SECTION 7

Personal
Development

Introduction
Community Development is always concerned with
the personal and social development of people.
Personal and social development is about the
individual gaining knowledge, understanding, and
awareness of him/herself as an individual and as
an active participant in relationships with others.
The relationship between the community worker and the individual is a key
factor in this process. Individuals respond to people with skilled interventions
and carefully planned programmes to help them to:

• Experience enjoyment and achievement
• Sample activities and develop interests
• Build self–esteem and confidence
• Clarify personal attitudes, values and beliefs
• Develop identity and a sense of independence
• Recognise, understand and respect difference
• Manage conflict and feelings
• Develop meaningful relationships
• Develop communication and social skills
• Identify and address inequalities
• Be involved in the community
• Acquire life skills and perhaps enhance employment prospects
• Develop respect for others
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Development

Five Areas of Development
with Related Outcomes and Activities

1 WORKING
Intended Outcomes
• Meaningful engagement in employment
development process
• Demonstrated work development skills
• Awareness of options for future
employment, careers, and
professional development
• Completion of educational requirements
or involvement in training that culminates
in a specific vocation or opportunity for
career or personal advancement
• Established involvement in meaningful
work that offers advancement, satisfaction,
and self-sufficiency
• Positive attitude about one’s ability and
future in working in a particular industry or
the opportunities to grow into another

Suggested Activities
• Career exploration activities, including
career assessment, job shadowing, job
and career fairs, workplace visits and tours
• Internships, work experience, including
summer employment
• Information on entrepreneurship
• Networking activities
• Mock interviews
• Work readiness workshops
• Visits from representatives of specific
industries to speak to individual about the
employment opportunities and details of
working within their industry
• Mock job searches, including locating
positions online and in the newspaper,
‘cold-calling’, preparing resumes, and
writing cover letters and thank-you letters
• Visits to education or training programmes
• Career goal-setting and planning
• Job coaching or mentoring
• Learning activities using computers and
other current workplace technology
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2 LEARNING
Intended Outcomes

Suggested Activities

• Rational problem solving

• Initial and ongoing skills assessment

• Ability to think critically towards a
positive outcome

• Initial and ongoing career and
vocational assessment

• Logical reasoning based on
personal experience

• Identification of one’s learning styles,
strengths and challenges

• Ability to determine one’s own skills and
areas of academic weakness or need for
further education and training

• Creation of a personal development plan

• Sense of creativity
• Appreciation and the foundation for
lifelong learning, including a desire
for further training and education and
willingness for further planning

• Contextualised learning activities such
as service-learning projects in which
individuals can apply academic skills to
community needs
• Monitoring of, and accountability for own
grades, and creation of a continuous
improvement plan based on grades
and goals.
• Showcase of work that highlights an
individual learning experience
• Development of a formal learning plan
that includes long and short term goals
and action steps
• Group problem-solving activities
• Peer tutoring activities that enhance the
skills of the tutor and the student
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3 THRIVING
Intended Outcomes
• Understanding of growth and
development as both an objective and
a personal indicator of physical and
emotional maturation

• Workshops on benefits and consequences
of various health, hygiene, and human
development issues, including physical,
sexual, and emotional development

• Knowledge and practice of good nutrition
and hygiene

• Role playing adverse situations and how
to resolve them

• Developmentally appropriate exercise
(will vary depending on age, maturity, and
range of physical abilities)

• Personal and peer counselling

• Ability to identify situations of safety and
make safe choices on a daily basis
• Ability to assess situations and
environments independently
• Capacity to identify and avoid unduly risky
conditions and activities
• Ability to learn from adverse situations and
avoid them in the future
• Confidence and sense of self-worth
in relation to their own physical and
mental status
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Suggested Activities

• Training in conflict management and
resolution concerning family, peer, and
workplace relationships and life skills
• Community mapping to create a directory
of resources related to physical and
mental health
• Meal planning and preparation activities
• Social activities that offer opportunities
to practice skills in communication,
negotiation, and personal presentation
• Sports and recreational activities
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Five Areas of Development
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4 CONNECTING
Intended Outcomes

Suggested Activities

• Quality relationships with others,
especially peers

• Coaching activities that connect to skilful
and knowledgable people

• Interpersonal skills such as ability
to build trust, handle conflict, value
differences, listen actively, and
communicate effectively

• Tutoring activities that engage individual

• Sense of belonging and membership (e.g.
valuing and being valued by others, being
part of a group or greater whole)
• Ability to empathise with others

• Research activities identifying resources
in the community which allow
individual to practise conversation and
investigation skills.
• Letter writing to friends, family members,
and pen pals

• Sense of one’s own identity, apart from
and in relation, to others

• Job and trade fairs to begin building a
network of contacts in one’s career field
of interest

