but cannot be sold. 

• Invite others to take part! If appropriate, formally invite local political and 
community leaders, your school principal, your district superintendent, or others 
who may be interested in seeing the results of students’ work.

• If appropriate, demonstrate school spirit! Make a sign explaining who you are 
and hang it at the site of your project. Wear clothing in your school’s colors, or 
decorate your own T-shirts.

• If things fall apart—for example, if weather or administrative issues impede or 
halt the project entirely—help your students to remember that it’s the process 
and commitment that are most important. Even an unfulfilled project does not 
diminish the commitment to community that your students have demonstrated. 
Allow students time to feel sad or angry that they were not able to fulfill their 
plans, and provide them with an opportunity to discuss those feelings. However, 
make sure that students ultimately understand that their work has not been in 
vain because of what they have learned from the service learning project.

Celebrate

You and your students have put a great deal of time and energy into this project, and 
you deserve to reward yourselves for your efforts. Whether the outcome of the project 
was exactly what you had hoped for or not, this is a time to celebrate. The celebration 
can be whatever your class decides is enjoyable and in line with school regulations. 
You may choose to watch a video of your project, watch a video about helping others, 
or create a photo album to tell your service learning story. Do you have the time and 
money to go to an amusement park, go to a sporting event, or have a picnic in a near-
by park? Be creative in how you choose to celebrate your success. The limits for cel-
ebration should only be those set by the school and by the district—other than those, 
the sky should be the limit! 
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Project Briefs

This module would not be complete without some brief descriptions of exemplary 
service learning projects. We hope these either serve as models of what can be accom-
plished in a project of this sort or inspire your class to organize a similar project.

• A group of high school students in New Jersey began their participation with
a local charitable organization at the start of the school year. They decided
that two of the most pressing issues facing youths in their area were drugs and
teen pregnancy. The teacher provided students with a list of local charitable
organizations, which she obtained from the internet. The description of one
such organization appealed to the students as a way to address the two issues.
The organization is a home for “boarder babies.” These babies, who have been
abandoned, neglected, exposed to drugs and/or HIV, are healthy enough to
go home from the hospital, but have no homes to go to. The organization
posted their wish list on the internet, and the students decided that they would
raise money through bake sales to purchase items from the list and deliver
those items to the organization on Make a Difference Day. The students spent
Make a Difference Day caring for the babies and learning about their needs.
The students continued to support the organization through bake sales and
donations. They donated over $500 and many hours of their time.

• A middle school class in Michigan learned about lead poisoning contracted from
house paint. The students contacted the local Department of Health to obtain a
list of houses in the area that needed to be repainted in order to not be condemned.
The students visited nearby homes and offered to repaint a house owned by an
elderly couple. The students had the paint donated, recruited the assistance of a
professional painter, and worked for a week to complete the painting.

• A high school math class in Arizona noticed that the elementary school yard
looked uninviting and neglected. Students researched the developmental stages
of elementary school students and invited a mathematician and an elementary
school teacher to be guest speakers. The students obtained permission to paint
a mural of geometric shapes and designs on the wall that faced the school yard
and created math games for the students to play during recess. Once a month,
students supervised recess at the elementary school.

Additional stories are included on the “Teens Making a Difference” activity sheet (#5).
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 SECTION

 
 ASSESSMENT

Student Assessment

Ongoing Assessment
Ongoing assessment and evaluation of the project will help you to notice small problems 
before they grow, keep students focused, and create records of the project’s progress and 
outcomes. It also eliminates the need for a postproject evaluation, which might seem like 
a grade on whether the project goal was realized.

Over the course of the project, a variety of progress reports should be written and 
exchanged among participants. The content of the reports will vary depending on who 
is involved, but possible exchanges include the following:

• From individuals, small groups, or teams to the rest of the class

• From individuals, small groups, or teams to the teacher

• From individuals, small groups, or teams to school administrators

• From individuals, small groups, or teams to participating outside organizations 
or agencies

Help students establish a format for reports and a regular schedule of when reports will 
be sent, depending on the overall length of the project. Remind the class that, like a 
memo sent in the workplace, their progress reports should be neat and succinct. They 
may even use bullets instead of complete sentences.

Example:

TO: Ms. Grimes
FROM: Playwriting Team
RE: Weekly Progress Report
DATE: March 22

This week, our team accomplished the following tasks:

• Wrote a second draft of the play’s second act.

• Proofread the first act, which is now complete.

• Met with the research team to discuss the following questions that we still need 
answered for the final act of the play:

 – What species of fish are part of the park’s ecosystem?

 – How does the change of seasons affect the ecosystem?

6
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We have the following challenges to overcome:

• The elementary school auditorium is booked on the day we had planned for our 
performance. 

• We still cannot find cardboard boxes for scenery.

Next week, we plan to complete the following tasks:

• Write the first draft of the play’s third and final act.

• Get the second draft of the second act proofread.

• Reschedule date for auditorium at the elementary school; review time lines.

• Contact more local stores and recycling plants to request cardboard boxes.

Post-Project Assessment
Because your students have done important work throughout the project, discourage 
them from basing an evaluation of their performance on just the culmination of that 
work. Encourage students to instead focus on their preparation and planning for the 
project and on their commitment to making a contribution to the community. There 
are a variety of ways to conduct a postproject assessment. Use the method most appro-
priate to your students and their projects.

SeLf-aSSeSSMent

Section 1 of this module describes a service learning project as a student-directed edu-
cational process. Just as the planning and production of the project relied heavily on 
the students’ work, so too should the culminating assessment of the project.

Encouraging students to reflect on their work helps them to master the skill of self-
assessment, and provides an opportunity for them to consider the personal lessons and 
insights that they gained from the project. These lessons and insights may be related to 
their own abilities, issues of social awareness, their communities, or their experiences 
working with others.

Students can assess themselves in a variety of ways. If they have been keeping jour-
nals of their experiences, you may wish to have them write a final entry summarizing 
their thoughts, the lessons they learned, and their feelings of accomplishment. Also, 
you may wish to have them express their thoughts and recount their experiences 
using the medium of their choice (e.g., writing, art, music). 

However you choose to engage your students in self-assessment, ensure that they con-
sider various aspects of their experience by posing questions such as these:

• What was the goal of the project? Do you think the goal was achieved? Why or 
why not?

• Was the work you did personally meaningful? Why?

• Who do you think benefited from your work? How did they benefit?
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• What made you happy about your experience? What made you unhappy? Was 
there anything you did or saw during the project that bothered you? What? Why?

• Did you have a chance to interact with the people whom the project was serving? 
How? What was that like?

• If you could do one thing about the project differently, what would it be? Why?

• What was the best part of your service learning experience? The worst? Why?

• What new things did you learn during the process?

• What issue in our community/society made your project necessary?

• Are there any assumptions or stereotypes that you held when you started this 
project that you now know to be false?

• How did participating in the service learning project change you?

Although the vast majority of young people are positively affected by their service learn-
ing experience, it is not inconceivable that students may express negative feelings about 
the project. This may be because their beliefs have been challenged, because there were 
conflicts within their work groups, or perhaps because they believe they put more into 
the project than others did, but did not receive recognition for their efforts. If this hap-
pens, encourage the student or students to discuss their experiences. Depending on the 
dynamics within your classroom, this discussion may involve the entire class, a specific 
student and his or her work group, or just you and the student in a one-on-one con-
versation. In any case, act as a discussion facilitator in order to avoid making students 
uncomfortable about sharing their feelings and to alleviate the potential for a group con-
flict. Encourage students to utilize their conflict management skills during the discussion 
(e.g., use I-statements). Try to consider all students’ feelings in an open manner. 

pubLic aSSeSSMent

In addition to self-assessment, it is very valuable to produce a public report of the 
project and the process by which it came about. Explain to students that public assess-
ment is one way to ensure outside recognition of their efforts. In the workplace, it 
is appropriate to report back to those who approved a project’s creation; the same 
theory applies to a service learning project. Additionally, just as your class searched for 
information on others’ project reports in hopes of using their experience as a guide, 
another group that wishes to execute a project might find a report of your students’ 
experiences useful. Remind students that the more groups they share their assessment 
with, the more they increase their chances of recognition in the form of awards, cer-
tificates of merit, and praise. If your students have decided to join one of the national 
service efforts mentioned earlier, they may find organizational websites or publications 
devoted to sharing the stories of participants.  
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You may wish to have your students work as a group to create a public report or assign 
them to individually report on the project. Consider inviting students to report on 
their work using the medium of their choice. Options include the following:

• A written report

• A newspaper article

• A public question-and-answer forum

• A slide show

• An annotated photo album

• A video

Remind students that just as a formal report in the workplace is well thought out and 
neatly organized, the presentation of their reports will reflect their feelings about the 
work they did on the service learning project.

Teacher Assessment

Just as your students have evaluated their service learning experience, it is appropriate 
for you as the teacher and service learning leader to evaluate the project. This evalua-
tion should cover two topics:

• Overall execution of your students’ project

• Your students’ overall service learning experience

Evaluating Your Students’ Project
Consider the following:

• Was the project age-appropriate for my students?

