
SHAPING
YOUR FUTURE

If the answer is YES!
our exciting

SHAPING YOUR FUTURE

programme could be for you!

An ‘Equality for Women Measure’ Programme

FETAC Level 4

Are you a lone mother? Would you like to:
• Explore your options for the future?

• Learn more about yourself and build your self-confidence?

• Improve your parenting and other practical skills?

• Learn about social welfare entitlements and childcare supports?

• Explore how to access further education and training?

• Develop your career planning and job-seeking skills?

• Receive one-to-one career development mentoring

• Draw up a plan of action and get results?
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The Programme
Delivered by OPEN, the lone parents network,
and funded by the Equality for Women Measure
(EWM), Shaping YOUR Future is an innovative
programme designed to support lone mothers
to build their self-confidence, learn about
entitlements and supports, strengthen their
parenting and other practical skills, and explore
their options and plan their next steps through
an easy-to-use E-Guidance programme and one-
to-one mentoring.

Duration
The programme is part-time, running for 16
morning sessions over a six week period.

Time and Venue
Sessions take place on Monday, Tuesday and
Wednesday mornings, from 10am to 1pm.
There’s a short break each morning and
refreshments are provided. Both programmes
will take place in the OPEN National Centre, 7
Red Cow Lane, Smithfield, Dublin 7.

Entry Requirements
There are no specific entry requirements.
Generally, participants will have Level 3 FETAC or
equivalent education, and/or relevant life and
work experiences.

Programme Certification
Successful participants will receive a FETAC Level
4 Career Planning Component Certificate (or
Minor Award). The Career Planning Component
Certificate forms part of a Major Award in
Employment Skills in the field of Core Skills
(Preparation for Work). To be eligible for
certification through FETAC, participants must
attend at least 80% of all the classes and
complete all the necessary assessments.

Learning Supports
All participants will be given one-to-one
mentoring and career guidance supports
throughout the course. All course materials will
be supplied free of charge.

Financial Supports
The course is free. Participants can receive a
contribution of €11.50 per morning session
towards childcare costs, and can also be
reimbursed for public transport costs to and
from the training.

Course Aims
The aim of Shaping YOUR Future is to help
participants to develop a realistic plan for
achieving their career goals. As well as
providing information and mentoring, the course
supports lone mothers to achieve balance
between their personal, family and
studying/working lives, and provides an
opportunity for participants to explore career
options and to develop a range of practical
skills to help them achieve their goals. Through
the experience of learning together, the course
helps women to build their self-esteem and
self-confidence by sharing experiences, working
co-operatively, socialising and networking.

COURSE DESCRIPTION
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Course Content
The 6-week course is divided into three units:

1. Building Self-confidence
2. Managing Change and Achieving Balance
3. Developing Career Skills

Learning Outcomes
Participants who successfully complete the
course will have:

1. Gained greater self-knowledge and self-
confidence

2. Gained greater understanding of how to
manage change in their personal and
working lives

3. Explored ways of achieving an effective
education/work-family-life balance

4. Become more informed about social welfare
and childcare entitlements, education and
work-related allowances and supports

5. Gained an understanding of the principles of
career planning

6. Compiled a personal profile of strengths,
skills, and interests

7. Explored a range of career job possibilities,
as well as further education and training
options

8. Completed an e-learning career guidance
process

9. Drawn up an ‘action plan’ outlining
achievable education, training and/or
employment goals

10. Compiled information on personal contacts
and networks

11. Become competent in a range of
interpersonal communication skills, such as
interview and listening skills, and formal
and informal conversations

12. Compiled a ‘job-seeking tool kit’ including
CV, references and recommendations,
further education or training applications,
networking and contacts list, and
employment options.

13. Participated in a mock interview

14. Prepared to enrol for further education or
training, registered with their local LES,
and/or applied for jobs (as relevant)

Assessment
The course is assessed according to FETAC
guidelines and comprises two main elements:

Portfolio / Collection of Work 60%

Skills Demonstration 40%
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Shaping YOUR Future

COURSE ACTION PLAN

PURPOSE

Shaping YOUR future aims to equip lone
mothers to draw up and activate a realistic and
achievable career plan, based on increased
self-knowledge and self-confidence.

CONTENT

There are 3 units in this component

Unit 1 Building Self-Confidence

Unit 2 Achieving Balance

Unit 3 Developing Skills

NB: Skills development is integrated into all units,

as well as being the specific focus of Unit 3.

COMPONENT: Shaping YOUR Future

AWARD TYPE: Minor

LEVEL: Level 4

CREDITS: 10 Credits

TUTOR: Ailbhe Smyth

SESSIONS: 16 sessions, Mon/Tues/Weds: 10am – 1pm

CONTACT HOURS: 48
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Specific Learning Outcomes
To be eligible for the FETAC Level 4 award,
participants must achieve specific learning
outcomes (SLOs).

By the end of the course, participants should be
able to:
1 Explain the principles underpinning career
planning, to include self knowledge, career
options, action plan, network building, plan
implementation and constancy of change.

2 Compile a personal profile by exploring
interests, vocational skills, transferable skills,
talents, personal qualities and characteristics,
values, achievements, and matching personal
profile to possible careers.

3 Develop achievable career objectives to
include ideal job, acceptable alternative
employment options and short and medium
term goals.

4 Explore a variety of acceptable career options
and job types to include job availability, job
requirements, and trends in the chosen
sector(s).

5 Compile information on personal contacts or
networks appropriate to career preferences.

6 Describe the principles underpinning
managing change in personal life and in
employment.

7 Practice a range of personal interactions to
include interview skills, listening, clarifying,
and formal and informal conversations.

8 Compile a personal job seeking tool kit to
include general cover letter, CV, portfolio of
references, recommendations qualifications
and other documentation to support a job
application, list of contacts, and list of

appropriate education or training
programmes or employment options.

9 Prepare to participate in further education or
training or employment by finding
application requirements for a specific course
or employment, applying as required,
participating in a simulated interview and
evaluating own performance.

Assessment
The course is assessed according to FETAC
guidelines and comprises two main elements:

• Portfolio / Collection of Work 60%
• Skills Demonstration 40%

Portfolio
A portfolio is a collection of pieces of work
produced by the participant over the duration of
the course and demonstrating achievement of a
range of learning outcomes. The tutor will set
regular tasks and activities for participants to
complete in their own time. Clear instructions
will be given for each exercise or assignment. .

The Portfolio will include:
• Learning journal;

• Personal profile

• Career opportunities report

• Three Assignments on class topics

Skills Demonstration
A skills demonstration is used to assess a wide
range of practically-based learning outcomes
including practical skills and knowledge.

The Skills Demonstration will include:
• Listening skills

• Interpersonal communication skills

• Presentation skills

• Mock interview

• Job-seeker’s Tool kit
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COURSE SCHEDULE

WEEK 1

1.

2.

3.

WEEK 2

4.

5.

6.

WEEK 3

7.

8.

9.

WEEK 4

10.

11.

12.

WEEK 5

13.

14.

WEEK 6

15.

16.

DUEUNIT 1 Building Self-Confidence SLOs: 1,2,3

• Welcome & Programme Overview
• Practicalities – FAQs
• Setting SMART Goals
• The Learning journal

• Learning how to relax
• Tree of Life exercise

• Managing stress
• Planning your career

• Education – My story so far
• Accessing further education/training

• Time management
• Budgeting and money management

• My Skills and Strengths: Personal ‘SWOT’ analysis
• An audit of my qualifications and work experience

UNIT 2 Achieving Balance SLOs: 3, 4, 5, 6

• Managing Personal Change
• Planning for Personal / Family / Work Balance

• Developing a safe and healthy lifestyle
• Focus on nutrition

• Information session: Social Welfare Entitlements
(Guest Presentation)

UNIT 3 Developing Skills SLOs: 7, 8, 9

• Family Communications

• Assembling a ‘Job-Seeking Toolkit’

• Exploring career interests and goals: E-Guidance

• Communication skills practice
• Doing a job or education application

• Building Personal, Family and Community Resilience
• Reviewing progress on the Job-seeking toolkit

• Communication skills: Mock interviews

• Reviewing my SMART goals
• All set for the future!
• SYF Evaluation
• Graduation and Celebration!

ASSESSMENT

• Personal Profile : ‘My SMART Goals’
• Learning journal: ‘My First Day’

• Assignment: Describe an incident in your
life where you achieved a goal or did
some work you were proud of

• Personal Profile: ‘Letter to Myself’
• Learning journal: Reflecting on the first
week’s learning

• Personal Profile: Further education /
training action plan

• Assignment: Personal time and money
management goals

• Personal Profile: ‘Qualifications, Skills, and
Work Experience Audit

• Learning journal: Reflecting on the first
two weeks

• Assignment: ‘How I handled an important
time of change in my life’ OR ‘My goals
for achieving more balance in my life’

• Personal Profile:‘Five achievable lifestyle
changes for my family and myself’

• Assignment: Aspects of Parenting and
Communication

• Toolkit: CV, cover letter, sample application,

referees, contacts, networks
• Learning journal: ‘How am I doing?’