• Knowledge of and ability to seek out
resources in the community

• Role plays of interview and other
workplace scenarios

• Ability to network to develop personal and
professional relationships

• Positive peer and group activities
that build camaraderie, teamwork,
and belonging
• Cultural activities that promote
understanding and tolerance
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5 LEADING
Intended Outcomes

Suggested Activities

• Ability to articulate
personal values

• Personal plan development with goals, action steps
and deadlines

• Awareness of
how personal
actions impact the
larger communities

• Resource mapping activities in which individual takes
the lead in planning and carrying out a search of
community resources

• Ability to engage in
the community in a
positive manner
• Respect and caring for
oneself and others
• Sense of responsibility
to self and others
• Integrity
• Awareness of cultural
differences among
peers and the
larger community

• Voter registration and voting in local and general elections
• Participation in council meetings
• Community volunteering, such as organising a park clean-up
or building a playground
• Participation in a debate on a local social issue
• Training to be a peer mediator
• Participation in a letter-writing campaign
• Opportunities to meet with local and state officials
and legislators
• Participation in a committee, school board, training centre, or
other relevant organisation

• High expectations for
self and community

• Learning activities or courses about leadership principles
and styles

• Sense of purpose in
goals and activities

• Group activities that promote collaboration and team work

• Ability to follow
the lead of others
when appropriate
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Outcomes for the individual

• Coaching relationships with positive role models
• Opportunities to serve in leadership roles such as club officer,
board member, team captain, or coach
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Personal
Development
Planning
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Personal
Development Planning
Introduction

The Process

Completing Personal
Development Plans (PDPs) with
people as part of their group
activity is a great way to help
them reflect on their skills,
consider what they would like to
achieve and what benefits they
are gaining from the activity.

The value of PDPs should be explained to the
group so that everyone has a full understanding
of what they are doing and why. The case study
at the end of this guide could be used as an
example to show why PDPs are useful.
At least 10-15 minutes should be set aside to do
each PDP, ideally on a one-on-one basis with
each individual.

The skills required to lead the PDP process with
a group of peers, include time management,
responsibility and communication.
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Example Questionnaire

Personal Development Questionnaire
We would appreciate it if you could answer the following few questions to help us work together on
your personal development for the rest of the project.

Question 1
How useful are you finding the Personal Development Planning process so far (including using your
Skills Wheel and your one-on-one meetings)?
Very useful

Quite useful

Not useful

Question 2
How do you think the Personal Development Planning process could
be improved for the remaining months of the project?

Question 3
What have you done in the project so far that you feel has
most challenged you or helped you to develop your skills? Please give details.

Question 4
Are there any particular skills that you would like to get the chance
to use or try before the project finishes and if so, what are they?
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Developing Skills
Using a Skills Wheel is a good starting point to get the
individual thinking about what skills they have and what skills
they would like to improve upon.
The individual should shade in how confident
they feel about their personal ability on the
skill wheel on a scale of 1-10 (1= not confident
and 10 = extremely confident). It is important to
reassure the individual that it is not a test and
it doesn’t matter if they don’t feel confident
in something. They should try to answer as
truthfully as possible because the aim of
the exercise is to help them on the road to
improvement. Explain what the skills are,
and when they might have used them, if the
individual seems unsure.
It can be useful to have a general chat
about the individual’s past experiences and
activities, which may have already helped
them in the development of their skills.
For example, if their Skills Wheel shows
confidence in communication, you could ask
them how they think they developed those
communication skills.
Moving away from the specifics of the skills
wheel and asking questions about their
educational experiences, work history and
activities/hobbies/interests can help you
get a better sense of the individual’s skills
and personality, which is useful when helping
them to plan.

After considering what the individual has
already done to develop their skills, you can
then start to plan for the future. The skills
wheel can be useful at this point because it
notes where the individual is now, what they
have done in the past, what they would like to
do in the future.
When looking at the future, you could
consider how the activity you are participating
in can help develop particular skills.
The individual may have a clear plan for
their future, for example, if they want to
be a journalist, you could look at what
opportunities there may be within your activity
for them to develop their writing skills. If they
are unsure of future goals, encourage them
to think as widely as possible about what
they would like to get out of the experience
of participating in this activity and what they
hope to gain from it. Do not feel like your
activity has to be able to develop every skill
– if you are participating in something very
specific, it will be difficult to apply the learning
to everything that an individual might be
interested in learning about. If they cannot
develop a particular skill from your activity,
try to support them in finding other ways they
can develop that skill, such as through work
experience, volunteering, or training courses.
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Skills Wheel

Individual Skills Wheel

Individual’s name:

Solving problems

Communication
10
9

Make decisions

Deal with people
in power and authority

8
7
6

Assessing
strengths and
weaknesses

5
4

Coping with
stress and
tension

3
2
10 9

8

7

6

5

4

3

2

1

1

1

2

3

4

5

6

7

8

9 10

1
2
3
Negotiate

Plan time
and energy

4
5
6
7

Evaluate your
own performance

Carry through
agreed responsibilities

8
9
10
Understand and
deal with conﬂict
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Seek out information
and advice