• Were there safety factors that should be addressed if I were to have another 
group of students work on this project?

• Were the scope and size of the project appropriate for my students and the time 
and resources they had available?

• Were students able to complete the majority of the planning and work on their 
own, or was much adult help required?

• If the project was held in conjunction with an outside agency, is the agency a 
candidate for future collaborations?

• How did students respond to the work? If there were clients involved, how did 
students respond to the clients?

• Have students drawn any inappropriate conclusions from their experience?

x580 Service Learning



Evaluating Students’ Overall Service Learning Experience
In order to determine how you can improve on this experience for other students, 
consider the following:

• Did students have the opportunity to practice a set of skills in a real-world context?

• Were my students academically and socially ready for this kind of experience?

• Did the project fulfill the definition of “service learning,” in that it meshed with 
students’ academic curricula?

• What kind of impact did the service learning project have on my students?

• What kind of emotional responses did students have? Was I adequately prepared 
for these responses?

• What major lessons did my students learn from their experience? Are these 
satisfactory, or does the project need to be altered in order to achieve different 
goals?

Use your evaluation to consider the future role of service learning in your classroom, 
what you would change, and what you would repeat. Most importantly, take time to 
congratulate yourself. A complex project that is student-focused requires a great deal 
of organization, patience, and good humor.

Service learning projects become easier to facilitate each time you repeat the process. 
Set an example for others by making service learning a standard part of your curricu-
lum—and provide your students with the unmatched opportunity to connect with 
their communities while they learn an invaluable set of skills. This project is certain 
to be a win-win situation for all participants, and most importantly, the students. It is 
likely to be one of the richest experiences of their school careers.
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 Lesson

 Introduction to  
 Service Learning

A G E N D A
n   What’s a Service Learning Project?
n   What’s Going On?
n   Making Up Your Mind

Students will define “service learning project.”

Students will identify issues and problems that they perceive in their communites.

Students will select an issue to address in a service learning project.

Materials Needed

• One or two dictionaries (Part I)

• Articles about young people or celebrities who’ve done service projects and/or  
a guest speaker who can describe a personal experience with a service project 
(Part II)

• One large sheet of paper and marker per group (Part II)

Objectives
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Part I   What’s a Service Learning Project?

Purpose: Students define “service learning project.”

 1. StudentS interpret a quote about community involvement.

Display the following quote on the board:

“If you want your neighborhood clean, sweep the front of your steps 
and maybe the house on the left and the right. If you don’t want graf-
fiti, paint over the graffiti that’s close to you. If you don’t want it to 
be so noisy, you try being quiet. You’ve got to treat others the way 
you want to be treated.” –LL Cool J

Ask students to interpret this quote. Ask if it applies to their communities. 
Elicit from students that the quote suggests that people have the power to 
improve their communities, no matter what its problems are. Ask if they have 
ever heard the last sentence before. 

 2. StudentS define “Service learning project.”

Ask students to brainstorm the meanings of the words “service” and 
“learning.” Ask a volunteer to write students’ definitions on the board.

Ask two other volunteers to look in the dictionary for the definitions of these 
words. Invite these volunteers to read aloud the definitions they find, and 
to write them under or next to the suggested definitions. (Students should 
respond: Service is work done for another or for a community; it is assistance or 
benefit given. Learning is knowledge acquired by study.)

Ask the class to use this information to make an educated guess about what a 
service learning project is. Discuss their definition, and explain that a service 
learning project is one in which the participants choose to do a project that 
provides a service to the community. Explain the difference between service 
learning and community service. Tell students that the participants in a service 
learning project are guided by a teacher to practice and use a set of skills that 
they have learned.

Part II   What’s Going On? 

Purpose: Students consider service learning topics by learning about and discussing 
other service learning/community service projects.

 1. StudentS read articleS or liSten to a preSentation about other 
projectS.

Provide each student with a copy of an article about a service learning project 
executed by a young person or by a person who is well known to your stu-
dents. Allow students a few minutes to read the article. If a person who has 
been closely involved in a community project is available to speak to the 
class, invite him or her to describe the project and the work it accomplished. 
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Encourage students to write down comments or questions while listening to 
the speaker. Have them ask their questions after the speaker’s presentation.

 2. StudentS diScuSS what they’ve read or heard.

Organize students into groups of three or four. Give each group a large piece 
of paper and marker. Assign each group questions such as the following to 
answer:

• Who is the focus of the article/the guest’s speech? What did this person 
do?

• Where does this person live? 

• What prompted this person/group into action? What would you have done 
in their position?

• What issue is the focus of the article/speech? Why did this person/group 
choose to address this particular issue?

• What did the person/group do to address the issue? 

• What are the plans for follow-up? Is this an ongoing project?

Circulate the room while students are working and write down striking state-
ments. 

 3. StudentS report their anSwerS to the whole claSS.

Facilitate a brief discussion on the information students have read or heard, 
encouraging them to offer their opinions on the project described, the issue it 
addressed, and the participants’ overall experience. Read aloud the statements 
that you overheard while students were working.

Part III   Making Up Your Mind

Purpose: Students discuss issues in their own communities and choose a topic for 
their service learning project(s). 

 1. StudentS Share their opinionS.

Ask students to respond to some or all of the following questions:

• What problems do you see in your town, state, or country?

• What do you think are the “hot” issues in your community and in your 
school?

• What things do you wish were different in your community and your school?

• How do you think people perceive your community and your school?

• How do you think most people perceive adolescents? Do you think their 
perception is a realistic one?

Write their responses on the board.
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 2. StudentS delve more deeply into the iSSueS they’ve identified.

Focusing on the top five issues that generated the most interest, facilitate a 
discussion of the details surrounding the issues that students have identified. 
Ask questions such as these:

• Who is involved in this issue?

• What specifically would help to alleviate the issue or problem? 

• What are some things you could do that would lead to that help?

• Are there places in your community where you could provide help?

This discussion addresses those issues that your students identified. If neces-
sary, list the actions on a separate part of the board so that students can see 
them clearly.

 3. Set ruleS for deciSion making.

Explain to students that they’ve just created a list of potential service learning 
projects. Explain that while each has merit, you’d like them to try to choose 
one on which they’d like to focus.

Explain that a final choice will be made either by majority rule (i.e., a vote 
will be held and the topic that receives the most votes will win) or by consen-
sus (i.e., those in favor of a topic must convince those opposed to accept the 
topic). Using the same debate structure as in Module One: Communication 
Skills, you may choose to have students participate in a controlled debate to 
finalize a topic. 

Another alternative is that a final choice will be made first by consensus and 
then by majority rule (i.e., after each group makes an argument for why their 
project topic should be chosen, a vote is held and the topic with the most 
votes will be acted upon).

 4. if the deciSion iS being made by majority rule, StudentS vote on 
topicS.

Number the potential topics as they are listed on the board. Ask each stu-
dent to write on a piece of paper the number of the topic in which he or she 
is most interested. Collect the papers, count the votes, and announce which 
topic received the most votes.

If the number of votes between two topics is equal or especially close, consider 
holding a runoff vote. If the voting is still close, or if choosing becomes divi-
sive, consider inviting students to work in smaller groups on separate projects.
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 5. if the deciSion iS being made by conSenSuS, StudentS diScuSS and 
vote on topicS.

Number the potential topics as they are listed on the board. Call out each 
option and ask students to raise their hands to vote for the topic of their 
choice. Have students who voted similarly meet in small groups. Give each 
group five minutes to discuss arguments for why its choice is best. Give each 
group two or three minutes to present its arguments to the rest of the class. 
Then, hold another vote.

If you have decided to combine the consensus and majority rule methods, 
announce which topic received the most votes. If you have decided to make 
a decision solely by consensus, repeat this process until students agree upon a 
project. 
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Teens Making a Difference
By MargueriTe Marsh

Mimi Ausland 
Not many people, let alone teens or tweens, 
can say that they started a website to feed 
hungry companion animals at a local shelter. 
But Mimi Ausland, a 12-year-old from Bend, 
Oregon, who volunteered at the shelter, can 
say she did—successfully. 

Ausland first got the idea from the Free Rice 
site, where every question you answer cor-
rectly donates 10 grains of rice to the World 
Food Program to help end hunger. Instead 
of rice, she selected kibble for cats and dogs. 
Every day two questions are posted—one 
about cats and one about dogs. When you 
answer, correctly or incorrectly, you donate 
10 pieces of kibble to each animal. 

According to her website, Ausland launched 
freekibble on April 1, 2008. By May 14, she 
had collected 240 pounds of food, which she 
delivered to her local shelter, the Humane 
Society of Central Oregon. 

Her first donation was enough to feed 456 
dogs for one day. As of January 4, 2010, 
freekibble and freekibblekat, have raised over 
285,000 pounds (142 tons) of kibble to be 
shared among 13 shelters across the U.S. It’s 
no wonder she was a 2008 ASPCA Humane 
Award Winner for her efforts. 