• Career Opportunities Report: Matching my
interests to possible jobs / further training

• Career Opportunities Report: Preparing a
job, education, or training application

• Learning journal: building key supports in
my life and in my community

• Tool kit: Finalise job-seeking toolkit

• Learning journal: Reflecting on what I’ve
learned over the past five weeks

Shaping YOUR Future
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Session 1

Welcome and introduction

Aims

• To welcome everyone and get to know each
other

• To share our hopes and concerns

• To introduce the programme and have an
opportunity to talk about it

• To fulfil requirements for registration and
administration

• To facilitate the group in setting ground rules

• To learn about SMART goal-setting

• To brief participants about the Learning
Journal

Materials

Powerpoint – Introduction to Shaping YOUR
Future

Handouts

Handout 1 - People Bingo Cards
Handout 2 - Needs and Concerns
Handout 3 - Working in Groups
Handout 4 - Setting SMART Goals
Handout 5 - Keeping a Learning Journal

Assignments

• My SMART Goals (Handout 4)

• My First Day - Learning Journal
(Handout 5)
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1. 85 Mins

• Welcome everyone, and brief
introductions. What we’ll do today. (10 mins)

• Ice-breaker Name Game: Ask
participants to form a standing circle. Each
person says their name and invents an
action/movement/gesture to go with their
name. The rest of the group must repeat this
after them, doing a round with each name +
action being repeated each time. (15mins)

• Ice-breaker People Bingo – everyone
mingles to find people who match the
squares (Handout 1) (10mins)

• Powerpoint Presentation
Introduction to Shaping YOUR Future (copy of
Powerpoint notes will be distributed)

• Practical matters – programme days, dates,
and times; daily tea break; mobile phone,
smoking, and fire procedure

• Background to our organisation / group

• Course schedule, plan, and assignments

• FETAC requirements:
Highlight the focus of the programme and the
plan and mention that while we need to stay
with the themes, we are open to focusing on
specific items of interest to the group.
(10mins)

• Ask group if there are any questions. (5mins)

• Break into small groups. Ask participants to
spend 10 minutes focusing on the questions
on the Needs and Concerns (Handout 2). (10
mins)

• Ask each small group to nominate someone
to give the feedback from the group. We will
also check to see if anyone from the group
has anything to add. Ask someone to chart
feedback on the flipchart. Comment on
summary as presented, how course might
address hopes, and mention that we will
come back to this at the last session. (10
mins)

• Distribute any relevant forms, including
registration, participant profile forms,
expenses claims, and so on. Read through the
questions, explain the rationale, ask if anyone
has any questions and respond. Emphasise
that all data collected is strictly confidential.
Ask if anyone needs help to fill them in. (5
mins)

• Allow ten minutes for filling in forms and
offer help. (10 mins)

Tea break, 15 mins

Timetable
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2. 75 Mins

• Present group contract idea;
explain that we will be working as a group
for the next while, and mention there can be
ups and downs to this. Ask if anyone has ever
worked in a group before. (5 mins).

• Break into small groups and anwer the
questions on the Working in Groups handout.
(Handout 3) Each group nominates a person
to give the feedback. (10mins).

• Feedback from groups noted on the flipchart
and the Group Contract is finalised. (10 mins).
Tutor undertakes to type it up and give it to
participants at the next session. (10 mins)

• Setting SMART Goals: short
presentation, followed by questions and
comments. (Handout 5) (10 mins)

• Ask everyone to think about goals (or aims)
they would like to set for themselves (point
out that this can be an ongoing process
during the Shaping YOUR Future course),
focussing on goals for different aspects of
their lives. (10 mins)

• Individual feedback and general discussion
about goal setting. (10 mins)

• Explain the SMART Goals assignment brief –
the homework! (5 mins)

• Introduce participants to the Learning
Journal (Handout 6) (10 mins)

• Closing Relaxation: encourage
everyone to sit quietly, and breathe as deeply
as possible, thinking of a peaceful scene
perhaps by a river, rolling countryside, or by
the sea. (5 mins)
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People Bingo

HANDOUT 1

Owns a car

Has met
someone
famous

Speaks 2
or more
languages

Has made a
parachute

jump

Knows how
to swim

Has more
than one dog

Has lived
abroad

Plays a team
sport

Plays a
musical

instrument

Is afraid of
spiders

Has a tattoo

Likes cooking

Rides a bike

Is
left-handed

Has been on
TV

You have 10 minutes to mingle and find people who match the
statements on the card (get them to sign the square). One person cannot
sign any more than 3 squares for you. First person to fill their card wins!
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My Needs and Concerns
for the Course

HANDOUT 2

Needs and Hopes Concerns

1. 1.

2. 2.

3. 3.

4. 4.

5. 5.
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HANDOUT 3

What are the advantages What are the disadvantages
of being in a group? of being in a group?

What do we need to do to work well together
as a group? of being in a group?

Working in a Group
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My SMART Goals

A SMART goal is a goal (or aim) that is:

• Specific

• Measurable

• Attainable

• Relevant

• Time-based

SMART goals are very clear, easily understood,
realistic – and they’re set in a particular timeframe
which might be a week, a month, a year, or even
longer, depending on what it is you’re seeking to
achieve.

You may have goals for different aspects of your
life – personal, family, education and / or work –
and in fact these may often overlap. That’s fine!

Always be as specific as you can be about what
you want to achieve or change or make happen.

HANDOUT 4

My SMART Goals
Specific

What? Why?
Where? When?

Measurable
How much?
How often?

How many? Other?

Attainable
Achievable?
(Realistic?
Possible?)

Time-Span
When?

How long?
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Session 2

Learning about Relaxation

The Tree Of Life
– Personal Reflection

Aims

• To encourage participants to practice
relaxation techniques

• To encourage personal reflection and provide
an opportunity to talk about aims and
aspirations

• To create a safe environment for the group to
share their stories

• To ensure participants are informed about
range of counselling services available

Materials

Relaxation music (CD / iPod)
Crayons / marker / pencils for drawing

Handouts

Handout 1 - About Relaxation

Handout 2 - ‘Just one breath’
Mindfulness Meditation

Handout 3 - Tree of Life

Handout 4 - Information about
counselling and support
services (distributed
separately)

Assignments

• Assignments: Describe an incident in your
life where you achieved a goal or did some
work you were proud of.
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1. 75 mins

• Relaxation:
Presentation on Relaxation and on
Mindfulness (Handout 1) (15 mins)

• Exercise:
Just One Breath (Handout 2) (10 mins)

• Tree of Life –
A Story about Me.
Invite each participant to complete their ‘Tree
of Life’ (Handout 3). On it they should
outline their life story using words, drawings
or symbols, and dates if they wish, to outline
a sketch of their lives until now, important
moments or events in the past, and their
hopes for the future. The roots of the tree
represent the past; the branches the present,
and the buds are future aspirations.
Participants work alone for about 20 mins.
Clarify the boundaries for this exercise –
people share only as much or as little as they
want. (20 mins)

• Invite the first three people to tell their life
stories using their completed tree (approx 8
mins each depending on the total number of
participants). Encourage discussion about the
positive factors – the many varied things that
we can see as our achievements. Reflect on
the past, accept any mistakes we have made
- we’re only human, and learn and look
positively towards the future. (30 mins)

Tea break, 15 mins

2. 85 mins

• Invite remainder of group to tell their stories
briefly (55 mins)

• Distribute information on counselling and
support services and respond to questions or
comments (10 mins) (Handout 4)

• Standing Circle exercise
Participants stand together in a circle with an
arm around the person on either side. They
are invited to stand silently for a moment and
feel the support that exists within the group
for everyone in it. Thank everyone for their
participation and the circle breaks. Follow up
with a brief energiser such as ‘All Move’ to
raise our spirits and energy (5 mins).

Timetable
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The ability to relax is important in effectively managing
stress and anxiety. When we feel stressed, our bodies
react with what is called the "fight or flight" response. Our
muscles become tense, our heart and respiration rates
increase, and other physiological systems become taxed.
Without the ability to relax, chronic stress or anxiety can
lead to burnout, anger, irritability, depression, medical
problems, and more.

Allowing yourself to deeply relax is the exact opposite of
the "fight or flight" response. Herbert Benson (1975)
described what he referred to as the "relaxation
response." This is the body's ability to experience a
decrease in heart rate, respiration rate, blood pressure,
muscle tension, and oxygen consumption.

How relaxation exercises
can help:

There are many benefits to being able to induce the
"relaxation response" in your own body. Some benefits
include a reduction of generalised anxiety, prevention of
cumulative stress, increased energy, improved
concentration, reduction of some physical problems, and
increased self-confidence. Relaxation exercises can be a
powerful weapon against stress.

It’s a Skill!

Utilising a relaxation exercise to help reduce stress or
anxiety is like learning to ride a bicycle for the first time.
It is a skill that takes time and practice to do it effectively!
We cannot expect to develop a relaxation skill after trying
it one or two times, just as we cannot ride a bike well
when we first try. Relaxation exercises can seem
deceptively simple at first, but using them well when
stress is high requires practice.

Getting the most out of relaxation
exercises

• First, find a nice, quiet place where you know you will
not be disturbed.

• Find a comfortable chair that will allow you to sit up
straight using good posture (see photo).

• How you sit in your chair is important for maximum
benefit. Push the small of your back to the rear of the
chair and sit upright. This will allow you to take long
smooth breaths, and your lungs to fully expand with
oxygen.

• Do not cross your arms or legs, but sit with your legs
at a ninety degree angle.

• Rest your arms comfortably in your lap without using
armrests. If you use armrests, this might lead to
muscle tension in your shoulders, neck and back.

• Many people prefer to close their eyes during these
relaxation exercises. If you do not wish to close your
eyes, you might find a fixed point in the room and let
your gaze fall upon it.

• Stop doing the exercise if you experience physical or
emotional discomfort.

About Relaxation

HANDOUT 1
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HANDOUT 2

Mindfulness Meditation:
Just One Breath

(10 mins)

Much of the emotional distress people experience is the result of thinking about upsetting things
that have already happened or anticipating negative events that have yet to occur.

Distressing emotions such as anger, anxiety, guilt, and sadness are much easier to bear if you only
focus on the present - on each moment one at a time.

This exercise will help increase your mindfulness of the present moment so that you can clear away
thoughts about past and future events.

• Adopt the correct sitting position (Handout 1)

• Close your eyes and focus on your breathing

• Don’t try to change anything. Just notice the
air moving into and out of your body.

• Clear your mind of all thoughts… and focus
only on your breathing

• Notice the sensations of breathing air in…
and breathing air out

• As you breathe air into your body fill your
mind with the thought: ‘Just this one
breath… Just this one exhale . . .