0

I’ve never used that skill before

2

I’ve used that skill a little

5

I’m good at this

8

This is one of my strengths, but I can get better

10

No way I can improve
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Now you can make a plan of what you
and the individual can do to help their
development. It is important to note this
plan down, either on the summary form or
somewhere else in another format of your
choice, so that you can go back to it at review
stage, remind yourselves of what was agreed
and see what progress has been made.
During the course of your activity, try to
remember which skills which individual wants
to develop and actively encourage them as
best you can. People may say they need to
practice something that they lack confidence
in, for example, giving presentations. Their
instinct may be to shy away from them
when the time comes, but it is important to
offer reassurance and encouragement, so
that they can develop their skills. You can
help build their confidence gradually by
encouraging them to start slowly with one or
two lines of a presentation.

At the end of your project or activity, it is
useful to do a final evaluation to check on
progress and also fill out another Skills
Wheel for comparison purposes. Hopefully
at this point the individual will have marked
themselves as more confident in some of the
skills than they did at the beginning!
This is also a good chance to look to the
future again (even if your project or activity
is not continuing and you will no longer be
working with the individual). You could offer
support or suggestions to continue their
development via work experience, training,
education or volunteering.

It is important to review progress midway
through your project or activity, to check
that the individual is getting the chance to
participate fully in the way that they want.
This could be done at a one-on-one
meeting or by using a quick questionnaire.
This halfway review process will help you
evaluate how you are both doing and give
you the opportunity to re-focus for the rest of
the project.
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Session 1 – Participation – Introduction

AIM

To encourage people
to discuss and create a
common understanding of
participation

LEARNING
OUTCOMES

Individuals
understand
benefits of
participation

WHAT YOU
WILL NEED

• Flip chart,
paper and
markers

ACTIVITIES

01

Introduction

02

Development
Activity

• Establish ground rules.
• Tell the group that they are going to explore participation and its benefits.
• Divide the larger group into smaller groups of three or four people.
• Ask the smaller groups to discuss participation and their understanding of
it is – family, school etc., or more focused on your setting.

• Ask participants to draw their idea of participation.
• Stress that words are not to be included in the drawing.
• When the groups have finished the work should be shared with the other
groups for discussion.

03

Suggestions
for Debriefing

Common answers to the question,
‘what is participation about?’ often include:
Working together, a process, helping, ownership, non-hierarchical, about
people, enabling, facilitating change, being inclusive, creative, equality, respect
for people, sharing, listening and being involved.

Facilitator Guidance
If you wish to have more comprehensive
discussions relating to your setting, you may
wish to consider the following statements
or questions:
1

Name some of the ways in which individuals
can participate in decision-making

3 What are the barriers that prevent
people participating?
4 Think of solutions to the barriers that
prevent people becoming involved
in decision-making.

2 What are the benefits to people
participating in decision-making for:
- themselves?
- their setting?
- the community?
- wider society?
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Session 2 – Participation – Stepping Forward

AIM

To explore barriers that
prevent individuals
becoming involved and
having a voice

LEARNING
OUTCOMES

Positive
experience of
participation

WHAT YOU
WILL NEED

• Labels with
names, role cards
for each player,
stepping forward
statements.

ACTIVITIES

01

Introduction

02

Development
Activity

•
•

Establish ground rules.

1

Distribute copies of the role cards to each person and ask them to read only
their own card.
Ask them to make a label showing their name and where they live and to attach
it to themselves.
Depending on the size of the group, more than one person may have the
same role.
Ask them to think about who they are and where they live.
Now ask people to stand in character at one end of the room.
Ask the group to stand with their backs to the wall and use the full length of
the room.
Explain that you are going to call out statements.
After each statement is read they must take a big step, a small step, or stay
where they are depending on how easy it would be for them to participate
in the activity.
Take a big step if you can participate easily, a small step if you can do it with
difficulty, and don’t move at all if you cannot participate.
Emphasise that the aim of the exercise is to try and experience what life is like in
character – it is not about reaching the end first. Now call out the first statement.
Once everyone has responded, ask them to explain what they did and why.
Choose more statements from the list, read them out and allow participants to
make their move.
When all the statements have been read out, start the debriefing.

2
3
4
5
6
7
8

9
10
11
12
13

03

Suggestions
for Debriefing

Tell the group that they will be exploring why people form relationships.

Who got the furthest along? Why?
How did you feel when you could not move?
How did you feel when you were moving faster than other people?
Who moved the shortest distance? Why?
What can be done to make it easier for people who moved slowly?

Facilitator Guidance
Ensure that everyone has had the opportunity to contribute.
Resolve any tensions that are associated with the roles before the end of the session.
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Stepping Forward – Role Cards
Role Cards
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Claire: You do not like school and often
do not attend. You hang out with friends
instead. At night you go into town and
hang about and you are looking forward
to being eighteen as there is nothing for
young people to do.