Sally O’Brien 
As an 18-year-old senior at Upper Arlington 
High School, Sally O’Brien has a busy sched-
ule. She takes classes, tutors other students, is 
the copy editor for her high school yearbook 
and design editor for the school’s literary arts 
magazine. She also works three days a week 
in a local restaurant. But that doesn’t stop her 
from volunteering at school and in the com-
munity. “Volunteering is a two-way street,” 
O’Brien explained. “No matter how much I 
give, I get something in return.” 

Her list of volunteer projects is extensive—at 
school she is involved with school musicals, 
Peer Collaboration, Respect Yourself, and the 
Honor Flight Club, and is a camp counselor 
for sixth graders at Big Brothers Big Sisters’ 
Camp Oty’Okwa. She volunteers every sum-
mer at Upper Arlington’s Safety Town, just 
as she has done since sixth grade—working 
with children ages 5 and 6. “I’ve worked 
in the office, been a teacher’s assistant and 
an outside supervisor,” said O’Brien. “I’ve 
learned so much. They’ve taught me as much 
as I’ve taught them. I’m better at working 
with people. I see things from their point of 
view. I’ve learned not to take things so seri-
ously and the importance of going out and 
helping people.”  

She and her friends also help walk dogs at the 
Capital Area Humane Society. “We can walk 

Video games, iPods, cell phones, texting, TV watching, bad behavior—that’s the 
profile that some people attribute to today’s teens. Some fit that stereotype, but 
most don’t.  

The problem is that good behavior doesn’t always get the press that bad behav-
ior does. Take a look at some teens making a difference. It may change the way 
you look at kids 18 and under. 
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Teens Making a Difference
(CONTINUED)

dogs and hang out together,” O’Brien said. 
Her involvement with dogs doesn’t end there. 
She and her family have been raising puppies 
for Pilot Dogs since 2001. They’ve raised 
seven puppies so far—keeping each for a 
year. “We all help out in watching, social-
izing and training,” she said. “My parents 
played a big role in this. They have taught me 
that I have the resources to go out and help 
people and influence the community. I have 
the time. And I still have time to hang out 
with my friends. I can still do what I want to 
do, so why not?” 

Erin O’Brien 
Erin O’Brien is a 16-year-old junior at Upper 
Arlington High School and is Sally’s sister. 
Erin also is community-oriented and involved 
in many of the same organizations as Sally, 
but also marches to her own drummer. Erin 
has donated her hair to Locks of Love—to 
donate, hair must be 10 inches long or lon-
ger. “I’ve always hated getting my hair cut,” 
O’Brien said. “When I was 11 years old it 
was down to my hips. I’ve done it three times 
and I plan to keep doing it.” 

She also is a part of the Link Crew at school, 
helping the freshmen adjust to being in high 
school, has directed the local middle school’s 
annual musical, is involved in Respect 
Yourself and has been a camp counselor for 
sixth graders at Camp Oty’Okwa. “The whole 
sixth grade goes,” O’Brien said. “The whole 
goal is to be positive role models. They may 
not know how to act in a new environment. 
We share the entire camp experience.” She’s 
learned from the campers, too, she said. 
“They’ve taught me the value of looking at 

someone else’s perspective. And to just let go 
and have fun.” 

Since the sixth grade, O’Brien has spent her 
summers at Safety Town. Currently she’s a 
teacher’s aide, helping kids with crafts and 
teaching them songs. She also teaches traf-
fic safety and how to be a safe pedestrian. 
And what has she learned? “I’ve developed 
new people skills and communication skills 
interacting with kids, their parents and the 
officers. It’s getting me ready for an adult 
job and the interviews.” O’Brien’s goal is to 
study communications and maybe work in 
public relations. “I enjoy working with a lot 
of people,” she said. “Safety Town has prob-
ably helped me realize that.” 

O’Brien’s advice for teens who wish to vol-
unteer but can’t decide what to do is to try the 
Humane Society. “It’s very popular. It’s easy 
to clean up cages and walk dogs. Find your 
talents and your skill to make a difference. 
Figure out what you are good at and what 
you enjoy. Do you like sports? How about 
the Special Olympics? Helping kids? Find a 
school that can use your help. There’s some-
thing for all kinds of interests.” 

Eryn Dalton Powell 
Winner of a Columbus 2009 Jefferson 
Award for public service, and creator of 
Eryn’s Healing Arts website, Eryn Dalton 
Powell has a lot of life knowledge at age 14. 
Diagnosed with sickle cell anemia (SCA) at 
a young age, Powell has spent plenty of time 
at Nationwide Children’s Hospital. The idea 
for her first toy drive was born when she 
was hospitalized while receiving treatment 
for SCA. “It can be pretty painful,” she said. 
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Teens Making a Difference
(CONTINUED)

“The blood cells get clogged in the veins. I 
tried to distract myself from the pain—I did 
some drawings and made some cards.” 

The gift cart that offers patients arts and 
crafts, toys, notebooks and stuffed animals, 
was a help. “People donate the items,” she 
said. “It made me feel better that someone 
was thinking about me.”   

Powell started her toy drive with her class-
mates, who were excited about helping out. 
Her first drive was such a success that she’s 
made it an annual event, even getting help 
from the Chicago Symphony and teachers at 
her school. 

The idea for her website came when her 
mother noticed her drawings and made cards 
from them. Powell now sells the cards on her 
site as a fundraiser. Her goal? To help and 
educate others with SCA. 

“A lot of people don’t even know they have 
the disease. A 16-year-old had a stroke and 
then she was diagnosed.” She also just wants 
to help others. “If someone else could feel 
better about anything—I want to do some-
thing to help them. Helping other people 
makes me happy. I just love it.” 

Powell has other plans for her website—like 
creating a calendar from the photos she loves 
to take. But they will have to wait. Because 
of SCA, she missed a lot of school this year 
and has a lot of homework to catch up on. 
But that won’t keep her down. “I like the feel 
of accomplishment,” she said. “But at the 
same time, I still feel like I can still do more. 
I’m really, really happy, but I know I can 
keep on going.” 

Reprinted with permission from the Dispatch Printing Company. Copyright 2010, The Dispatch Printing Company. Uses: copy 
machine, opaque projector, or transparency master for overhead projector. The Dispatch Printing Company grants permission to 
reproduce this page for use in classrooms.



 Lesson

 
 Designing an Action Plan*

A G E N D A
n   Why and How?
n   The Parts of the Plan

n   Research Methods

Students will evaluate the usefulness of an action plan.

Students will explore the parts of an action plan.

Students will discover different methods of doing research in order to com-
plete an action plan.

Materials Needed

• Magazines or newspapers with pictures that students can cut out (Part II)

• Scissors, glue (Part II)

• Poster board (Part II)

• Copies of two or three articles and/or book excerpts related to the students’ 
project topics (Part III)

• One copy of a well-known story or poem (Part III)

591

2

*The day before this lesson is introduced in the classroom, have students interview a classmate for 10 min-
utes about how he or she spent the last school vacation. For homework, have them write an article about 
the classmate’s experience and bring it to class the next day.

Objectives
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Part I   Why and How?

Purpose: Students define and evaluate the usefulness of an action plan.

 1. StudentS define a SportS “play” aS an action plan.

On the board, have a student athlete or a coach diagram a “play” that could 
be used during a sports competition. Ask volunteers to explain what they 
think has been drawn. Elicit the understanding that the diagram is an outline 
of a play that a team could use during a game. Ensure that students are famil-
iar with this coaching technique, then ask them to explain why they think it 
might be useful. Help students to understand that diagraming a play provides 
the players with a plan and a strategy for what actions to take.

 2. StudentS brainStorm analogieS to an action plan.

Ask students to brainstorm other situations in which a specific set of instructions 
or steps can be useful. (Students might respond: directions for getting somewhere, 
directions for assembling something, a recipe for cooking.) Explain that an action 
plan and its purpose are similar to what they have mentioned. 

 3. StudentS outline the elementS of an action plan.

Engage students in a more specific discussion about what makes up an action 
plan and how an action plan is useful. Elicit the following:

• An action plan spells out what outcome is desired.

• An action plan outlines which resources are available and which need to be 
acquired for completing the project.

• An action plan outlines a schedule and a time line for completing the pro-
ject.

• An action plan outlines the steps that must be taken in order to complete 
the project.

Part II   The Parts of the Plan

Purpose: Students explore the information that should be included in an action plan.

 1. StudentS review the definition of a goal.

Review with students the concept of goal setting, and the definition of a goal 
as a dream or plan that’s measurable and has a time line for completion.

 2. StudentS define the goalS of the project.

Invite a volunteer to write the service learning project topic on the board. Ask 
students to determine if the completion of this project is a realistic, measurable 
goal. If the goal is not explicit in what the student has written, discuss with 
students how to make the goal realistic and measurable (e.g., determine how 
many people will be reached, how much space will be affected, and so on).

x592 Service Learning LeSSonS
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 3. StudentS viSualize the elementS of their project in order to 
organize their action plan.

Have students form small groups. Provide each group with poster board, 
magazines, newspapers, scissors, and glue. Write the following on the board: 
“Who? What? When? Where? Why? How?”

Have each group visualize the completed service learning project, imagin-
ing and picturing it in detail. Tell students that as they visualize, they should 
consider the questions that you have written on the board and create collages 
depicting the answers to those questions. You may wish to have students 
annotate their collages with written lists and descriptions.