• Just this one breath in… Just this one exhale
out

• Just this one breath in… Just this one exhale
out

• Continue focusing on just each breath in and
each exhale out

• Do not anticipate anything, even your next
breath

• Focus only on one breath at a time

• If anything else pops into your mind, push it
aside and only focus your attention on each
breath

• Continue focusing on just each breath in and
each exhale out until your hear the bell/I say
open your eyes
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Tree of Life
Large ‘Tree of Life’ Worksheets will be distributed in class
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Session 3

Managing Stress

Learning about Career
Planning

Aims

• To provide information and encourage
effective stress management techniques

• To explain the principles of career planning
and how to apply them

• To reflect on achievements, build
self-confidence and begin to map out
‘next steps’

Materials

Flipchart
Powerpoint on ‘Career Planning’ (Notes
distributed in class)

Handouts

Handout 1 - – Coping with Stress
(Group Exercise)

Handout 2 - Stress Management Tips

Handout 3 - ‘Know Yourself – My Values’

Handout 4 - Values Cards (cards to be
distributed in class)

Assignments

• Personal Profile: Write a ‘Letter to myself
celebrating my life and my personal
achievements’

• Learning journal: Reflecting on the first
week’s learning
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1. 70 mins

Managing Stress

• Opening Relaxation:
Encourage everyone to sit quietly, and
breathe as deeply as possible, thinking of a
peaceful scene perhaps by a river, rolling
countryside, or by the sea. (5 mins)

• Assignment Check-in:
Ask if there are two or three participants who
would like to share a Learning Journal entry
with the class. Check in on participants’
progress with assignments, and offer support
and encouragement. (15 mins)

• Managing Stress:
Participants are invited to reflect for a few
moments on what they find most stressful in
their lives. Break into small groups to answer
the questions on the worksheet (Handout 1).
Feedback from group recorded on flipchart.
(20 mins)

• Discuss the ‘Tips for Coping with Stress’
(Handout 2 ) (10 mins)Work singly on coping
with stress – personal goals (5 mins).
Feedback to group and flipchart it highlighting
the challenges and effective stress
management techniques (15mins)

Tea break, 15 mins

2.

Learning about Career
Planning

• What do we mean by ‘Career Planning’? Four
key steps: Know Yourself; Explore Options and
Opportunities; Decide what to do; Take Action
(Powerpoint presentation) (20 mins)

• Focus on Step 1
‘Know Yourself – building a personal profile’.
Participants read through the Values
worksheet (Handout 3) and Values cards
(Handout 4)(5 mins), then discuss their
responses in small groups. Each group
nominates someone to give the feedback (15
mins).

• Feedback
From Values activity noted on the flipchart,
followed by discussion. (10 mins)

• Assignments Guidelines:
‘Letter to myself celebrating my life and
personal achievements’ (Discussion)

• Closing Round:
At the end of Week 1, reviewing what we’ve
learned and looking forward to what’s ahead:
mapping our ‘next steps’

Timetable
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Coping with Stress

GROUP EXERCISE

1. What is stress?

2. How does stress affect you?

3. What makes you feel most stressed in your life?

4. How do you tend to react to stress?

5. How do you cope with stress? Do you have effective
ways of ‘de-stressing’?
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Values are the principles by which you act every day, in your job, in your life, with your family
and friends. Your values are part of everything you do and your work and your life should be a
reflection of them.

Ideally, you should be working in a career and in a place where the value system is in harmony with
your own. This is not to say that all your values should and can be expressed through your work, but
there should be an area of overlap.

Below are some sample values, to help you start thinking about what it is YOU value most, in your
personal life, as well as in your working life.

Sample Values
• Justice, Equality, Fairness:

Ensuring that everybody’s rights are respected – in the workplace and elsewhere

• Inclusion:
Making sure that the circles you move in are not exclusive or limiting

• Service to the Community:
No one is an island – recognising that our actions have implications directly or indirectly for
others.

• Exellence:
Striving for the best in everything that you do

• Empathy:
Sensitivity to the feelings, needs, wants and desires of others

• Other values (in no special order!) could include:
Freedom; Truth; Loyalty; Trustworthiness; Family; Friendship; Security; Originality; Creativity;
Efficiency; Reliability; Enthusiasm; Curiosity . . . . and many more.

Values
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My Values
PERSONAL and FAMILY Life:
MMyy  MMoosstt  IImmppoorrttaanntt  VVaalluueess  ..  ..  ..  ..

1

2

3

4

WORKING Life:
MMyy  MMoosstt  IImmppoorrttaanntt  VVaalluueess  ..  ..  ..  ..

1

2

3

4
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Stress Management Tips

More Stress Management Tips
• Take a Deep Breath and Count to 10

Taking a deep breath or two adds oxygen
to your system and really helps you relax.
Relaxation is the opposite of stress!
OPPOSITE OF STRESS!! 

• Stand up and stretch or even Stand up
and smile. Try it! You’ll feel better! 

• Take a short walk. Whatever you’re
doing, take a break or get a glass of water.
Do something that changes your focus.
When you come back to the problem,
chances are it won’t seem nearly as big. 

• Tomorrow is another day! If you can’t
solve the problem now, leave it and try
again tomorrow.   

• Stop and Smell the Roses. “Things
happen” and sometimes “bad things
happen to good people”. If we let them,
stressful events can build up, wall us in,
and eventually stop us from enjoying the
good things in life. 

• Take the time. Too often we put the
pleasant things in life on the back burner,
telling ourselves we don’t “have time” or
can’t “make time” for them. While we can’t
“make” a day that’s longer than 24 hours,

each of us starts the day with exactly that
amount of time. Take a little time to
recognize the good things in your life. 

• Sleep on it. Things often look better the
next day, or at least they seem less urgent. 

• Know Your Limitations. Knowing yourself
and your limits may be the most important
way to manage stress effectively. 

• Dare to say No. One more little thing may
be the “straw that breaks the camel’s
back”. It’s okay to say “No”, “I can’t”, or
“Later”. 

• Give yourself a break. Sometimes events
really are out of control and you really are
“Not Guilty”. Don’t blame yourself for
everything that goes wrong.  

• When you need help, get help. Nobody
can bear the weight of the world on their
shoulders forever. Whether you need help
from kids in hauling groceries into the
house, help from a colleague to solve a
work-related problem, or professional help
to find the causes of your stress, getting
the help you need is in itself a major stress
management tip! 

• Get a good night's rest 
• Eat healthily 
• Listen to your favourite music. 
• Exercise or play a sport
• Have some fun  

• Plan your time and prioritise
• Talk to a friend 
• Take a nap. 
• Take a warm bath. 
• Read a book or watch TV. 
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Session 4

Education and Training:
Experiences and Options

Aims

• To encourage participants to reflect on and
share their previous experiences of education
and training in a safe and constructive
context

• To present information on education and
training options and progression routes

• To support participants to set goals for
relevant further education and/or training
and to develop an action plan to achieve
these goals

• To support participants to strengthen their
self-esteem

Materials

Flipchart
Powerpoint – Education / Training Options and
Supports (Notes to be distributed in class)

Handouts

Handout 1 - Talking about school and
education – personal
experiences

Handout 2 - Personal Education /
Training Action Plan

Handout 3 - Returning to education /
training information sheet
(to be distributed in class)

Assignments

• Personal profile: Further Education /
Training Action Plan
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1. 75 mins

Experiences of Education

• Opening Relaxation:
Encourage everyone to sit quietly, and
breathe as deeply as possible, thinking of a
peaceful scene perhaps by a river, rolling
countryside, or by the sea. (5 mins)

• Group Check-in:
Ask participants if they would like to mention
any aspect of the first week of the course that
has stayed with them over the weekend - it
might be an observation, a thought, an idea,
a question, a call for action, something to add
to the work we did in the first week.
(10 mins)

• Talking about Education:
Ask participants to read through Handout 1
individually (5 mins), and then to form
groups of three or four to talk about your
responses. Each group nominates someone to
feed back to the class. (20 mins)

• Feedback from groups noted on
flipchart, followed by discussion. ( 10 mins)

• Drawing up A personal education /
training action plan (Handout 2) (25 mins)

Tea break, 15 mins

2. 85 mins

Education and Training
Options and Supports

• Education and Training Options Powerpoint
presentation (30mins)

• Grants, allowances and other supports for
adults / lone parents returning to education /
training

• Question and Answer session (20 mins)

• Closing Energiser:

Gentle rain
Make the sound of a rainstorm, starting gently,
getting heavier and gradually stopping. Ask
everyone to follow you in tapping the palm of
one hand with one finger of the other hand;
then two fingers, then three, then four, then the
whole hand; and then back down again to one
finger.

Timetable
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What I enjoyed about school

What I didn’t like about school

My favourite subjects in school were . . . ?

The 3 things I would most like to learn/study/train in now are:

1

2

3

Can I make SMART goals to follow up on this?