Andy: You had polio as a baby and you now
need a wheelchair to get about. You like reading
but the local library has steps and you cannot
get in without help. You do not like going out
when it is dark because the street lighting is not
good in your area and it makes it difficult for you
to get about.

Cas: You have recently moved to
Northern Ireland as a refugee with
your parents and you can speak a little
English but you cannot read English
very well. You are shy and you do not
like going to large meetings.

Paul: You are living in a residential children’s
home at the moment. You are interested in
reading and playing football. You would like to
get a computer because you do not have one.
You attend school and your favourite subjects
are music and drama.

Martin: You live in Tempo and have a
slight visual impairment. Your computer
is adapted so that you can read text that
is sent to you via e-mail but you cannot
read standard text very well.

Janet: You have two young children and you
are a single parent. Your mother helps you out
a lot with the children but she does not like
babysitting at night because she does not feel
safe walking to your flat in the dark. You plan
to go to college when your youngest child
starts school.

Marie: You live with your mother and
sister in Bangor and you are fourteen.
You have dyslexia and find it difficult to
read and complete forms. You are very
creative and enjoy photography and artbased activities.

Patrick: You live with your family who are
Travellers in a caravan on the edge of Belfast.
You have been to four primary schools, each
in a different town. You like your current school
best and you have met new friends in the area.
You would like to get linked up to the internet at
home but you do not think it will be possible.

Nitra: You live with your parents, your
two brothers and sister in Ballycastle.
You are planning to go to university
next year and you would like to study
computer science. You speak English at
school but not at home.

Tom: You are fifteen and you live with your
mother and younger sister. Your mum is a single
parent and works during the evenings. When
you get home from school you look after your
sister until your mum gets home from work at
about 7pm. You have a Saturday job to earn
money for going out.

Peter: You live with your parents in Ballymena
and you go to the local youth club on a Thursday
evening. Your mother works as a community worker
and your father works within the planning section of
the Council. You enjoy surfing the net both at home
and at the youth club.

Helen: You live on a farm with your family in
Swatragh, a rural community. It is expensive
to travel to Belfast or Derry and you have only
visited these cities once in your lifetime. You do
have a computer and access to the Internet.
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Stepping Forward – Statements
A questionnaire is sent around primary and
secondary schools about health issues.

A drama company is touring schools in the area
and running workshops about ‘education is fun’.

Can you participate?

Can you participate?

There is a meeting at the local library on
Tuesday evening at 6pm about leisure facilities
for young people.

There is a meeting about a Northern Ireland
Youth Assembly.
Can you participate?

Can you participate?

A survey is sent through the post for young
people to express their views about drugs
and alcohol.

You are asked on the street about your views on
the health service.
Can you participate?

Can you participate?

There is a workshop at the local college
about transport in the area and it is based
on photography.

You are invited to a focus group between
7pm and 9pm next Thursday about services
available and needed for children in the area.
Can you participate?

Can you participate?
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Session 1 – Managing Stress

AIM

To encourage people
to discuss and create a
common understanding
of participation

LEARNING
OUTCOMES

Individuals
understand
benefits of
participation

WHAT YOU
WILL NEED

• Flip chart,
paper and
markers

ACTIVITIES

01

Introduction

Establish ground rules.

02

Opening
Activity

Have the participants make a fist really hard for 30 seconds and then say, “Let go”.
Ask them how it felt when they made their fist and when they relaxed it. Explain
that today’s activity will focus on how our body acts under stress.

03

Development
Activity

1

Encourage participants to think of a time when each of them felt stressed out in
the past two weeks. Tell them to think back to how the stress made them feel.

2 Continue the discussion by asking participants how they coped with the stress
and if they did anything to make the emotional and physical feelings go away.
3 If you have time, explain that relaxation breathing is a useful method to manage
stress (refer to handout notes).
4 Ask the participants to describe the difference between healthy and unhealthy
foods. How do they know what is healthy? Explain that the ways we cope with
stress in our lives can also be healthy or unhealthy. Ask for examples.
Explain that they will be participating in a skit activity to understand healthy and
unhealthy methods of coping with stress (See handout section for activities and
fact sheet).

04

Evaluating
& Monitoring

This activity can be done over a number of workshops and events. Evaluation may
also be delivered over a number of steps.
The first stage ask participants to lay down on the ground and close their eyes.
With soft music playing in the background and dimmed room lighting, take
participants on a journey through the activity/activities they did, the people they
met, the places they visited and the emotions they have been through.
The second stage can be a written evaluation.
The third stage is a general evaluation. Using the pie/pizza diagram, ask
participants to indicate their preferences on the flip chart and rate the training in
terms of, methods used, topics discussed, free time activities, accommodation,
team, etc.
For PDP, short interviews with each participant will allow the facilitator to assess
people’s awareness of stress in their lives and, subsequently formulate goals that
will help them manage their stress levels.
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Facilitator Guidance
Section of Unit >> Teaching Notes and Possible Answers
1.1 Identify two causes of stress.