Invite each group to present and describe the different parts of their collages. 
Encourage students to organize their notes under the headings of the ques-
tions posed (Who? What? When? Where? Why? How?). As students present 
information, ask them questions such as the following to elicit more specific 
information:

• Who exactly will do that? 

• When in the sequence of steps will that happen? 

• What needs to happen before then? 

When students are unable to answer a question, encourage them to write the 
question under the appropriate heading and explain that they will need to do 
some research in order to find the answer.

Remind them to transfer this information to paper or poster board, since they 
will use it to formally write their action plan.

Part III   Research Methods

Purpose: Students discuss different methods of research.

 1. StudentS diScuSS the need for reSearch.

Ask students to discuss what they would do if you dropped them off in the 
middle of a town they had never visited, and told them to find their way 
home without a map. Elicit from them that just as it’s easier to find one’s way 
around an unfamiliar place by using a map to gather information about their 
location, students are likely to make their service learning project more suc-
cessful if they gather information about the topic and learn how to success-
fully complete a project. Guide them to the awareness that research is the best 
way for them to find useful information.

 2. StudentS diScuSS primary and Secondary reSourceS.

Have students pair up with the classmate they interviewed for the homework 
assignment mentioned at the start of this lesson. Have each pair team up with 
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one or two other pairs, creating groups of four to six students. Ask each student 
to take out the article he or she completed for homework. Invite students to sit 
in a circle and to pass the articles they wrote to the person on their left, who will 
read the article. Continue this process until students have read each article in 
their groups. Encourage students to take notes on the articles if they wish.

Have students take turns being interviewed by their groups about how they 
spent their last school vacations. Encourage groups to ask questions and 
engage in detailed discussions about each student’s experience.

When all students have been interviewed by their groups, pose the following 
questions to the entire class:

• After you read the articles on your classmates’ experiences, did you feel that 
you had all of the details on their vacations?

• After interviewing your classmates, did you feel that you had all of the details?

• If I gave you the task of planning a vacation and told you to research what 
kinds of vacations others had taken, would you read articles about their 
experiences or speak to them personally?

 3. StudentS conSider how to locate primary and Secondary 
reSourceS.

Ask, “If you were looking for information on someone’s service learning expe-
rience, would you read someone else’s account of what happened or speak to 
someone who was actually there?” Have students explain the reasoning for 
their answers. 

Explain that primary sources are those that provide firsthand information. 
Secondary sources, such as books, newspapers, and magazines, are those that 
provide secondhand accounts. Elicit from students that primary sources are 
the best sources of information, and allow the researcher to pose specific 
questions. 

Ask students to identify ways that they might locate a primary source who 
can tell them about a service learning experience or answer questions about 
their topic. Write the results of the discussion on the board. (Students might 
respond: use the phone book to find and contact local community organizations.) 
Help students to contact local organizations and arrange for a primary source 
to visit the classroom and participate in a question-and-answer session. 
Encourage students to consider in advance exactly what information they 
would like to find and the questions they’d like answered. 

Explain to students that while secondary sources provide secondhand accounts 
of information, they are still very valuable. Ask students where they might 
locate secondary sources that will provide them with information that they can 
use for their project. (Students should mention visiting the library or using the 
internet.)
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Arrange a trip to the library so that students can conduct research. You may 
also discuss opportunities for them to visit the library outside of class time.

 4. StudentS diScuSS uSing the internet for reSearch.

Have students identify how and when they should use the internet for research. 
Ensure that students understand that, like books or newspapers, internet 
research is considered a secondary source, and should be treated the same 
way. 

Remind students that material published on the internet may have factual 
errors and/or may be undocumented information. Students should be cau-
tious about the information they find while researching online.

 5. StudentS diScuSS effective reSearch methodS.

Ask students if reading every word of a newspaper every day to find informa-
tion on their service learning project would be an effective use of their time. 
Elicit from students that this method is too time-consuming and inefficient. 

Explain that there are two strategies that can be used for faster and more 
effective research: 

• Check a resource’s table of contents and index to see if it covers the topic 
you’re researching. 

• Skim the text, glancing quickly over paragraphs to find those that contain 
the information you need.

Distribute copies of two or three articles and/or book excerpts related to the 
students’ project topic. Give students five minutes to skim the text for perti-
nent information. Then, facilitate a discussion of the information they were 
able to glean during that time. 

 6. StudentS recognize the importance of citing their SourceS.

Tell students that you would like their opinion on a story or poem that you 
recently wrote. Then, read a short passage from a well-known story or poem 
aloud. Ask students if they think that your work is good. If they do not chal-
lenge you on their own, ask students if they really believe that you are the 
author of the piece. 

When students recognize that you did not write the piece, ask them to share 
their opinions on what you have done (claimed as yours something written by 
someone else). Ask students what they would do and what they would think if 
someone else took credit for their own work. 

Explain that if students find information in their research that they would like 
to note or write down, they need to credit the source they got it from, includ-
ing the name of the resource, the author’s name, the date of publication, and 
the page on which the information was found. On the board, model the form 
you would like students to use for citations.
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Service Learning Guide and Checklist

Choosing a Project
p Define “service learning” for students.
p Motivate and inspire students to get involved.
p Help students choose a project topic.

Creating an Action Plan and Preparing for the Project
p Define “action plan” and explain why one should be made.
p Explain what information should be included in the action plan.
p Familiarize students with different ways to find information on service learning.
p Organize students’ research efforts.
p Have students sign project contracts.
p Organize students’ work efforts by forming project teams or work groups.
p Help students write an action plan.
p Assist students with the creation of a project time line/work flowchart.
p Have students submit the action plan for approval from those who must okay the 

project.
p Prepare students to make presentations about the project.
p Help students refine their action plan, if necessary.
p Guide students as they follow the steps outlined in their action plan in order to pre-

pare for the project.
p Explain the importance of and methods for tracking students’ progress as they work 

to complete the project.
p Explain the concept and importance of having a strong work ethic.
p Explain special considerations that students may face while working on the project.

Carrying Out the Project
p Remind students to check and double-check to ensure that they have completed all 

the work for their project.
p Help students brainstorm last-minute project issues. 
p Have students walk through the project and create an agenda for the day of the  

project.
p Support students as they complete their service learning project.
p Celebrate.

Self-Assessment and Public Assessment
p Explain what self-assessment is and why it is useful.
p Explain what self-assessment should include.
p Have students complete a self-assessment of their project work.
p Explain what a public assessment is and why it is useful.
p Explain what a public assessment should include.
p Have students complete a public assessment of their work.
p Assess the project’s impact on students and the community.



 Lesson

 Gathering Information  
 and Making the Commitment

A G E N D A
n   Organizing the Work
n   Making a Commitment

n   Forming Work Groups

Students will organize their work efforts in order to effectively complete their 
research.

Students will discuss and create contracts that formalize their commitment to 
the service learning project.

Students will form work groups and create job descriptions.
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Part I   Organizing the Work 

Purpose: Students discuss the importance of working effectively and organize 
themselves accordingly.

 1. StudentS explore the importance of organizing their work effortS.

Tell students that they have two minutes to perform the following tasks:

• Write all the words on the first page of [any book in your classroom] that 
begin with the letter “B.”

• Count the number of ceiling tiles in this room.

• Open all of the windows exactly one inch.

• Get the phone number of the school’s main office.

Stop the activity after two minutes, and ask students the following questions:

• Did you complete the tasks? Why not? 

• Do you think you were working as effectively as possible? Were there mul-
tiple people doing the same tasks? Do you think that was efficient?

• Is there a better way that you could have organized your work?

Elicit from students that to be effective, a team must organize its efforts so 
that it can get the most done in the least amount of time. It is important that 
people aren’t duplicating each other’s work. 

 2. StudentS organize into reSearch groupS.

Ask students to state how they can most effectively do the necessary research 
for their service learning project. Pose the following options to students:

• The class divides into small groups, one for each method of research. Each 
group is responsible for locating the same information, but each will use a 
different research method.

• The class divides into small groups. Each group concentrates on different 
portions of the information needed, using all of the research methods at its 
disposal.

• Individuals choose a particular research method. Each person is responsible 
for researching all of the information needed, using the method of research 
he or she chooses.

Help students divide their research tasks according to one of the above 
options, or others that the class has identified. 

x598 Service Learning LeSSonS
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Part II   Making a Commitment

Purpose: Students create contracts formalizing their commitment to the service 
learning project. 

 1. StudentS explore the uSefulneSS of a contract.

Ask students why contracts with professional athletic teams are mentioned so 
often in the news. Students will likely offer what they know about individual 
NBA players and their contract negotiations, and may offer similar data about 
football and baseball players who have negotiated huge salaries. Some stu-
dents may comment on seasons that began late because the teams could not 
negotiate their contracts. 

Ask the class why contract talks are so important to athletes. Help students 
to recognize that contracts are created to protect two parties when people do 
business together. It is imperative that a contract makes clear the terms and 
conditions of the agreement so that everyone knows what is expected of him/
her. Remind students that it is important to read a contract carefully, includ-
ing the fine print, before one signs such an agreement.