• Specific

• Measurable

• Realistic

• Time-Framed

HANDOUT 1

Talking about School and Education
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Name:

Date:

HANDOUT 2

GOAL BY WHEN? ACTION POSSIBLE
NEEDED CHALLENGES

Education / Training Action Plan
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Session 5

Time Management &
Money Management

Aims

• To encourage participants to reflect on and
share their previous experiences of education
and training in a safe and constructive
context

• To present information on education and
training options and progression routes

• To support participants to set goals for
relevant further education and/or training
and to develop an action plan to achieve
these goals

• To support participants to strengthen their
self-esteem

Materials

Flipchart
Powerpoint (Notes will be distributed in class)
MABS booklets

Handouts

Handout 1 - Top four tips for general
time management

Handout 2 - Some more time
management tips

Handout 3 - Tips for a stay-at-home
parent returning to
education or work

Handout 4 - Time Management
Worksheet

Money Management
Worksheet

Assignments

• Your Personal Time and Money Management
Goals
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1. 75 mins

Time Management

• Warm Up:
Participants are invited to say how they are
feeling and if they did anything positive for
themselves since the last session (10 mins)

• Divide into pairs and ask each pair to
support each other to:

• List all areas of your life that take time to deal
with each week and list what percentage of
your time is taken up with each area

• Draw a big circle on a separate page and
allocate a segment of the circle to each area
and write in the percentage of your time
spent on it (15 mins)

• Brief input on time management (Power-
point). Questions and comments. (10 mins)

• Ask each person to contribute one way they
will take away with them to help manage
time better. (5 mins)

• Divide into pairs and ask each pair to
support each other to:

• List two things you would really like to do but
never seem to find the time for

• Come up with a plan to make time for this
activity – encourage people to be specific
with the plan. (15 mins)

• Share with the group (10 mins)

Tea break, 15 mins

2. 85 mins

Money Management

• Icebreaker: Ask each person to do one
physical movement which everyone in the
group then does three times (5 mins)

• Introduce ‘Money Management: open up the
topic and invite any general comments. Who
feels they are good at managing money – any
tips to share? What are the challenges
especially when you are on a low income?
(15mins)

• Brief presentation on money management
(Powerpoint). Questions and comments.
(15mins)

• Distribute materials from MABS (5 mins)

• Discussion in large group: How might
returning to education or work affect you
financially? (10 mins)

• Allow time to individuals to work on budgets
and expenditure lists (20 mins)

• Brainstorm group money management /
money saving tips and write on flip chart (10
mins)

• Closing: Distribute all hand outs. Invite
comments from the group on how they found
the session, and the main points they will
take away from it. (5 mins)

Timetable
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1. Write it out. Whatever you have to

do write it out. People carry far too much

around in their heads. This causes stress and

burnout because we are desperately trying not

to forget everything. Writing it out allows you to

get it out of your head so you free up thinking

space inside your head. It also makes things

clearer and easier to prioritise as they are

recorded in front of you.

2. Record how long it takes you
to do every day tasks. We often misjudge how

long it takes us to do the jobs we do every day.

This leads to poor planning and organizational

problems. Become more aware of how long the

every day jobs take and you will find yourself

being able to arrange your day more

productively.

3. Prioritise. List out all of your activities

and the things you need to do and categorise

which of them are urgent and important. Many

people spend far too much time on the activities

that are not important to do. There's a law in

Psychology known as the ‘Paretos Principle’ that

suggests that 20% of the work you do will

account for 80% of the results. Spend more time

on that 20%.

4. Say No. Many people find themselves

overburdened with things to do because they

don't say no to others or to themselves. Here's

what's important to remember: Every time you

say Yes to something, you are saying No to

everything else. So, in fact, YES is NO and NO is

YES. The key is to make sure that what you say

really fits in with your priorities.

Top Four Tips For
General Time Management

HANDOUT 1
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HANDOUT 2

Some more
Time Management tips

• Schedule in quality time rather than hoping
it happens.

• Plan by figuring out what you want to
achieve, what people and resources you
have available and designing a step by
step strategy for achieving it.

• Are you a dumping ground for other
people’s projects? Learn to Say NO.
Remember you are always saying No to
something, the question is to what.

• Establish your priorities for what you want
to get done. Identify the tasks and
activities that are the highest priority and
eliminate those of low priority.

• Allow more time than you think you will
need. This makes your schedule flexible
and allows for the unexpected.

• Get into the habit of using your odd five
minutes here and there more productively.
Do not just dismiss it as only five minutes,
they add up throughout the week!

• Accomplish one or two important tasks
rather than lots unimportant ones.

• Every day make a list of what you have to
do tomorrow.

• Allow time to relax, recharge and do
nothing.

• Do not be scared to ask
for help

• Bin things straight away to reduce the
clutter (junk mail, newspapers and spam
email etc).

• Divide large overwhelming tasks into
smaller chunks, and attack them one at a
time.

• Watch less T.V. If you watch T.V for three
hours a day from the age of five years old,
by the time you are 55 the amount of T.V
you will have watched will be the
equivalent to watching non-stop 24 hours
a day for six years and three months. If you
cut this down by just one hour a day, so
then only watch two hours of T.V, you will
have gained back over two years worth of
time.

• Expect and plan for setbacks. Self-
management is a process not an event or
simple task that is achieved in a day.
Expect mistakes and re-tries.

• You control what you can and leave the
rest. For example you know you can’t
help what happens around you, but you
can make a decision whether or not you
want to react to it.

• Really enjoy the things you do, listen to
music etc., and maintain a positive
attitude.
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1.
Ensure that you keep quality time scheduled in

with your children. Quality time means

enjoyable and rewarding time together. It does

not mean being in the same location while you

are doing housework.

2.
Try to get help with the housework. If you have

found yourself doing most of the housework,

learn to delegate certain chores. This will involve

you learning to let go of needing everything to

be perfect. Explain what you want done as

simply and as specifically as possible but do

understand others have their own way of doing

things.

3.
Be a good example to the children. Avoid

complaining about work in front of them. Find

something which allows you to vent if necessary

or switch off by going for a walk. When you

leave work be fully present around your children.

4.
Stop feeling guilty. It

may be natural but it is

misplaced. Ask

yourself 'Why are you going back to work?' The

answer is because you need to so you can

provide the best type of life for your family. You

are doing it for them. What is crucial is that you

make the time at work as productive as possible

and the time with them at home as much fun as

possible (that means guilt-free!).

5.
Give yourself some quality time alone at some

stage during the weekend, even if only for an

hour of two. This will be something to look

forward to each week and will help you feel far

more energised.

Tips for a parent
returning to work

HANDOUT 3

Parents returning to work can be a very challenging prospect. They are back

engaging in full time employment after potentially years off, and not only have

the responsibility now of a new work routine but of keeping things afloat at

home also.

Here are some suggestions, which might help:
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TIME Management
Worksheet

40

HANDOUT 4

One change I will
make to manage
time better

Action Review

Two things I want to
make time to do

1.

My ‘Make time’
Plan Review

2.

Three things I will do
to manage my
time better

1.

Action Plan Review

2.

3.

TIME Management 2 (Things I want to do)

TIME Management 3 (Managing my time better)
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MONEY Management 1 (My Goal)

MONEY Management
Worksheet

HANDOUT 4

One change I will
make to manage
money better

Action Review

Two things I want to
do to make money

1.

Review

2.

Three things I will do
to manage my
money better

1.

Action Plan Review

2.

3.

My
‘Make money’

Plan

MONEY Management 2 (Making Money)

MONEY Management 3 (Managing my money)
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Session 6

Compiling A Personal Profile
and Building Self-Confidence

Aims

• To encourage and support participants to
strengthen self-knowledge and build
self-confidence

• To give practical guidance to participants in
compiling a personal profile

• To provide an opportunity for participants to
assess their individual strengths and
weaknesses and to carry out an individual
skills audit

Materials

Flipchart

Handouts

Handout 1 - Catching Confidence
Worksheet

Handout 2 - My Achievements
Worksheet

Handout 3 - Personal Skills Audit
Worksheet

Handout 4 - Qualifications, Work Skills,
and Experience Audit

Handout 5 - ‘Strengths and Weaknesses’
(SWOC) Worksheet

Assignments

• Personal Profile: Qualifications, Skills and
Work / Experience Audits; SWOC.

• Learning journal: Reflecting on the first two
weeks
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1. 75 mins

Building Self-confidence

• Opening Relaxation:
Encourage everyone to sit quietly, and breathe
as deeply as possible, thinking of a peaceful
scene perhaps by a river, rolling countryside,
or by the sea. (5 mins)

• Assignment Check-in:
How is everyone getting on with the
assignments? Would anyone like to share a
Learning Journal entry with the class? (15
mins)

• Talking about Education:
Ask participants to read through Handout 1
individually (5 mins), and then to form groups
of three or four to talk about your responses.
Each group nominates someone to feed back
to the class. (20 mins)

• Introduce the issue of self-confidence
and open it up for the group: invite general
comments. When do you tend to feel self-
confident – and when not? Why do you think
your self-confidence sometimes/often sinks
out of sight? (10 mins)

• Divide into pairs and ask each pair
to support each other to respond to the
‘Catching Confidence’ worksheet (Handout 1)
(10 mins)

• Each pair shares the main points of their
conversation with the group. General
discussion (10 mins)

• Brief presentation about confidence
and what it means, about the factors and
situations that undermine our confidence – and
those that help us build and strengthen it. (15
mins)

• Mention ONE thing they could do to build
their own self-confidence. (5 mins)

Tea break, 15 mins

2. 85 mins

Assessing Strengths,
Weaknesses and skills

• First things first! We all have many
achievements behind us, whatever or age or
circumstances. So what have YOU got going for
you? Ask participants to focus on the ‘My
Achievements’ worksheet (5 mins), and to
share whatever part of it they wish with the
group (10 mins).

• Brief presentation on skills: how to define,
describe and evaluate skills (15 mins)

• Invite participants to work individually (10
mins) on their skills audit.

• Ask participants general questions, comments
and feedback, and note them on the flipchart.
(10 mins)

• Divide into pairs and ask participants to
support one another in completing the
‘Strengths and Weaknesses’ (SWOC)
worksheet. (Handout 4) (15 mins)

• Closing Round: Gentle Rain energiser.

Timetable
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1. I am confident when
meeting new people

2. I am confident I can
learn from this programme

3. I am confident that I can
use what I learn in

daily life

4. I am confident about
speaking in a group

5. I am confident about
speaking to one other,

unfamiliar person

6. I am confident when
writing things down

7. I am confident that I
have valuable skills to offer

8. I am confident in
organising my day to day

affairs

9. I am confident in
situations which might be

difficult

10. I feel I am generally a
confident person

Catching Confidence

HANDOUT 1

Situations
At a Learning At Home Socially/ At work /

Centre with friends out and about

Highly Confident – 4 Confident – 3 Not Confident - 2 Very Low Confidence - 1

KEY
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What achievements in your life are you really proud of? Try and include
different areas of your life here – family, friends, education, work, sports,
hobbies, community and other activities, old achievements as well as
recent ones

1

2

3

4

5

6

My Achievements

HANDOUT 2

What would you like to achieve now and in the future? Don’t worry too much about
whether your aims are realistic or not! Aim as high as you like!