Explain how

Encourage the participants to talk about
what causes them stress e.g. education, peer
pressure, suicide, self-harm, sexual health,
debt, paramilitaries, relationships, giving up
smoking, insomnia etc. Use active listening
skills and advise them to talk about the
problem with you or someone else they trust.

UNHEALTHY coping strategies may harm you
or others and in the long term they don’t reduce
the stress. Getting into a fight is an example of
an unhealthy coping strategy.

1.2 Outline why each cause
might result in stress for an individual.
Discuss how stress creates physical and
emotional problems. Work with the individual
to find out where the stress is coming from and
find ways to help them cope in the future.
2.1 List the main effects of stress.
See stress checklist (optional). Discuss causes
of stress on the body and what impact it might
have, e.g. mood swings, suicide. Helping an
individual to face these issues requires a longterm solution and may require a referral to
a counsellor or other licensed professional
for therapy.

HEALTHY coping strategies focus on the
positive and what you can change or control in
your life. Writing in a journal or playing a sport
are examples of healthy coping strategies.
Active Listening Steps:
Encourage. Be open and positive.
Fact Find. Gather information (Who, What, Why,
When, Where and How).
Restate. Repeat what the individual is saying in
another way so you can be clear about what he
or she means.
Reflect. Identify his or her feelings based on
what you have heard.
Summarise. Clearly state any conclusions or
decisions made by both of you.

3.1 Describe two
stress management techniques.
Examine different ways of combating stress,
such as taking a walk, breathing exercises,
exercise itself and most importantly talking to
someone about it. See breathing activity.
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Managing Stress Resources
Relaxation Breathing
• Teach participants relaxation breathing with
this three minute exercise

• Encourage them to sit comfortably in their
own space

• SAY: ‘Close your eyes and begin to breathe
easily and evenly, in and out. It may help to
think silently to yourself to get in tune with
your breathing. One example is, breathing
in, I am calming...breathing out, I am coping.
Continue to breathe in and out in silence.
If you are getting distracted, that’s okay.
Return to your breath.’
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• AFTER 2 MINUTES, SAY: ‘Take time just to
notice and enjoy that you feel more calm
and relaxed.’

• AFTER ANOTHER MINUTE, SAY: ‘Now, to
finish your relaxation breathing, take a final
deep breath, open your eyes, stand up
and stretch.’

• Closure: Remind the participants to pay
attention to how their bodies feel when they
experience stress and suggest that they can
use relaxation breathing for self-calming.
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Stress Causes - Fact Sheet
Stress is caused by various factors. Causes of stress – known
as stressors – fall into two categories: external stressors and
internal stressors.
External stressors – physical conditions
such as heat or cold, stressful psychological
environments such as working conditions and
abusive relationships, for example bullying.
Internal stressors – physical ailments such
as infection or inflammation, or psychological
problems such as worrying about something.
Stressors are also described as either shortterm (acute) or long-term (chronic):

• Short-term, ‘acute’ stress is the reaction to
immediate threat. This is when the brain has
a reaction to potentially harmful stressors or
warnings (just as if preparing the body to run
away or defend itself), such as noise, overcrowding, danger, bullying, harassment, or
even an imagined or recalled threatening
experience. When the threat subsides the
body returns to normal, which is called the,
‘relaxation response’

• Long-term, ‘chronic’ stressors are
those pressures which are ongoing and
continuous, when the urge to fight or flight
has been suppressed. Examples of chronic
stressors include: ongoing pressurised work,
ongoing relationship problems, isolation,
and persistent financial worries

Stress effects on health
and performance
Stress is proven beyond doubt to make people
ill, and evidence is increasing as to the number
of ailments and diseases caused by stress.
Stress is now known to contribute to heart
disease; it causes hypertension and high blood
pressure, and impairs the immune system.
Stress is also linked to strokes, IBS (irritable
bowel syndrome), ulcers, diabetes, muscle
and joint pain, miscarriage during pregnancy,
allergies, alopecia and even premature
tooth loss.

Influencing factors
A person’s susceptibility to stress can be
affected by any or all of these factors, which
means that everyone has a different tolerance
to stressors. Stress susceptibility is not fixed, so
each person’s stress tolerance level changes
over time:

• Childhood experience (abuse can increase
stress susceptibility)

• Personality (certain personalities are more
stress-prone than others)

• Genetics (particularly inherited ‘relaxation
response’, connected with serotonin levels,
the brain’s ‘well-being chemical’)

• Immunity abnormality (may cause certain
diseases such as arthritis and eczema,
which weaken stress resilience)

• Lifestyle (principally poor diet and lack
of exercise)