 2. StudentS recognize what iS expected of them during the project.

Ask students to recall the definition of “service learning project.” (Students 
should mention: a project that provides a service to the community and is carried 
out by participants who are practicing a set of skills they have learned.) 

Reinforce students’ understanding that a service learning project has recip-
rocal benefits for its participants: those creating the project get the benefit 
of learning and practicing a set of skills, and a segment of the community 
receives a service that’s needed. In other words, there will be people expecting 
to receive a service that they have been promised, and it’s up to the project 
participants to keep that commitment. 

 3. StudentS create contractS.

Have students work in small groups to consider what information should be 
outlined in their contracts. Ask students to consider the following:

• Time commitment
• Completing assigned tasks on time
• Communication and conflict resolution
• Perseverance

Work as a class to create a standard contract that each student will sign, or assign 
students the task of writing their own contracts. Remind students to draw up their 
contracts neatly and professionally, just as they would do in a business situation.

 4. contractS are amended, Signed, and filed.

Have students submit contracts to you for approval. If the contracts are  
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complete and acceptable, meet with each student to complete a contract.  
You should each sign the contract, along with one or two witnesses.

If you feel that a contract is missing an important element, propose an amend-
ment and discuss it with students.

When each student has completed and signed a contract, make a photocopy 
for the student and file the original in a safe place.

Part III   Forming Work Groups

Purpose: Students will organize the work to be completed for their service learning 
project.

 1. StudentS review the need to organize work.

Ask students to recount the reasons they organized their research tasks. 
(Students should respond: good organization leads to effective work, helps avoid 
repetition of work, and allows the most work to be completed in the least amount 
of time.)

Explain to students that just as they organized their research in order to 
complete it effectively, they’ll need to organize their work to prepare for and 
execute the project.

 2. StudentS determine what groupS are needed.

Have students brainstorm, based on their research and their work on their 
action plans, a list of the different tasks that their project will require. Write 
responses on the board, and label them with the title “Project Tasks.”

 3. StudentS are aSSigned to work groupS.

Explain that you will be assigning students to the groups in which you would 
like them to work. There are several methods of assigning students to groups. 
You might randomly assign students to groups (e.g., by grouping students 
with the same last initial or with birthdays that fall in the same month, by ran-
domly assigning numbers to students). Alternatively, you may ask students to 
write on a piece of paper the three project tasks that they would most like to 
work on, and then assign as many students as possible to the group focusing 
on their first choices.

 4. StudentS create job deScriptionS.

Facilitate a discussion with the class about what kinds of jobs may be available 
in each work group (e.g., group leader, record keeper, reporter). Consider 
jobs that may be specific to your students’ project. Have each work group  
create job descriptions for each position. Encourage students to use bullet 
points in their descriptions. 
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Have each group report back to the class on the job descriptions they created. 
Help each group to reach a general agreement on the contents of its  
descriptions.

 5. StudentS chooSe jobS.

Have students choose jobs within their work groups. Tell students that they 
may discuss within their groups the positions that each person should have. 
They may also vote on the job that each group member should do. Remind 
students that they identified their learning styles in Module Six: Skills for School 
and Beyond and their goals in Module Three: Setting and Achieving Goals. Tell 
them to use this information to choose appropriate jobs.

Have students write their job titles and submit photocopies to you for record-
keeping purposes.
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Service Learning High School

I, (student’s name), as a member of (educator’s name and subject) class, hereby state my 
commitment to the service learning project that our class is going to execute. As part of 
the project team, I agree to the following:

p Come to class on time in order to maximize our work time on the project.

p Treat the project and all work involved seriously.

p Complete tasks on time and to the best of my ability.

p Keep all project commitments.

p Continue working on the project until it is completed, or until the team agrees that 
the work is done.

Signed on ___________________
 (date)

______________________________________
(Student’s Signature)

______________________________________
(Educator’s Signature)

______________________________________
(Witness’ Signature) 

Sample Contract



 Lesson

 Formalizing and Finalizing  
 the Action Plan

A G E N D A
n   Parts of the Plan
n   Getting Approval

n   Creating a Time Line

Students will identify the information that should be included in a formal 
action plan.

Students will determine whose approval is needed in order for them to com-
plete their project.

Students will create a time line for the completion of their service learning 
project.

Materials Needed

• Magazine pictures that you have cut into puzzle pieces, enough for each group 
of four to five students to have a puzzle (Part I)

• Calendar pages for each month of your project (Part I)

4
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Part I   Parts of the Plan

Purpose: Students explore the information that should be included in an action plan.

 1. StudentS review the uSefulneSS of an action plan.

Review with students why an action plan is useful:

• It outlines what resources are available and what needs to be acquired.

• It outlines a schedule and a time line for completing the project.

 2. StudentS complete a puzzle.

Have students form small groups of four or five. Distribute a puzzle piece to 
each group member, without explaining what the pieces are. Then, ask stu-
dents to tell you what is depicted in the pictures you’ve given them. If the 
groups do not begin to put the puzzles together, explain that they each have 
five minutes to assemble the pieces they’ve been given into a complete picture.

After students have assembled their puzzles, ask questions such as the following:

• What did you start with in this activity?

• What did you finish the activity with?

Elicit from students that when they correctly assembled the puzzle pieces 
they started with, they were able to finish the activity with a clear picture. Ask 
students to take out the information they collected while presenting their col-
lages during lesson 2. Also, ensure that they have the information they col-
lected from their research. Explain to students that they will be using all of 
this information to create a formal action plan—a clear picture of what their 
project will involve.

 3. StudentS explore the SectionS that will be included in their 
action plan.

Write the following sections of an action plan on the board in a single column:

• Introduction

• Materials

• Human Resources

• Jobs and Responsibilities

• Schedules and Contacts

• Time Line

• Appendix

Explain each section. As you speak, write notes next to each heading indicat-
ing what should be covered in that section of the plan. When each section has 
been described, suggest to students that, just as they have divided their work 
on the project, they might consider dividing the writing according to their 
work group’s tasks.

x604 Service Learning LeSSonS
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 4. StudentS review the writing proceSS.

Explain to students that there is an established process for writing that helps 
to ensure that the work will be complete, clear, and free of mistakes. Explain 
the five steps of the writing process:

• Prewriting: Use techniques such as word association, brainstorming, and 
outlines to generate ideas for your work.

• Writing: Use the prewriting information to write a first draft of the work.

• Revising: Read and reread your own work, and have peers review your 
work to make sure it is clear.

• Proofreading: Read your work again to find grammatical and spelling 
errors. Correct any problems.

• Publishing: After a final proofread, format the work in a way that makes it 
easy to read. Put it in a folder or notebook.

 5. StudentS determine a Schedule for creating their action plan.

Work with students to determine deadlines for each stage of the writing process 
and for each section of the action plan. Also, identify a final deadline by which 
the action plan will be published. Give each group a set of calendar pages. 
Encourage students to complete their calendars by detailing each deadline and 
the work expected on each date.

Part II   Getting Approval

Purpose: Students determine what approvals they will need in order to complete 
their project.

 1. StudentS conSider SituationS in which they need to get approval.

Ask students to name activities for which they need their parents’ permission. 
(Students might respond: going out with friends, staying out late, etc.) Ask them 
to name activities for which they need their teachers’ permission. (Students 
might respond: leaving the classroom to go to the restroom.)

Elicit from students that approval is usually needed when someone wants to 
do something atypical or out of the ordinary. Since the service learning project 
is not something that happens every day, it will require the approval of certain 
people.

 2. StudentS determine whoSe approval will be needed.

Have students brainstorm whose approval might be needed for their project. 
Ask questions such as the following:

• Who at school might need to approve the project?
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• Will your project take place somewhere else? Who might need to approve 
use of that space?

• Will your project take place in a public facility? Who needs to give approval 
for you to use that facility?

• Will the project take place during school hours? Who might need to give 
approval for you to be somewhere else during the school day?

Have students write their answers. Explain that this information will also be 
included in their action plan.

Part III   Creating a Time Line

Purpose: Students create a time line and a schedule for completing their project.

 1. StudentS evaluate the uSefulneSS of creating a Step-by-Step 
outline.

Write the following on the board:

• Melt one cup of butter.

• Form into small balls on a cookie sheet.

• Add eggs and flour.

• Bake at 350 degrees for 10 minutes.

• Add one cup of sugar.

• Gather ingredients.

• Mix.

Ask students what would happen if they completed these steps as they are 
written. (Students should mention that they’d make a big mess.) Now, ask stu-
dents if there is a different way that they could arrange these steps in order to 
achieve the desired result. Students should arrange the steps as follows:

• Gather ingredients.

• Melt one cup of butter.

• Add one cup of sugar.

• Add eggs and flour.

• Mix.

• Form into small balls on a cookie sheet.

• Bake at 350 degrees for 10 minutes.

Ask students what would happen if they did step five before step two, or step 
four before step one. Elicit that without following the right order, the latter 
steps cannot be completed properly. Explain to students that this same idea 

x606 Service Learning LeSSonS



 Section 4  FinaLizing the action PLan and getting aPProvaL 607x

applies to a service learning project. To get the results they want, students will 
need to create and follow a step-by-step plan outlining what needs to be done 
and when.