1

2

3

4

5

6
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People ................................................................... Using a computer or laptop .............................

Advising ................................................................ Attending to detail ...........................................

Standing up for people ........................................ Being thorough.................................................

Appreciating others .............................................. Being punctual..................................................

Being patient ........................................................ Budgeting .........................................................

Being understanding ........................................... Completing tasks ..............................................

Building relationships........................................... Following instructions ......................................

Caring for people.................................................. Gathering information .....................................

Delegating ............................................................ Getting things right ..........................................

Demonstrating empathy ...................................... Having an eye for detail ..................................

Explaining things .................................................. Organising tasks ..............................................

Expressing opinions without offending............... Managing with very little ...............................

Helping and supporting others ............................ Paying bills........................................................

Listening................................................................ Problem solving................................................

Managing people ................................................. Scheduling – making schedules & timetables

Motivating people ................................................ Imagination and Creativity...............................

Negotiating ........................................................... Finding imaginative solutions to problems.....

Open minded & non-judgemental ...................... Acting or performing........................................

Participating in group discussions ....................... Being adaptable / flexible .............................

Persuading ............................................................ Dancing ............................................................

Showing sensitivity and tolerance ...................... Decorating my home........................................

Supervising others................................................ Drawing and painting.......................................

Working well in a team........................................ Designing clothes .............................................

Working well with the public............................... Insight and intuition .......................................

Practical and Physical Skills.................................. Photography and video....................................

Assembling things................................................ Playing musical instrument .............................

Building things...................................................... Seeing alternatives...........................................

Cooking ................................................................. Seeing things from different perspectives......

Driving .................................................................. Showing artistic flair ........................................

Finding out how things work............................... Singing ..............................................................

Fixing or repairing things ..................................... Using imagination ............................................

Gardening ............................................................ Writing stories, poems or plays .......................

Hand-eye co-ordination ....................................... Visualising the future .......................................

Handling things with precision............................ Telling stories....................................................

Housekeeping (!) ................................................ Inventing and playing games..........................

Tick the activities below which you consider yourself to be skilled in.

Personal Skills Audit
�

HANDOUT 3
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Qualifications, Work Skills
and Experience Audit

HANDOUT 4

My Education and Training Qualifications

1

2

3

4

5

My Work Experience (paid and voluntary)

1

2

3

4

5

My Work-related Skills

1

2

3

4

5
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SWOC Worksheet
SSttrreennggtthhss,,  WWeeaakknneesssseess,,  OOppppoorrttuunniittiieess,,  CChhaalllleennggeess  

Strengths Weaknesses  

Challenges Opportunities

HANDOUT 5

Knowing your qualities and strengths helps you:
• be confident
• choose appropriate goals
• know when you can achieve goals
• see which situations you will handle well

List your strengths – the things about you that you feel are positive, the qualities you have – in the
top left-hand box. Fill it right up, and be as specific as you can

Now do the same with your weaknesses (you don’t have to fill up the whole box!), then think about
the challenges you face and, more positively, the opportunities you can avail of.
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Session 7

Managing Personal Change
Planning for Family – Work –
Life Balance

Aims

• To provide an opportunity for participants to
think about how they deal with change in
their lives, and to learn how to deal with it
more effectively

• To introduce the ‘Family – Work – Life Balance
Wheel’ and to encourage participants to look
at areas of their lives where they may want
to achieve a better balance.

Materials

Relaxation music (CD / iPod)
Crayons / marker / pencils for the Balance
Wheel

Handouts

Handout 1 - The Stages of Change

Handout 2 - Worksheet ‘How I deal
with change’

Handout 3 & 4 - Family – Work – Life Balance
Wheel and Worksheet

Assignments

• Assignments: ‘How I handled an
important time of change in my life’ OR ‘My
goals for achieving more balance in my life’
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1. 75 mins

• Opening Relaxation:
Encourage everyone to sit quietly, and breathe
as deeply as possible, thinking of a peaceful
scene perhaps by a river, rolling countryside,
or by the sea. (5 mins)

• Check-in with participants: how do they
feel they’re doing: any comments, queries or
particular challenges? (10 mins)

• Lead an open conversation
about change, encouraging
participants to say how they feel about it, and
why they might not like it (10 mins)

• Managing Personal Change –
short presentation (Powerpoint) (10 mins)

• Work in pairs on the ‘How I deal with
change’ worksheet (Handout 3), then each
pair shares with the group, and useful
strategies for dealing with change are noted
on the flip chart. (35 mins)

• Explain the assignment (5 mins)

Tea break, 15 mins

2. 85 mins

• Start with a conversation about
what we mean by ‘Family – Work – Life’
balance, and open up the topic for the
participants. (10 mins)

• Short presentation on Family –
Work – Life balance, including barriers to
achieving balance and what we can do to
achieve it (15 mins)

• Invite participants to fill in the
Balance Wheel, working in pairs. Each pair
feeds back to the group, and the comments
are recorded on the flipchart. (40 mins)

• Explain the assignment and help
participants to get started on it (15 mins)

• Standing Circle exercise (5
mins): participants stand together in a circle
with an arm around the person on either side.
They are invited to stand silently for a moment
and feel the support that exists within the
group for everyone in it. Thank everyone for
their participation and the circle breaks. Follow
up with a brief energiser such as ‘All Move’ to
raise our spirits and energy (5 mins)

Timetable
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HANDOUT 1

Relapse No intention of
changing

Trigger event

Thinking about
changing

Preparing to
change

Action to make
the change

N

ki

n

b

P

Sticking to it

Stages Of Change
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Here are TWO changes I’d like to make in my life in the near future

1

2

1

2

1

2

1

2

HANDOUT 2

How I Deal with Change

CChhaannggeess  IInn  TThhee  PPaasstt  

Here are TWO changes I’ve
made in the past

Did I achieve my goal for each
change? 

What HELPED me to make the
change?

Give examples of ACTIONS you
took to make the changes.

What made it easy or difficult 
for me to make the changes?  

CChhaannggeess  IInn  TThhee  FFuuttuurree

Think of TWO situations where you have had to make changes in your life.
This could be at home, with your family, at work, or in your community.

What made it easy or hard for you to make the changes? 
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• The sections on the BALANCE WHEEL represent important aspects of a balanced
life.  

• Rate your level of satisfaction with a particular area of your life by marking or
colouring in the number in the section of the wheel representing that part of
your life, with ‘1’ meaning it couldn’t get any worse, and ‘10’ meaning you
can’t imagine how it could be any better.   

• If you want to rate an area of your life that’s not on the wheel, just write it
down alongside – for example, community, or religion and spirituality, or
hobbies and  sports. 

• When you’ve filled in the wheel, do the worksheet to note what’s working
and what you’d like to change in each area of your life.    

Family – Work 
– Life Balance Wheel

HANDOUT 3
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What’s working well What I want to improve

HANDOUT 4

Family – Work – Life Balance
Worksheet

Life Area

Career (work, education…)

Finance (budgeting,
allowances, grants etc)

Personal Growth

Health

Family

Relationships

Social Life

Attitude

Community

Religion / Spirituality

Other
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Session 8

• Developing a Safe and
Healthy Lifestyle

• Healthy Eating and Nutrition

Aims

• To encourage participants to focus on their
own and their children’s health and
wellbeing, and to think about how key
lifestyle changes can help us to live fitter and
healthier lives

• To present information about healthy eating
and nutrition and to give participants an
opportunity to share tips on providing healthy
meals on a budget.

Materials

Powerpoint presentation

Healthy Cooking book
(to be distributed in class)

Handouts

Handout 1 & 2 - The Health Circle Worksheet

Handout 3 - Taking Responsibility
Worksheet

Handout 4 - Healthy Eating & Drinking
Guidelines

Handout 5 - Food Pyramid Worksheet

Handout 6 - Menu Planner

Assignments

Personal Profile:

• Write about FIVE achievable (SMART) lifestyle
changes that could help you (include your
family too if you like) to live a healthier, fitter
and more balanced life.

OR

• Draw up a menu for healthy family meals for
one week.
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Timetable

1. 75 mins

• Opening Relaxation:
Encourage everyone to sit quietly, and breathe
as deeply as possible, thinking of a peaceful
scene perhaps by a river, rolling countryside,
or by the sea. (5 mins)

• Check-in with participants: how do they
feel they’re doing: any comments, queries or
particular challenges? (10 mins)

• Check-in on progress with the Learning
Journal. Ask if one or two participants would
like to read us some of their journal entries.
(10 mins)

• Open up the topic of health and
lifestyle with a short Powerpoint presentation,
followed by discussion. (25 mins):

• Participants work in pairs to complete
the Health Circle worksheet (Handout 1)
(assessing health balance) and the Taking
Responsibility (lifestyle change) worksheet
(Handout 2). (15 mins) Each pair feeds back to
the class. (15 mins)

Tea break,
15 mins

2. 85 mins

• Start with a conversation
about the role of food in our lives - providing,
preparing, eating - and explore some of our
feelings about and experiences of food as
necessity, pleasure, and source of anxiety and
problems. (15 mins)

• Short presentation
on the role of food in ensuring our health,
fitness and overall wellbeing. Introduce the
principles of healthy nutrition (Handout 3) and
introduce the food pyramid (4). (15 mins)

• Ask participants to complete the Food
Pyramid (Handout handout. (10 mins)

• Distribute the cook books, ask the
participants to form pairs, and invite them to
suggest healthy menus for a family on a tight
budget. (Handout 5) (30 mins)

• Explain the assignment and help
participants to get started on it (10 mins)

• Standing Circle exercise
(5 mins): participants stand together in a circle
with an arm around the person on either side.
They are invited to stand silently for a moment
and feel the support that exists within the
group for everyone in it. Thank everyone for
their participation and the circle breaks. Follow
up with a brief energiser such as ‘All Move’ to
raise our spirits and energy (5 mins)
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HANDOUT 1

The Health Circle
Divide your health circle into 6 parts, giving the bigger part to the things
which are most important in your life. Then write in all the words you

associate with that part of your life.