• Duration and intensity of stressors
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Stress Checklist
This stress checklist may help you assess an individual’s level of current stress. This is only a guide
to explore stress and should not be used as a diagnostic tool. You may use this checklist to ask an
individual about what he or she is experiencing or you may review it together.
Question 1
Have you recently encountered these or other life experiences that may cause you stress?
Loss of a loved one
Extra work
Someone moving into the home
An argument with a friend or family member
Frequent teasing from family members or classmates
Something that was said about you

Question 2
Have you felt any of the following symptoms once or twice in the past two weeks?
Tired

Overwhelmed		Difficulty concentrating

Headaches

Low motivation 		Difficulty remembering things

Not getting much done

Difficulty making decisions

Question 3
Have you felt any of the above symptoms more frequently, and/or any of the following symptoms in
the past two weeks?
Sadness or worry

Increased heart rate

Changes in how you usually eat

Difficulty breathing

Feeling hopeless or helpless

Difficulty sleeping

Nightmares or disturbing thoughts 		Anger that you cannot control
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Coping With Stress
Instructions
In your team, plan a short skit with a role for each person using the assigned situation.
Pick an unhealthy way that the individual in your skit will cope with the stressful situation.
After practising, present the skit to the entire group.
a

After you present, the large group will comment on the unhealthy coping strategy.

b Choose one volunteer from the large group to take the place of the stressed individual and act out
a healthy coping strategy. The volunteer should tell you the plan.
c

For a second time, your team should act out the entire skit with the volunteer, this time with the
stressed individual coping in a healthy way.

Situations (You will be assigned one of these situations.)
A. Bobby is 17 years old.

D. Angela is 13 years old.

He is having some problems with his girlfriend.
He feels that she is always checking up on
him and says that she doesn’t trust him. He is
feeling a lot of stress from this situation. He
can’t seem to concentrate or getting anything
done at school.

She feels like her mum puts too many
responsibilities on her at home, such as taking
care of her little sister every day. She can’t stop
thinking about all that she has to get done at
home and at school.
E. Sandra is 15 years old.

B. Karen is 14 years old.
She can’t stand walking home from school
every day. She gets harassed and called names
by men in her neighbourhood. She is so anxious
and stressed by the problem that she hasn’t
been able to get enough sleep.

She just heard that someone at school has
been talking about her and telling stories that
are not true. This problem is really getting to
her.

C. Alan is 12 years old.
Every day, he is getting into arguments with
his maths teacher. He feels that his teacher is
treating him unfairly. Since he is so stressed
out over this problem with his teacher, he gets
angry with everyone in his life including his
mum and his little brother.
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Evidence Sheet – Managing Stress
Name:
Date Completed:
Outcome 1.1: Identify two causes of stress.
Outcome 1.2: Outline why each might result in stress for an individual.
1.1 and 1.2 Identify two causes of stress and why each cause might result in stress for an individual.
Cause 1:

Why might this cause stress?

Cause 2:

Why might this cause stress?

Feedback
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Evidence Sheet – Managing Stress
Name:
Date Completed:
Outcome 2.1: List the main effects of stress.

2.1 List the main effects of stress:

Feedback
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Evidence Sheet – Managing Stress
Name:
Date Completed:
Outcome 3.1: Describe two stress management techniques.

3.1 Describe TWO stress management techniques.

1

2

Feedback
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Session 2 – Personal Finance – Budgeting

AIM

To explore the
concepts of personal
budgets and how to
manage them

LEARNING
OUTCOMES

Understand how
to create and use
your budget

WHAT YOU
WILL NEED

• Labels
with
names

ACTIVITIES

01

Introduction

• Establish ground rules.

02

Opening
Activity

Ask participants:

03

Discussion
& Activity

• How can you track your income and spending?
• Why do you need a personal budget?
• What would a personal budget help you to achieve?
Consider different ways to create a budget, for example using a spreadsheet
or smartphone app, versus using a pad and pen. Discuss pros and cons of
each (focus on keeping it up to date by ‘counting it in and out’) and see how
many participants might prefer each approach.

• Discuss and share ideas for which items participants might want to
include on the ‘income’ and ‘expenditure’ sides of their budget, including
putting money aside for occasional expenses and emphasising that each
budget should be tailored to suit each individual’s circumstances.

• Explore how to group items of expenditure into meaningful headings
that can help participants set limits and make spending decisions.

• Discuss how they can spot whether they have spare cash to save or they
might be heading towards debts, again emphasising the need to stay up
to date with their records to do this.
Worksheets for extended personal finance programme are included in the
handout manual.

04

Evaluating
& Monitoring

Summary and Take Control
Get participants to help summarise their recall of the main points.

• Emphasise that a budget needs to be an, ‘active document’, that is up-dated
regularly.

• Review, ‘Take control of your budget’ and encourage participants to share the
‘next step’ they could take to get started or improve upon their budgeting.
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Facilitator Guidance
Section of Unit >> Teaching Notes and Possible Answers
1.1 Rank in order the cost
of five given lifestyle expenses.