 2. StudentS identify and order the StepS of a project time line.

Encourage students to work in their teams to brainstorm the steps that need 
to be taken for the different parts of the project. Suggest that groups focus on 
topics such as getting materials, contacting people, getting approvals, etc.

When the groups have completed their brainstorming, have each group pre-
sent its ideas about the steps that need to be followed in order to complete the 
project. Help students to place the steps in order, just as they ordered the steps 
to make cookies. Ensure that the final step of their time lines is completing the 
project.

 3. StudentS attach dateS to their project time lineS.

When students have ordered the steps, write the date on which the project is 
scheduled to be completed next to the final step. Discuss with students how 
much time there is between now and that date. Then, facilitate students’ work 
to attach a date to each step they have written. Encourage them to consider 
both the date on which a step must be completed and how long it will take to 
complete that step.

Conclude the activity by explaining to students that they have created a sched-
ule, or time line, to follow as they complete their project, with time frames 
and deadlines that detail when each step should be accomplished. Explain that 
this information should be included in their action plan, and should therefore 
be written neatly and clearly.
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 Lesson

 
 giving Presentations

A G E N D A
n   Presentation Preparation
n   Practicing the Presentation

n   Refining and Revising

Students will prepare an oral presentation.

Students will practice giving an oral presentation.

Students will discover the steps to refining their action plan.

Materials Needed

• Index cards for each group (Part I)

• Art materials (e.g., poster board, markers) (Part I)

• Presentation software (e.g., PowerPoint, OpenOffice Impress) (Part I)
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Part I   Presentation Preparation

Purpose: Students identify the characteristics of effective presentations.

 1. StudentS identify the characteriSticS of a good preSentation.

Introduce the exercise by poorly giving a brief presentation (e.g., slouch, 
mumble, speak very informally).

Ask students what they thought of your presentation. Elicit their criticisms of 
your presentation. Then, ask how the presentation could be improved. List 
answers on the board. (Students should respond: speak clearly and loudly enough 
to be heard, use good posture, organize your thoughts so listeners can easily follow 
your presentation.)

Explain to students that all good presentations display these characteristics.

 2. StudentS plan the organization of their preSentation and make 
preSentation noteS.

Explain to students that if they have created a written action plan, they have 
already completed most of the preparation necessary to give a presentation, 
since both the written plan and the presentation include the same informa-
tion: an introduction, information on each activity to be undertaken, and a 
conclusion. 

Ask students if it would make sense to just read aloud from their action plan if 
they are presenting it to someone who has already received it. Elicit that this 
would not make sense, since the listener has probably read the action plan and 
wants more information. Instead, the presentation should elaborate on the 
action plan’s key points.

Have students work in their groups to identify the key points of the action 
plan (e.g., who, what, when, where, why, and how) and to write them on 
index cards. Work with each group to ensure that the key points are organized 
in an order that makes sense, just as they are organized in the action plan. 
Then, encourage each group to present the section of the plan on which they 
have worked. Engage students in a discussion about the organization of the 
entire presentation, including who will present which information.

 3. StudentS create viSualS for their preSentationS.

Ask students whether they think the presentation will be interesting if it’s just 
a series of people standing up, reading, and then sitting down. Ask students to 
suggest ways to enliven the presentation so that listeners will be interested in 
and excited about it. Elicit that visuals would help with capturing interest.

Have small groups brainstorm visuals that might enhance each section of the 
presentation. Remind students that visuals are meant to enhance the presenta-
tion, not draw attention away from it; therefore, they should be colorful (but 
not distracting), simple, and easy to read. Encourage students to use photo-
graphs, charts, and graphs.
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Have students choose and create at least one visual for each section of their 
presentation using the art materials and presentation software you have provid-
ed. When they have finished working, have students practice their presentation 
using their visuals. If necessary, discuss again with students the organization of 
their presentation, including who will be in charge of presenting visuals while 
others are speaking.

Part II   Practicing the Presentation

Purpose: Students complete final preparations and practice their presentation.

 1. StudentS practice their preSentation.

Ask students why professional dancers or actors practice instead of just showing 
up to perform. (Students should respond: in order to improve their performances, to 
sharpen their skills, to practice working well together.) Explain that practice does the 
same thing for everyone. The best way for students to ensure that a presentation 
goes smoothly is to practice it until they are completely comfortable with it.

First, encourage students to practice each section of the presentation for their 
peers. Listeners should take notes on whether the information is organized 
clearly and whether the speaker can be heard. Next, have students practice their 
entire presentation, while you take notes on the organization and flow of infor-
mation, whether speakers can be heard clearly, whether the visuals are being 
used well, and whether students are taking an appropriate amount of time to 
complete their presentation. If possible, have students invite others, such as 
another class or teacher, to watch their presentation and to make suggestions.

 2. StudentS practice anSwering queStionS during their preSentation.

Ask students to talk about an experience in which they were listeners at a pres-
entation. Prompt student participation by posing questions such as the follow-
ing: 

• What kept you interested—or disinterested—in the presentation?

• What did the speaker do well? 

• As listeners, did you have questions? How and when did you ask those 
questions?

Tell students that it is very likely that their listeners will have questions, and 
that it is up to them as presenters to tell their listeners whether they would 
like to take questions during or after the presentation.

Explain to students that preparing for questions during a presentation is 
much like preparing for questions during a job interview—they should think 
about what they would want to know if they were hearing about the project. 
Encourage students to brainstorm possible questions that a person outside the 
classroom might have about the project.

Prepare students to field questions by acting as an attendee at the presentation 

 LeSSon 5  giving PreSentationS 610x



x611 Service Learning

and asking questions. Invite other teachers or students to do the same. Remind 
students that if they do not know the answer to a question, it is appropriate to 
respond by saying, “I don’t know, but I’ll find out and get back to you.” 

 3. StudentS make final preparationS for their preSentation.

Discuss the following with students:

• Attire—As in a job interview, the way that you present yourself reflects how 
you feel about what you’re presenting. The way you dress can prove that 
you are taking your project seriously. There’s no need to be formal, but 
you should dress neatly and professionally.

• Behavior—It won’t matter what you’re wearing if your behavior doesn’t 
also show that you are taking the project seriously. You should consider the 
presentation to be like an interview, and behave appropriately. Holding side 
conversations or fighting with one another is not appropriate. If you behave 
professionally, your listeners will take you seriously.

• Conclusion and Thank-You—Because you’ll be presenting a lot of infor-
mation, it’s important to include a conclusion that briefly summarizes your 
presentation’s key points. A conclusion also lets your audience know when 
it’s time to ask questions or to leave. Remember that your listeners have 
other commitments as well, so you should be sure to thank them for their 
time.

• Notes—You’re going to be concentrating hard during your presentation, 
and you’ll probably be excited; it can be easy to forget some of the things 
that happen during the presentation. It’s a good idea to appoint a few 
people to take notes on what happens, what questions are asked, and what 
requests are made, so that you will remember what needs to be done after 
the presentation.

• Requests—Remember that if you are asking your listeners for approval or for 
feedback, you must clearly describe what you want and suggest a deadline.

Part III   Refining and Revising

Purpose: Students explore the steps to revising their action plan.

 1. StudentS Share their feelingS about reviSing their project.

Ask students to discuss or write about their project experience up to now. 
Encourage them to discuss their feelings about having to revisit or revise their 
original plan.

Help students to understand that revising a project is like revising a piece of 
writing—the goal is to improve the outcome. While it may seem difficult to 
revise a plan that was exciting and seemed perfect, there’s no reason to be dis-
couraged. Help students to reexamine what inspired them to do a project in 
the first place. Remind them that their service learning project will allow them 
to practice skills they’ve learned and provide a service to their communities.
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 2. StudentS identify what needS to be changed.

If students are revising the project based on a request from someone whose 
approval is required, facilitate a class discussion about the requested changes. 
Encourage students to seek clarification about anything that is unclear.

If students are revising the project because their planning made it clear that 
the project could not be completed as they had hoped (perhaps because of 
time or resource restrictions), encourage them to pinpoint the problem areas 
of their plan and create a list of issues that must be addressed.

 3. StudentS reviSe their action plan.

Ask students to review the definition and uses of an action plan: 

• Action plans outline what resources are available and what needs to be 
acquired.

• Action plans also outline a schedule and a time line for completing the  
project.

Help students to revisit the activities and questions they encountered in the 
first four lessons and revise their action plan.



 Lesson

 
 Taking Action

A G E N D A
n   Tracking Your Progress
n   Work Ethic

n   Special Considerations

Students will evaluate means of tracking their progress as they work to com-
plete their project.

Students will explore the importance of and the qualities that comprise a 
strong work ethic.

Students will evaluate specific project issues that may require special attention.