Are you happy with the balance in your life,
or are there things you’d like to change?

Social

Community

Spiritial Physical

Mental

Emotional
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PPhhyyssiiccaall  HHeeaalltthh  is being able to
rely on your body to work efficiently and
relates to being phusically fit and well and
living to full physical potential.

MMeennttaall  HHeeaalltthh is the ability to
think clearly and coherently.

EEmmoottiioonnaall  HHeeaalltthh is being able
to recognise and express emotions such as
fear, joy, grief and anger. It may also
mean coping with normal stress, tension,
depression and anxiety that are part of
most people’s lives.

SSoocciiaall  HHeeaalltthh  is being able to
relate healthily to other people.

CCoommmmuunniittyy  HHeeaalltthh is about
promoting healthy and caring
communities and neighbourhoods. It’s
difficult to be healthy in a society that
doesn’t provide the resources for basic
physical and emotional needs.

SSppiirriittuuaall  HHeeaalltthh may be
expressed through religious beliefs and
practices, love of nature, and is also to do
with personal and moral beliefs and ways
of achieving peace, serenity and creativity. 

61

Being healthy is more than the absence of sickness and disease. It’s also
about feeling good about yourself. 

Being healthy requires a number of things: 

• Understanding how your body works and what it needs to stay fit and well

• Believing that your health matters

• Being aware of what illnesses may affect you

• Knowing how to protect yourself against illness and disease

• Being able to read leaflets and understand health campaigns

• Knowing what services are available and how to access them 

HANDOUT 2

Staying Healthy

The Health Circle –
Six Types of Health
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Lifestyle ‘DON’T’S’          CHANGE  Plan     

HANDOUT 3

Taking Responsibility Worksheet
Look at your lifestyle and list the things which are not good for your health. Then ask

yourself what you can do to change.  
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• Eat a variety of different foods using the food pyramid as a guide

• Eat the right amount of food to be a healthy weight and exercise regularly

• Eat four or more portions of fruit and vegetables every day

• Eat more foods rich in starch – bread, potatoes, pasta, rice etc

• Eat more foods rich in fibre – brown bread, porridge, unsweetened muesli,
potatoes, fruit and vegetables

• Eat less fat, especially ‘saturated’ fats. Choose ‘low fat’ options when possible.
Ovenbake or grill instead of frying food

• Strictly limit the number of sugary drinks and sugary and fatty snacks (like crisps)
you eat during the day or the week.

• Use a variety of seasonings – try to use less salt to flavour foods

• If you drink alcohol, drink sensibly, preferably with meals, and try to keep to not
more than 14 units of alcohol per week.

• Drink several glasses of plain tap water every day 

Healthy Eating and
Drinking Guidelines

How much is one unit of Alcohol?

HANDOUT 4
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Food Pyramid

HANDOUT 5
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HANDOUT 6
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Session 9

Parenting and Family
Communication

Aims

• To provide information on early childhood
development and effective parenting
strategies for young children

• To provide information on issues for
teenagers and effective family
communication strategies for children aged
twelve to sixteen

• To provide opportunities for participants to
share positive experiences and challenges of
parenting

• To provide opportunities to practice new skills
and approaches

Materials

Powerpoint on ‘Family Communications’

Handouts

Handout 1 - Experience of Parenting
- Group Exercise

Handout 2 – A Guide to Early Childhood
Learning

Handout 3 - Understanding and
Parenting Teenagers

Handout 4 - Useful Contacts for
Information on Parenting
Courses

Handout 5 - Worksheet for Assignment

Assignments

Assignment: Using the worksheet distributed:

• Select one aspect of parenting / family
communication that is currently challenging
and explain why

• Select one new strategy you have learned
about in the Family Communications session
that you will practice with your family and
make a plan for how and when you will do
this

• Follow through on your plan for practicing the
new strategy

• Reflect on how your plan went – what
worked well; what did not work so well; and
how you would change things when using
this strategy again

• Learning journal: Reflecting on the 9th
week’s learning
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Timetable

1. 75 mins

1. Introduction

• Opening Round: Ask each participant
to share stories about where their own names
came from and what names they gave their
children and why. (15 mins)

• Setting the Context: Say some-
thing like: Parenting and raising children is one
of the toughest jobs that any of us will do. It is
hard enough in two parent families but
especially tough as a lone parent who has all
the responsibility on their own. It is also
something that we are expected to be able to
do automatically without any training or
support. We all do the best we can with what
we have as parents. If we get more
information and support, then it is very likely
that we will be able to do a better job. None
of us are super parents and we all make many
mistakes and wish we had done things
differently – this is the nature of being human.
We need to acknowledge our efforts while not
beating ourselves up for the mistakes and the
tough days. Today’s session is about getting a
brief overview of information and strategies
for parenting. We will focus on young children
and teenagers as these can be the most
challenging times. (5 mins)

• Session Outline: Outline the plan for
the session (5 mins)

• Sharing Experiences of
Positive Experiences and
Challenges:
• Break the large group into small groups –

allocate participants on the basis of
whether they have young children or
teenagers. Ask each small group to :

• Share information on the number and ages
of their children

• Share positive experiences of parenting –
what they enjoy most and what works well
for them in their parenting role

• Share parenting challenges – what they
enjoy least and find frustrating

• Return to the large group and invite
participants to comment on the information
share.

• Take note of common positive experiences
and challenges on the flip chart

• Provide validating comment and summary
where appropriate (40 mins)

2. Early Childhood

• A Guide to Early Childhood Learning

(Powerpoint presentation) (20 mins)

Tea break,15 mins
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2. 85 mins

Invite questions and comments on the Early
Childhood Learning presentation (10 mins)

3. Teenagers

• Understanding and Parenting Teenagers
(Powerpoint presentation) (20 mins)

• Invite questions and comments on the
Understanding and Parenting Teenagers
presentation (10 mins)

4. Parenting Programmes

Ask group if anybody has ever been on a
parenting programme and if so, what they got
out of it

Comment on the benefits of parenting
programmes in general

Highlight the useful contacts handout and
comment on it (10 mins)

5. Assignment Guidelines

Clarify guidelines for assignment and answer any
queries from participants (10 mins)

6. Closing Round:

Pick a colour that represents how you are feeling
at the end of this session. Ask each person in the
group to share what colour they selected and
why (10 mins)
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HANDOUT 1

Your Experience of Parenting
1. How many children do you have and what ages are they?

2. What do you enjoy most about parenting and what aspects of parenting work
well for you?

3. What challenges do you experience as a parent – what do you enjoy least
and/or find frustrating?

Group Exercise
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As a parent, you have many
responsibilities. This may sometimes
seem to be a daunting task, but with
understanding of how a child
develops, you will be able to
understand what your child needs.

Play
The importance of play cannot be emphasised
enough. The learning that a child does through play
is invaluable to their future learning patterns and to
developing their skills so that they can become a
happy, motivated, competent adult. Play is an
imaginative way to give young children the
opportunity to think about everything that they are
doing and seeing, and discover new things.

Children are compelled to find out things through
their senses. When an eighteen month old puts
sand in his/her mouth, he is discovering the
texture, the taste, the sound it makes, what it is and
what it does. He/she is not concerned about how
dirty the sand may be.

Risk taking is a necessary and important part of
growing and becoming independent. When children
are too often told “Don’t do that” or “You will hurt
yourself”, it is possible that they will learn not to
trust themselves.

Emotional Needs
Love and security are the most important emotional
needs. Children require dependable, stable,
affectionate relationships to be able to thrive.
Security comes from the continuous care and
attention that you offer while your child experiences
all the new things that they need to come to
understand the world.

Attachment
There are four characteristics of childhood
attachment:

• A need to be near the people the child is
attached to

• A return to people the child is attached to when
feeling threatened or fearful

• The attachment figure being seen as a secure
base from which the child can explore the
surrounding environment

• An occurrence of anxiety in the absence of the
attachment figure.

So when your one year old is clinging to you in a
new situation, it is a natural part of being attached
to you. When your two year old follows you around
the house, it is because he/she needs to be near
you at that time. It is also the reason why your child
may get very upset when you have to leave
him/her for a period of time. When leaving your
child, it can be distressing for you as well and it can
be tempting to try to sneak away. It is important,
however, that you don’t leave children without
letting them know that you are going, but that you
will be back.

New Experiences
Language and play are the tools that your child uses
to explore new situations and make sense of them.
New experiences help your child to learn new
things

Encouragement
Encouragement and recognition are vital for children
in helping them to keep trying, even when things
are not going well. Encouragement is based on
providing children with specific information on how
they are doing at a task. For example, saying to
your child “Well done for picking up all your train

71

HANDOUT 2

A Guide to
Early Childhood Learning (0 to 6 years)
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set” or “Look at how you fastened your buttons, I
know you found that hard to do yesterday”. This
type of encouragement is more helpful that non
specific praise such as “You’re such a good boy” or
“That is marvellous, aren’t you a wonderful girl”. It
can be hard for a child to understand what “good”
means as it covers a multitude. Encouragement is
describing what your child has done well and
focusing on the effort and enjoyment put into the
task.

Responsibility
Giving responsibility to children when they are
ready and able for it builds their confidence in their
own abilities. It helps them to feel comfortable
using their own initiative. For example, get your
two year old to take his/her cup and plate into the
kitchen for washing up. This can then extend to
him later helping to do the washing up.

Supporting your Child
Be sensitive to your child’s feelings. Your child
should learn “When I cry someone will comfort
me, when I am hungry or thirsty, I will be given
food and drink. If children are not responded to in
an empathetic way when they are hurt or feeling
emotions, they learn that it is not ok to say that
they feel pain or they feel upset. This stops them
from asking for help as they have learned that
they will not be listened to. For them to feel safe,
happy and able to deal with life they need to
know that they can rely on the adults around them
to provide them with emotional support.

Talking and Listening
Look out for how you talk and listen to your child.
Communication plays an important role in helping
children to feel special. Taking time to listen to
your child can be hard, especially when you are
busy but it is important to find the time.