5.1 Make a contribution to the
planning of a fundraising activity.

Participants should consider personal expenses
– e.g. house, car, bed, fridge, iron – and put
them in order

Participants are put into teams to start
fundraising activities.

1.2 Identify three different payment methods
Cash, cheques, credit card, debit card
2.1 Identify two reasons for saving money
For the future, for holidays, a house, car or to
have money for a rainy day
2.2 Identify differences:
current & savings account
Identify the main difference between a current
account and a savings account:

• Current account – active all the time, bills,
wages going in etc.

• Savings account – to save money and
gain interest
3.1 Open a current or savings account
Get a sample form from the bank to
complete together

Suggest that they identify an activity that will
have social impact e.g. intergenerational coffee
morning, put together hampers for community
support, etc.
5.2 Participate as a member
of a group in a fundraising activity.
Participants take part in the fundraising activity:
agree roles and responsibilities in the group
(chair, finance, secretary, etc.).
Action plan on how to raise funds, e.g. bag
packing at the local supermarket, fun run.
Who could support it? Timeframe? Budget?
Communication plan: Write letters to gain
support, design posters, social media, etc.
5.3 Review own contribution
to the fundraising activity.
Participants review what they have done
in the fundraising activity. What worked
well: communication, coordination,
budgeting, results.

4.1, 4.2 List one week’s personal
income and spending & compare
Discussion: Participants to consider their own
spending habits.
Make simple comparison of income and
expenditure and relate to debt advice. Use
external resources to support learning and
provide additional advice.
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The Budget Planner
The problem with most budgets is they don’t
work! They look at a typical month’s spending,
but what about the daily coffee, weekly shop
and annual holiday?
This unique budgeting guide counters that,
and includes free budget planner tools, which
analyse your finances to help you manage and
control your cash.

What is the point of a budget?
A budget, if done correctly, is the most precise
tool for analysing your finances. It answers two
key questions:
1. Do I spend more than I earn?
An instinctive assessment is easy – if you’re
eating up your savings or building up debts,
you’re likely to be overspending. It’s important
to get an accurate idea of the size and scale of
the problem.
This is nothing new – Dickens’ Mr Micawber laid
out the principle pretty well in the 19th century:
Annual income twenty pounds, annual
expenditure nineteen six, result – happiness.
Annual income twenty pounds, annual
expenditure twenty pounds six, result – misery.
Major overspending can lead to a debt spiral
and severe problems. Budget Planners are all
designed to definitively answer this problem
and provide a real assessment of your finances.
2. What can I afford to spend?

What’s different about
this budgeting technique?
It’s often said, ‘In debt? Make a budget!’,
‘Skint? Draw up a budget!’, ‘Wife run off with
the milkman? BUDGET!’ Although budgeting
can be seen as a panacea, most budgets are,
unfortunately, bunkum.
The main problem is that because they
concentrate on a typical month, they massively
underestimate your real spend, which includes,
Christmas, summer holidays, new sofas or even
changing car every five years.
Broad categories like, ‘motoring,’ make it too
easy to forget the small expenditures that
add up, such as, MOTs, new tyres, petrol,
insurance, breakdown cover etc. The budget
planners can counter that by having nearly 100
separate categories.
See Budget Planner, select relevant option
and complete.
Doing the budget planner accurately should
take about an hour. Gather together your bank
and credit card statements first, preferably from
the last three months to give you an accurate
idea of what you spend, including all standing
orders and direct debits.
For food shopping, gather together all your
receipts from the last three months, add up all
food spending listed, then divide by three to
reach your average monthly spend.
If possible, include your payslips or giro receipts
to establish exactly what your income is, plus
any bills or other documents.

Once you know where you’re spending, you can
start to alter and prioritise how you spend to
enable you to stick within your means.
While the budget planners include tools to help
you live within your means, the real difficulty is
sticking to it.
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What the result really means...

Cutting back – painful savings

Now we have a true picture of your income
expenditure. Either you spend more than you
earn or you earn more than you spend.

You need to spend less, do less and sell things
until you are living within your means.

Don’t run the risk of a debt spiral – sort it now!

Start small

Spending more than
you earn may not
seem like a big deal,
but it’s a potential
disaster because you
will need to borrow.
And, with this type of
borrowing there’s no
planning to the debt
and no end in sight.
This debt crisis can
hurt your home, family,
mental health and
relationships.
This may sound dramatic but when there’s no
money left, you can’t borrow any more, and
the creditors are asking for money back which
you have no way of repaying, it becomes a very
serious situation and can touch every element
of your life. This danger is known as a ‘debt
spiral’. It works like this:

Easy lifestyle changes make huge differences.
Cutting out a daily £2.50 coffee reduces your
annual expenditure by £625 per year. Add
magazines, cigarettes, chocolate and more, and
savings mount rapidly.
Run through what you don’t need
Ask yourself two questions for every aspect of
your life...
Do I need it? If I do, could I still satisfy the need
in a cheaper way?
This may mean having the self-discipline to cut
out cinema trips or spending less at Christmas,
half-compromises like switching Sky for
Freeview, or stopping costly holidays abroad in
favour of holidaying at home.
Don’t be afraid to sell things
If you have assets but are income poor, then,
consider selling things you don’t use or need to
get the books to balance. Of course it’s a oneoff, but hopefully you can use the money to
repay debts or get your savings back together.
You may decide to sell a car or motorbike,
clothes, or old mobiles online. If you’ve got it
and won’t use it, consider selling it.
Are your debts severe?
If you are in serious debt and need urgent
guidance you can visit free non-profit debt
crisis agencies like Citizens Advice Bureau, a
local debt charity, an advice centre or National
Debtline as soon as possible.
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Evidence Sheet – Personal Finance
Name:
Date Completed:
Outcome 1.1: Rank in order the cost of five given lifestyle expenses,
e.g. house, car, bed, fridge, iron.
1.1 Rank order the cost of five given expenses, e.g. house, car, bed, fridge, iron.
Item

Price

Rank Order

Feedback
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Evidence Sheet – Personal Finance
Name:
Date Completed:
Outcome 1.2: Identify three different methods of payment.
1.2 Identify three different methods of payment.

1

2

3

Feedback
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Evidence Sheet – Personal Finance
Name:
Date Completed:
Outcome 2.1:

Identify two reasons for saving money.

Outcome 2.2:

Identify the main difference between a current account and a savings account.

2.1 Identify two reasons for saving money.

Reason 1

Reason 2

2.2 Identify the main difference between a current account and a savings account.
The difference between a current account and a savings account is:

Feedback
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Evidence Sheet – Personal Finance
Name:
Date Completed:
Outcome 4.1: List one week’s personal income and spending.
4.1 List one week’s personal income and spending.
Day

Balance

Money In

Money Out

Balance

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Feedback
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Evidence Sheet – Personal Finance
Name:
Date Completed:
Outcome 4.2: Make a simple comparison of income and expenditure.
4.2 Make a simple comparison of income and expenditure.
Below write down a simple comparison of the two, from your one week’s personal income.

Feedback
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Evidence Sheet – Personal Finance
Name:
Date Completed:
Outcome 5.1:

Make a contribution to the planning of a fundraising activity.

Outcome 5.2:

Participate as a member of a group in a fundraising activity.

5.1 Make a contribution to the planning of a fundraising activity.
Write down your ideas for the fundraising activity:

What is your contribution to the planning of the fundraising activity?

5.2 Participate as a member of the group in a fundraising activity.
Explain in your own words how you participate as a member of a group in a fundraising activity:

Feedback
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Evidence Sheet – Personal Finance
Name:
Date Completed:
Outcome 5.3: Review contribution to the fundraising activity.
5.3 Review your contribution to the fundraising activity.

What was your team’s
fundraising activity?

What was YOUR contribution
to the fundraising activity?

What did YOU learn about
money and teamwork?

Feedback
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Session 3 – Leadership

AIM

To identify and
develop leadership
skills in individuals

Better understand
leadership skills

LEARNING
OUTCOMES

• Blindfolds
WHAT YOU
WILL NEED

ACTIVITIES

01

Introduction

An effective leader has good communication and interpersonal, decision-making,
and problem-solving skills. A leader is someone who motivates and guides his/
her team members.

• Establish ground rules.

02

Opening
Activity

To conduct this activity, divide the group into pairs of two, and blindfold one
of them.
Place some objects in the middle of the room, like chairs, tables, books, etc.
Instruct the pairs that the blindfolded person is the subordinate and the other one
a leader.
The leader has to guide his/her subordinate from one end of the room to the other
end, crossing the obstacles, without speaking.
Start with different pairs, one by one. You will see that some of the leaders are
sensitively holding their subordinates and guiding them step by step, while others are
only concerned with reaching the other side in the minimum time to win the game.
Also, some subordinates will readily take instructions, while others may try to do
what they want, despite being blindfolded.

03

Development
Activity

Continue with one of the partners being a leader and one a subordinate. Let the
subordinate be blindfolded and allow the leader to give verbal instructions only to
the subordinate in order that he/she can negotiate the maze.

04

Evaluating
& Monitoring

At the end of this game, debrief.
Ask the subordinates how they felt when they were blindfolded. You might think
of it as a stupid question, but their answers are important in determining the
future camaraderie with their leader.
Ask them if they were able to trust their leader or not. If yes, then you have a
positive side in the game. If not, you have to call the leaders individually and
explain their mistakes.
If the leaders were lacking the right communication skills or level of sensitivity,
explain how they improve.
In the end, explain the whole idea behind the game, i.e., it is the leader who has
the bigger picture or goal in mind, so s/he should be responsible enough to
guide and treat her/his subordinates in the right manner so that they play their
part well in reaching that goal.
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