Materials Needed

• A popular song, a well-known poem or speech, or a clip of a popular television 
show or movie (Part I)

• One copy of the “Tracking Sheet” activity sheet (#3) for each student (Part I)

• One copy of the “Sample Memo” activity sheet (#4) for each student (Part I)

• Six to 10 index cards or playing cards for each student (Part II)
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Part I   Tracking Your Progress

Purpose: Students evaluate the use of tracking sheets and status memos.

 1. StudentS diScover the uSefulneSS of keeping recordS.

Before playing a popular song, reciting a well-known poem or speech, or playing 
a clip of a popular television show or movie for students, count the number of 
times a particular letter, word, or phrase (of your choosing) appears in the piece. 
Choose one that will appear many times. Then, tell students to pay close atten-
tion to the piece, as you’ll be asking them questions about it afterward.

Play or recite the piece. Then, ask students how many times the particular let-
ter, word, or phrase appeared in the piece. Students should be unable to accu-
rately recall the correct number.

Tell students that you will give them another chance to find the correct 
answer. Encourage them to keep a record this time of what they’re looking 
for on a piece of paper. 

Ask students again how many times the particular letter, word, or phrase 
appeared in the piece. Then, ask questions such as the following:

• Why are you able to answer this question?

• If you hadn’t kept records, would you be able to answer the question con-
fidently?

Explain to students that in the workplace, record keeping is crucial. It’s 
impossible to remember the details of everything that happens, so careful 
record keeping ensures that they can make good comparisons and learn from 
work that’s already been done. This is similar to their looking for information 
about others’ service learning projects in order to learn from what others have 
done. Record keeping also helps to keep track of which tasks have been com-
pleted and which still need to be done.

 2. StudentS become familiar with tracking SheetS.

Distribute the “Tracking Sheet” activity sheet (#3) to each student, and place 
a copy of the tracking sheet where everyone can see. Walk students through 
each section of the sheet, first soliciting their opinions on the purpose of each 
section, and then providing a straightforward explanation for each. As a class, 
decide on an example that you can use to fill out the tracking sheet.

Discuss with students a schedule for submitting tracking sheets to you, and 
establish dates on which you expect to receive tracking sheets from each 
group. Also, discuss with students what sort of filing system they will adopt in 
order to keep their records safe and organized.

 3. StudentS become familiar with StatuS memoS.

Distribute copies of the “Sample Memo” activity sheet (#4), and place a copy of 
the sample memo where everyone can see. Explain to students that memos are 
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a crucial form of communication used in the workplace. Explain that learning to 
write a memo is not difficult because the structure of a memo is always the same. 
Once students know the structure, they will always be able to write memos.

Walk students through each part of a memo, beginning with the headings 
(“To,” “From,” “Re,” “Date”). Explain that the body of a memo can be 
divided into three parts: 

• Explanation of why the memo is being written

• Important information

• How to contact the writer

A memo should always be written as simply as possible, and it should not 
exceed one page.

 4. StudentS practice writing a StatuS memo.

Have students work in small groups. Assign each team to compose two status 
memos: one that will be sent to you, and one that will be sent to the other 
teams working on the project. The memo should explain the current status of 
the project.

Ask students if they had difficulty writing their status memos. As a class, dis-
cuss ways to determine which information should be included in their memos. 

Afterward, have students identify which people involved in their project should 
receive memos (e.g., principal, community leader). Discuss how often memos 
should be sent, and create a schedule for sending memos (if appropriate).

Part II   Work Ethic

Purpose: Students explore the importance of a strong work ethic.

 1. StudentS build a houSe of cardS.

Distribute index cards or playing cards to students; then, have them form small 
groups. Instruct each group to build a house of cards. The team that builds the 
tallest house wins. Give students three minutes to complete the activity. While 
students are working, move around the room and watch them work.

When the activity is over, ask students the following questions:

• Was it easy to build a house that didn’t fall down? What method did you 
use to keep the cards up?

• What caused the house to fall down?

• If your house were standing and you took out one card, would the house 
have remained standing?

Help students to understand that in a house of cards, all the cards are depend-
ent on one another—if one card drops, the whole house comes down. Explain 
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that when working with a team on a project, the same principle applies—if 
one person loses momentum, or doesn’t meet his or her responsibilities, the 
whole project can fall apart.

 2. StudentS diScuSS the importance of commitment.

Ask students to pretend that they are business owners who have put all of their 
personal resources into the business of their dreams. The business grows, and 
they decide to hire employees. Ask students, “What qualities do you want to see 
in your employees?”

Remind students that they have put all of their personal resources into the 
business, so they are dependent on its success. Write their answers to the 
question on the board. (Students should respond: people who are committed to 
their work, complete tasks on time, keep others informed, stay enthusiastic even 
in the face of obstacles, communicate well with their co-workers, and are more 
concerned about the success of the project than about “getting their way.”)

Have students identify what would happen if they hired employees who 
weren’t committed to their business. Explain that just as commitment is 
important to a business, students must be committed to their service learning 
project in order for it to be a success.

 3. StudentS learn about the power of attitudeS and expreSSionS.

Have students work in pairs. Explain to students that their assignment is to 
mirror one another’s emotional expressions, but to do so without speaking. 
Say, “For example, if your ‘mirror image’ appears sad, you should mirror his 
or her sad expression. If your mirror image’s emotional expression changes to 
enthusiastic, your expression should mirror that change.” 

Explain that students must concentrate intensely in order to seamlessly mirror 
one another. Give the class five minutes to complete the activity.

When students have finished the exercise, encourage them to share their 
responses. Ask:

• Was it easy to mirror your partner’s image?

• Did one person model most of the expressions while the other person mir-
rored him or her, or did you take turns modeling and mirroring?

• What thoughts were running through your mind as you mirrored one 
another’s expressions?

• Do you think this exercise was anything like real life? What happens when 
the people around you are expressing a particular emotion?

Elicit from students that people’s emotions and expressions tend to influence 
the emotions and expressions of those around them. Ask students what effect 
this might have if people’s emotional expressions are primarily negative. Elicit 
from students that their attitude and expressions will affect their service learning 
project; therefore, it’s important for everyone to stay positive and motivated.
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 4. StudentS diScuSS the importance of dependability.

Read the following scenario to students:

You call a friend, and the two of you decide to go to the movies. The 
movie you’re going to see is brand new and popular, so you decide that 
he’ll meet you at the theater by 6:30 in order to get tickets. As soon 
as you hang up the phone, it rings—it’s another friend, someone you 
haven’t seen in a while. She’s leaving at 6:15 to go to a party and wants 
you to come. You say thanks, but tell her that you already have plans. 
You hang up and head for the theater. Six-thirty comes and goes, and 
your friend is nowhere to be found. At 6:45, the tickets sell out. At 
7:00 he walks up casually and asks if you’re ready to see the movie. 

Ask students:

• How would you feel?

• What would you do?

• How will you feel the next time your friend asks you to go to the movies 
with him?

As a class, discuss the importance of dependability and keeping commitments 
to the service learning project. Tell students that if they fail to keep a commit-
ment, they must be sure to apologize and work to correct their behavior.

Part III   Special Considerations

Purpose: Students evaluate project issues that may require special attention.

 1. StudentS diScuSS Special conSiderationS for project materialS.

Explain to students that managing project materials means more than simply 
collecting them. Encourage students to brainstorm what other issues, with 
regard to materials, might need to be considered. (Students should respond: 
record keeping, storage, cleanup, special agreements for donated or borrowed 
items.)

Help students to create a checklist that will help them keep track of what 
materials they need, how and when they’ll get these materials, and where the 
materials can be found.

Ask students to consider the following questions regarding how to store their 
materials:

• Do you have permission to store things where you’d like to keep them?

• Is your storage area in a secure place, where you know the materials won’t 
be disturbed?

• Are there any materials that must be specially stored (e.g., paint or cleaning 
solvents, breakable items, perishable items)?
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• How long can you use the space to store things?

• Do the appropriate people know where materials are stored?

Have students consider the following additional questions:

• Will there be any trash left over from the materials used? How will the 
trash be disposed of? Are there any special procedures to be followed (e.g., 
separating recyclables, using special trash bags or bins)?

• What will be done with leftover materials?

• Are there any borrowed materials that must be returned immediately after the 
project is completed? How will you get them where they need to go on time?

• What kind of cleanup will be required? Are there any potential messes or 
spills that must be prepared for? Would any particular cleaning supplies be 
needed in order to adequately clean up these spills or messes?

Students should create an established plan for managing, cleaning up, and 
returning materials on time.

 2. StudentS diScuSS Special conSiderationS for tranSportation.

Ask students the following questions:

• Will your project take place off school grounds? How do you plan on get-
ting there on the day of the project?

• Will you need to visit the site before the actual day of the project? How 
many times will you need to visit the site beforehand? How do you plan on 
getting there?

• Do you need to go anywhere else in order to meet with people or pick up 
materials? How do you plan on getting there?

• Will you need to transport materials anywhere? How will you do that?

As a class, discuss these transportation issues and how they might be 
addressed. Explain that if students need to, they may request your help with 
arranging transportation, completing the appropriate paperwork, and so on.
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Project Topic:

Tracking Sheet

Name Task Comments
Target 
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Date
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TO: Ms. Grimes
FROM: Playwriting Team
RE: Weekly Progress Report
DATE: March 22

This week, our team accomplished the following tasks:

 • Wrote a second draft of the play’s second act.