Positive Attitudes
The way adults model their behaviour is important
to your child’s perception of the world and the
people in it. You build a child’s self esteem by
helping them to see their strengths and by

showing them that they can work at things that
are not so easy. Children will learn that they are
effective at changing things for themselves.

Social Development
It is important that children are encouraged to
develop friendships and relationships with other
children of their own age. This will help them to
learn about the give and take of relationships.
They need to learn about listening to others,
sharing and taking turns. Playing with friends does
not just keep children occupied and happy, it also
helps them to realise how they have to manage
their behaviour to fit in with others. You can help
your child by showing how you respond to the
people in your life and how you maintain
relationships with family and friends even when it
is hard to find the time.

Supporting your Child’s Emotions
Children need understanding and guidance in
learning how to control their emotions in an
appropriate way. However, they have to be at a
certain stage of development for this. Your
eighteen month old has no real idea of how others
feel – when she slaps another child it is because
her territory has been crossed and she is anxious,
frustrated or angry. These emotions are all genuine
– it is only through time and with support and
encouragement that she will learn how to act in an
appropriate way.

Limits and Boundaries
Your child needs to know the limits and boundaries
that you have set. These boundaries should be
consistent and based on safety and respect for
oneself and others. Emphasis should be on the
“do….” with only a few consistently observed
“don’ts . . .”

Recognition and Attention
Children need attention from the adults in their
lives. When your child acts up, you may think
he/she is just looking for attention as if this is a
bad thing, but attention is necessary for a child.
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If he is behaving in an unwanted way, it may well
be his/her way of communicating that he is not
getting enough of the right attention.

Reinforcing Positive Behaviour
“Catch” your child behaving well. Give positive
feedback by saying “I see that you gave John your
trust to play with – that was a kind thing to do”;
“You put away your shoes so that no one would
fall over them and that was a clever thing to do”

Managing Conflict
Amy (aged 3) and John (aged 4) are playing. John
has taken a small truck from Amy and she has hit
him, shouting at him to give it back to her. They
are both pulling on either end of the truck. Both
children are upset, Amy is crying and John is
shouting.

Steps to managing this conflict:
• Remain calm and approach the children
• Stop any hurtful actions
• Get down to eye level
• Be gentle in touch and use a calm voice
• Acknowledge hurt and feelings – you seem

upset, tell me what happened
• Calmly ask for the truck so that they can focus

on the situation and not the toy
• Do not take sides – remember you may not

have seen the whole show so do not make
assumptions.

• Listen to what is said and then restate the
problem as they have told it to you

• Ask the children for ideas on how to solve the
problem. Encourage them to think about a
solution that is acceptable to both

• If they cannot come up with a solution then
make a suggestion but accept their response to
your suggestion

• Stay near them for a while to check that they
are alright and the solution is working

Physical Development
Physical development is to do with gross motor
and fine motor skills. These skills are very closely
linked. Gross motor skills are the ones we develop

by climbing, pushing, pulling, and jumping on and
off things. Fine motor skills are the ones we use to
cut with scissors, to write, to draw, to tie up
shoelaces.

Activities that help to develop
these skills are:
• Playing outdoors where the child can dig, play,

ride, pull, push, climb and hide in and under
things.

• Babies like objects that they can investigate
• Toddlers need all that a baby needs but also

water, sand, play dough, and paint
• Pre school children need the opportunity to take

things like cereal boxes, kitchen towel rolls and
create from their imagination

• Children need materials but these don’t have to
be ready made. A simple sheet hung over the
sofa will do the same thing as a wendy house –
it is a space to play in and hide from, to imagine
and to be quiet

Play involves a base number of skills
and outcomes, some of which are:

• Practice
• Confidence building
• Exercise
• Development of concentration
• Provoking thought
• Problem solving
• Therapeutic
• Practical knowledge
• Different materials
• Intellectual development

Play helps children to develop their
creativity. Activities can include:

• Movement
• Music
• Reading and storytelling
• Painting and drawing
• Let’s pretend
• Gardening

SYF Session 9 D3:Layout 4  24/06/2012  12:47  Page 8



74

It is important to understand what early teenagers
are like – what pressures they are under, and what
you can reasonably expect them to do. Unrealistic
expectations frustrate both the parents and the
teenagers. Being aware of what other teenagers
your teenager’s age can do, can guide you in
helping your teenager change behaviours.
However, it is important to remember that all
teenagers are different and develop different
behaviours and abilities at different times.

Teenagers need lots of parenting and teaching.
They need to learn to act responsibly, do well in
school, learn skills for life and work.

Teenagers are constantly learning new behaviours
– to speak the latest slang, to play video games or
to compete as part of a team. These are examples
of behaviours we like or at least we can live with.
Unfortunately, teenagers also learn behaviours we
don’t like such as fighting, sulking, talking back,
and leaving their things scattered around.

Teenagers do what you do – the positive things
and the negative things. They want to be like their
parent, as little as they may want to admit it.
Above all, they want to be and be treated like
grown ups

What Makes Teenagers the Way
They Are

• Genetic factors, basic temperament, “born that
way”

• Family influences
• Peer influences
• Community and school environment
• Media influences

Tips to Prevent Quarrels

• Every teenager needs a few things that he or
she does not have to share. To avoid
unnecessary quarrels, let each of the teenagers
know exactly what these things are

• Teenagers do need space for themselves, so
allow them this privacy

• Every teenager needs to have their own special
activity – help them to find it and encourage
them to have fun at it

• Teenagers need to have some time alone with
their parent – set aside special time for being
alone with each teenager in the family

• Try not to interfere in quarrels unless there is an
immediate danger to a teenager – teach your
teenagers how to solve their own
disagreements

• Do not threaten your teenagers by saying “I
won’t love you if you do that”. A teenager
should know that the parent will still love them
even if they do bad things sometimes. A
teenager may react by saying he or she does
not love you, but do not take that seriously

• Congratulate and praise the teenagers every
time they settle their own quarrels without
name – calling. Help your teenagers understand
that disagreements are normal and that you
have them too

• Set a positive example and your teenagers will
eventually come to follow your example

HANDOUT 3

A Guide to
Understanding and Parenting Teenagers

(12 to 16 years)
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What to do when you think you
can’t stand any more.
Reacting to your teenager when you are mad isn’t
helpful for your or your teenager. When you are
feeling like you may take your anger out on your
teenager or are so mad you don’t know what else
to do, try one of the following suggestions:

• Leave the room – take a time out for yourself
• Count to ten or think about your breathing
• Do something else – anything to help you cool

down
• Keep your sense of humour – take a step back

and try to take yourself out of the situation –
this sometimes helps you to see things in a
different light

“Our Time”
The goal of “Our Time” is to increase enjoyable
time spent with your teenager and to make both
parents and teenagers feel better about each
other. Our Time is the teenager’s special time to be
with the parent, doing what the teenager wants to
do. You could spend a short time each day or a
longer time once a week. Tips for “Our Time” are:

• Give your teenager your undivided attention
• Reward good behaviours you like with your

attention and comments and try to ignore minor
bad behaviours

• Don’t give directions or criticise
• Ask questions but not questions that criticise
• Try to remember how good it felt when you

were a teenager to get a parent’s undivided
attention.

Rewards
Rewards are used to get more of the behaviour
you want from your teenager. You can get more of
that behaviour by following it with things your
teenager enjoys. For example, a teenager might
be willing to spend more time on homework if
that gets the teenager a chance to play a game
with the parent. This works, of course, only if the
teenager likes playing games with the parent.

• Give a reward only after the behaviour you want
occurs. If the behaviour does not occur, don’t
give the reward. Never give the teenager the
reward before he or she gives you the
behaviour – only after.

• Reward often
• Reward right away
• Look at the teenager
• Tell your teenager what you liked
• Be excited
• Pair rewards with smiles and praise

Parents’ Goals and Objectives for
Teenagers

An important task for parents is deciding what
behaviour we want from our teenagers and
spelling that out in specific objectives for them. A
goal might be “ I want Tony to be responsible”. An
objective would be a specific step toward that goal
such as “I want him to do his homework without
being reminded”.

Tips for setting objectives for your teenager are:

• Begin with “I”
• Be clear
• Say what you want, when you want it, and how

often
• Be positive – If you want to decrease or stop a

behaviour, think of what you want your
teenager to do instead of the unwanted
behaviour. For example – “I want Mary to
answer politely when I talk to her” rather than
“No back-answering or cheek”

Communication Skills

Speaking:
• Use “I” messages
• Don’t be long winded
• Check to see if your teenagers are listening
• Be specific and say what you want
• Be positive
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Listening:
• Look at the teenager
• Show you understand – look at the teenager

and nod your head
• Ask questions when you don’t understand or

want more information
• Want to hear what the other person has to say
• Although you may not agree with what your

teenager says, respect their point of view
• Don’t give advice unless asked

Family Meetings
Family meetings are a very effective way of
getting a handle on issues and needs within the
family. They are particularly valuable for families
with limited resources of time and money who
often have to make hard choices. They are a great
alternative to deciding things on the spot that
really should have been thought about. Family
meetings help to:

• Increase family unity
• Increase family cooperation and decrease family

conflict
• Increase mutual respect
• Increase family organization and decrease last

minute crises
• Teach social skills, negotiating, communicating,

and solving conflicts

A sample agenda for a family
meetings is:
•• CCoommpplliimmeennttss – this is a time for each family

member to mention some of the good things
one or all members of the family have done in
the past week

•• SScchheedduulliinngg  TTiimmee – each person discusses what
they need to do or have ready in the coming
week and what arrangements they need to
make to ensure things go smoothly

•• FFaammiillyy  BBuussiinneessss  – business is anything that
requires parents’ decision

•• HHoouusseehhoolldd  TTaasskkss  – this is a time to check in on
how well teenagers have done their household
tasks during the week

•• FFaammiillyy  TTrreeaatt  – the meeting could end with a
family game, an activity the whole family
enjoys or a dessert. This increases good feelings
and gets the week off to a start.