 • Proofread the first act, which is now complete.

 • Met with the research team to discuss the following questions that we still need 
answered for the final act of the play: 

       – What species of fish are part of the park’s ecosystem?
       – How does the change of seasons affect the ecosystem?

We have the following challenges to overcome:

 • The elementary school auditorium is booked on the day we had planned for our per-
formance. 

 • We still cannot find cardboard boxes for scenery.

Next week, we plan to complete the following tasks:

 • Write the first draft of the play’s third and final act.

 • Get the second draft of the second act proofread.

 • Reschedule date for auditorium at the elementary school; review time lines.

 • Contact more local stores and recycling plants to request cardboard boxes.

Sample Memo



 Lesson

 

 The Big Day

A G E N D A
n   Checking and Double-Checking
n   Last-Minute Issues

n   Walk-Through

Students will look over and ensure that they have completed each step of 
their project planning.

Students will brainstorm and create action plans to address last-minute project 
issues.

Students will create a project agenda.

Materials Needed

• One large sheet of paper and one marker for each group of two to three students 
(Part II)
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Part I   Checking and Double-Checking

Purpose: Students ensure they have completed each project-planning step.

 1. StudentS diScuSS the importance of checking and double-checking.

Ask students to raise their hands if they have ever packed a bag to take with 
them on an overnight trip or sleepover. Ask students if they have ever forgot-
ten to pack an item that they needed, such as toothpaste or a toothbrush. Ask 
those students if they knew when they left home that they had not packed 
every item that they would need. 

Remind students that they have created materials lists, time lines, and plans 
for their service learning project. Tell them that after all of that work, it would 
be a shame not to have everything go as planned simply because they forgot 
something. Explain to students that it is important to double-check every-
thing about their project, even if it seems obvious.

 2. StudentS double-check each Step of their project.

Have students work in small groups of two or three to look over their action 
plan, checklists, schedules, and status memos. Have each group report on 
whether each of their planning steps has been completed or whether they are 
still working to complete parts of the action plan.

Part II   Last-Minute Issues

Purpose: Students brainstorm last-minute project issues and needs.

 1. StudentS brainStorm laSt-minute project needS.

Have the entire class brainstorm last-minute project needs, issues, or potential 
problems. Have a volunteer write results on the board. Encourage students 
to concentrate on identifying all issues of concern before discussing or 
addressing any of them.

 2. StudentS create action planS for addreSSing laSt-minute iSSueS.

Explain to students that the best way to ensure that each issue they’ve 
identified is addressed is to create mini–action plans. Have students work in 
small groups of two to three, with each group considering one or two issues, 
identifying that issue’s details, and creating a plan for dealing with the issue. 
Give each group a large sheet of paper and a marker. Students should write 
their plans on the large sheet of paper. Have groups report back to the class 
on their plans.
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Part III   Walk-Through

Purpose: Students walk through each step of their service learning project.

 1. StudentS do a project walk-through.

As a class, have students verbally walk through each step of their service learn-
ing project, beginning with their arrival at school that morning and ending with 
their departure from school at the end of the day. Students should describe 
what will happen during each part of the day and how long each step will take.

 2. StudentS create an agenda.

As students describe the day of their project, write their descriptions and 
time estimates on the board. Help students use this information to create an 
agenda for the day of the project. Encourage students to write or type their 
agenda and to distribute copies to all participants.



 Lesson

 
 Self-Assessment

A G E N D A
n   Self-Assessment: What and Why
n   What to Consider

n   Methods of Self-Assessing

Students will explore the usefulness of their self-assessment.

Students will discover questions to consider when self-assessing.

Students will choose a method of self-assessing their service learning experiences.
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Part I   Self-Assessment: What and Why

Purpose: Students discuss what self-assessment is and why it can be useful.

 1. StudentS write about a perSonal experience.

Ask students to write about a personal experience that was either very positive 
or very negative. Tell students to be as descriptive as they can. They should 
include what happened, how they felt, what they would change about the 
experience, and what actions they would repeat. 

 2. StudentS Self-aSSeSS the experience.

Encourage students to discuss what they wrote, and ask them if they learned 
anything from their experiences. Explain that they have just completed the 
process of self-assessment: taking stock of a situation and deciding what 
lessons were learned, what actions to repeat, and what not to repeat. Self-
assessment is how people learn in the workplace and in life.

Part II   What to Consider

Purpose: Students explore questions to consider when self-assessing.

 1. StudentS brainStorm Self-aSSeSSment queStionS.

Have students brainstorm questions they think should be considered when 
self-assessing their service learning project. Write responses on the board. If 
appropriate, include some or all of the following:

• What was the goal of the project? Do you think the goal was achieved? 
Why or why not?

• Was the work you did personally meaningful to you? Why?

• Who do you think benefited from your work? How did they benefit?

• What made you happy about your experience? What made you unhappy? 
Was there anything about the project that bothered you? What? Why?

• Did you have a chance to interact with people whom the project was serv-
ing? How? What was that like?

• If you could have done one thing about the project differently, what would 
it have been? Why?

• What was the best part of your service learning experience? The worst? 
Why?

• Did you learn anything new during the process? What?

• What is happening in your community/society that makes your project 
necessary?
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• Are there any assumptions or stereotypes that you held when you started 
this project that you now know to be false?

• How are you different after participating in the service learning project?

Part III   Methods of Self-Assessing

Purpose: Students choose a means of self-assessing their service learning experience.

 1. StudentS identify modeS of expreSSion. 

Have students work in small groups of three or four to brainstorm different 
ways in which people express themselves. To help students begin their work, 
you may need to provide some examples (e.g., writing, music, painting). Have 
each group report back to the class on the results of its brainstorming while a 
volunteer writes responses on the board.

After all responses are recorded, engage the class in a discussion about the 
modes of expression that are listed. Ask students to explain which mode they 
feel most comfortable using to express their own thoughts and feelings, and 
which they are most able to understand or learn from.

Explain to students that people learn and express what they know or think in 
many different ways. Ensure that students understand that no one mode of 
expression or learning is better than the others—whichever mode allows them 
to learn or express themselves best is the mode that they should use.

 2. StudentS complete a Self-aSSeSSment of their project.

Have students complete a self-assessment of their participation in the service 
learning project in a way that takes advantage of their preferred learning and/
or expression styles. Students may wish to express their thoughts in writing, 
music, art, or dance. If students wish, invite them to share their self-assess-
ment projects with their classmates. If students feel that their self-assessment 
works are personal, assure them that they will be kept private.
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 Lesson

 
 Public Assessment

A G E N D A
n   Public Assessment: What and Why
n   What to Consider

n   Methods of Public Assessment

Students will explore the usefulness and methods of public assessment.

Students will discover questions to consider when creating a public assessment.

Students will choose a means of publicly assessing their service learning  
experience.

Students will prepare a public assessment.

9
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Part I   Public Assessment: What and Why

Purpose: Students discuss what public assessment is and why it can be useful.

 1. StudentS recall how they began work on their Service learning 
project.

Ask students to recall the process they went through when starting their ser-
vice learning project. Elicit from students that they started with an idea and 
then researched information on the project topic and on service learning in 
general. Ask students what kinds of sources they searched for and consulted 
in order to find this information. Elicit from students that one of the sources 
they looked for was information on other service learning projects.

Explain to students that in the workplace, a public assessment of a project 
is almost always expected. Public assessments report to others what kinds of 
projects took place and whether they were successful. The assessments also 
provide important information to others who may want to initiate similar 
projects. Explain to students that a public assessment of their service learning 
project will provide a source of information for others who are interested in 
service learning or in their project topic.

Part II   What to Consider

Purpose: Students explore questions to consider when creating a public assessment.

 1. StudentS diScuSS information to conSider in a public aSSeSSment.

Have students list the specific information they looked for when they did 
research for their project. (Students should respond: what happened during previ-
ous projects and planning processes, what steps were taken to plan and complete the 
projects, what were the projects’ outcomes, what were some suggestions concerning 
steps or actions taken that others should repeat or avoid.)

Have a volunteer list students’ responses on the board. Explain to students 
that the information they have listed should be addressed in their assessment 
of the project.

Part III   Methods of Public Assessment

Purpose: Students choose a means of publicly assessing their service learning project.

 1. StudentS diScuSS meanS of aSSeSSing their project.

Have students work in small groups of four or five to brainstorm different 
ways they could present a public assessment of their project. Encourage stu-
dents to consider their suggestions about ways of self-assessing their projects. 
You may wish to provide students with the following examples of public 
assessments:
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• Written report

• Annotated photo album or collage

• Public presentation

• Public forum, question-and-answer session

• Play or video about their experiences

• Publishing excerpts from their journals

• Newspaper or newsletter articles

• Website

Have each group report the results of their brainstorming to the class while a 
volunteer writes responses on the board.

 2. StudentS complete a public aSSeSSment.

Have students work as a class to discuss and choose the method or methods 
they wish to use in order to create a public assessment of their project. Have 
them prepare the assessment and present it.