Think about a suitable time and place and who will
run each meeting – this could be the same person
or the responsibility could rotate.

Understanding Peer Pressure
Peer pressure is usually pressure teenagers feel
because they want to be liked, have friends, be
cool and fit in. It is more like being pulled than
being pushed. Fitting in, being accepted, having
friends is important to people of all ages but it
gets easier as we get older. For teenagers, life is a
real balancing act between fitting in and having
friends on one hand and being themselves and
doing what you hope they think is right on the
other. This is a tough time for them. That’s why
they are often so desperately eager to fit in, so
anxious over everything from spots, to shoes, to
school bags, to the “right” music. That’s why your
support is so important, even if they appear to
shrug it off or discount it. You can strengthen their
resistance to peer pressure, not by opposing it
directly, but by valuing your teenagers, taking their
hopes and dreams seriously. Your expectations,
standards, and limits are the most important
expression of your love and commitment for your
teenager. This is a tough balance to hold.
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Drug and Alcohol Abuse
Some teenagers are more likely to develop
problems for reasons that have nothing to do with
how good a parent you are. Some children are
born with temperaments that make them more
likely to feel anxious, or angry. For a variety of
reasons, some teenagers find themselves under
more stress than others.

Reasons Teenagers Use Alcohol,
Tobacco and Drugs:

• To feel grown up

• To fit in and belong

• To relax and feel good

• To take risks and rebel

• To satisfy curiosity

Teenagers are less likely to use
alcohol, tobacco and drugs if
parents:

• Don’t use alcohol or drugs or drink responsibly
and in moderation

• Don’t use alcohol or drugs to solve problems or
relieve stress

• Encourage activities that build a strong and
positive sense of self

• Promote positive alternative activities to alcohol
and drug use

• Are sensitive to what teenagers feel, but still set
appropriate limits

• Provide structure, discipline, and consistency

• Develop open family communication

• Help teenagers learn goal-setting, decision
making, and conflict resolution
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BARNARDOS
Barnardos National Office, 
Christchurch Square, 
Dublin 8
Tel: +353 (0) 1 453 0355 
Callsave: 1850 222 300 
Fax: +353 (0) 1 453 0300 
Email: info@barnardos.ie 
CUIDIU

Carmichael House,
Nth Brunswick street,
Dublin 7.
Tel (01)8724501
Email cuidiuwebsite@gmail.com

HELP ME TO PARENT 
Tel: 087 6890582
Email  email: 
info@Helpme2parent.ie 

ISPCC
29 Lower Baggot Street, 
Dublin 2
Tel  01 6767 960

ONE FAMILY
Runs parenting programme
for one parent families
One Family
Cherish House
2 Lower Pembroke Street
Dublin 2
Tel  : 01 662 9212
Fax: 01 662 9096
Lo-call info line: 1890 66 22 12
Email:info@onefamily.ie

PARENTSPLACE
Parentsplace
15 Bremore Castle,
Hamlet Lane
Balbriggan
County Dublin
Tel  : 086-6004340
Email: info@parentsplace.ie
http://www.parentsplace.ie

Also, check for information on
parenting programmes in your
local area by getting in contact
with the Local Area Partnership;
the Local Drugs Task Force; and
your local Family Resource
Centre.

HANDOUT 4

Useful Contacts for Parenting
Programmes and Support

Many parents find parenting courses to be a useful way of gaining an understanding of what
causes children to behave in certain ways and of positive things that parents
can do to get the behaviour that they would like to see. The following are

some ideas on organisations that run parenting courses:
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HANDOUT 5

Assignment Worksheet
1. Select one aspect of parenting / family communication that you find hard  and
explain why:

2. Select one new approach  you have learned about in the Family Communications
session that you would like to practice with your family and write a plan for how
and when you will do this:

3. Follow through on your plan during the coming week at home and write exactly
what you did:

4. Reflect on how your plan went – what worked well; what did not work so well; and
how you would change things when using this approach again:
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Session 10

Compiling a Job Seeker’s
Toolkit

Aims

• To facilitate participants to compile a toolkit
of documents essential in applying for jobs.
Documents will include: CV, cover letter,
referees’ contact details, completed sample
job application, notes on contacts and
networks

Materials

Powerpoint presentation
(notes to be distributed in class)

Handouts

Handout 1 - How to do a good CV

Handout 2 - Sample CV

Handout 3 - Sample Cover Letter

Assignments

Toolkit:
1. Do a CV for yourself (or update your previous

CV)

2. Write a cover letter for a job you have seen
advertised

3. Find two appropriate Referees, and include
their contact details in your CV

4. Fill in an application form for a job or course
you have seen advertised (you may have to
write or email to request the application
form)
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Timetable

1. 75 mins

• Opening Relaxation: (10 mins)

• Check-in with participants: how do they
feel they’re doing: has anyone started to make
the lifestyle changes they identified last week?
(10 mins)

• Open up the topic of job seeking by
asking participants if they have a CV, and if
they have been applying for jobs or to return
to education. (10 mins)

• Short Powerpoint presentation and what
everyone needs to have in their ‘Job Seeker’s
Toolkit’, focussing on each of the different
elements: CV, Cover Letter, Job Application
Form and so on. (10 mins)

• Continuing the Powerpoint, take
participants through both the ‘nuts and bolts’
and the content of a basic CV. (20 mins)

• Participants begin to work on doing
their own CV (15 mins)

Tea break, 15 mins

2. 85 mins

• Participants continue working on
their CV, with individual support from the tutor.
(30 mins)

• Complete the first draft of
the CVs, and ask each participant to
briefly mention the job advertisement they
have brought along to the class, and any
application form if relevant. Ask them to write
a cover letter, and to start completing the form
(if required) (30 mins)

• Open up to a group
discussion: how did participants find
doing the CV and cover letter? Any concerns or
challenges? Any comments or queries? Any
further support needed? (10 mins)

• Explain the assignment,
emphasising the need for first-class
presentation and accuracy. Allow time in class
for continuing to work on the second drat of
the CVs and Cover Letters. (10 mins)

• Closing round (5 mins)
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HANDOUT 1

How to do a good CV
Your CV (Curriculum Vitae) and cover letter are usually the first impression
that a company or organisation gets of you, so they have got to be perfect.

That means knowing how to make your achievements shine!

• CVs give basic information about you, your
education, work experience, skills and
achievements.

• Cover letters explain why you want the job
and what makes you the right person for it.
CV sussed

• Keep it simple. Print the CV in black ink on
white A4 sized paper. You want it to be your
achievements that stand out, not your use
of bright pink paper!

• Use a clear, easy to read letter font like Arial
or Times New Roman.

• Don't try to put everything about yourself
into the CV. Stick to two pages of the most
relevant and important info: potential
bosses don't want to know about the Irish
dancing medal you won when you were six!

• Start with your name and contact details at
the top so that they're easy to see.

• Make sure to include your date of birth,
education, qualifications, relevant jobs and
work experience, achievements and
interests that help prove you've got the
right skills for the job.

• Don't include (unless you're asked) gender,
info on your children, a photo, if you're
married or not, state of health, nationality
or reasons why you left other jobs.

• Change your CV for each job you apply for.
Look carefully at the job description and
emphasise the skills or experience
mentioned.

• If you're asked for referees, include a past
employer, teacher or sports coach. Make
sure to ask that person if they will give you
a reference. If you're not asked write
'References available on request' at the end
of your CV.

• Read over the finished CV a few times and
make sure there are no spelling mistakes.

CV language
• Keep sentences short, sharp and positive.

Like “Developed training manual for new
employees” or “Gained valuable experience
in team-leading and problem solving”.

• Make sure your CV is up to date. There’s no
need to include information that’s more
than five years old, unless it’s relevant to
the job you’re applying for.

• Use bullet points to list your duties, skills
and achievements in recent jobs.

• Don’t include useless information just to fill
space. Nobody wants to search through all
the part-time jobs you had in the last 10
years!

• Keep your CV positive and make sure to
highlight your achievements.

• Don't lie about your experience and skills:
you’ll get caught out eventually!

Further Information:
CVCafe.ie; fas.ie; spunout.ie

CV information adapted from www.spunout.ie
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HANDOUT 2

Sample CV
Mary O’Brien
103 Dunore Drive
Tallaght
Dublin 18
Mob: 083 111 2244
maryobrien@example.com

SKILLS

Languages - Fluent in Spanish, Intermediate French

Computer Skills - Microsoft Office, several popular accounting packages

Office Management Skills - Very experienced

Personal Interests - Member, Toastmasters International; Volunteer, Children’s Rights Organisation;
GAA Dublin Senior Women’s Football Team;

EMPLOYMENT

• First Company, Inc., Dublin
January 1, 2007 - present

Customer Service Manager
• Oversee Customer Service Department
• Supervise Customer Service Representatives
• Winner, First Company Excellence Award

• Second Company, Dublin
January 1, 2004 - December 31, 2006

Administrative Assistant
• Route incoming telephone calls
• Type official correspondence
• Distribute mail and interoffice memoranda
• Responsible for administration and reconciliation of petty cash fund
• Helped implement new telephone system

EDUCATION

NAME of College or Course Provider
Degree Award Title & Level: Date:

NAME of College or Course Provider
Degree Award Title & Level: Date:

School
Leaving OR Junior Certificate Date

ADDITIONAL INFORMATION

Eg Driving Licence; Voluntary Work; Relevant interests.

REFERENCES

References supplied on request.
OR
Names and addresses of Referees (two or three usually requested)
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Sample Cover Letter

Jane Doherty
2 Main Street
Oakstown
Co Dublin

Tel: 01 1234567
Email: jane@mailme.ie

4th June 2011
[NAME]
[Title]
[Organisation]
[Address]

Dear Mr./Ms. Last Name:

I wish to apply for the position of Retail Sales Manager as advertised on your website.

I have 5 years experience in the retail business, and have worked my way up to management level.
For the past two years I have been and assistant sales manager and and I now wish to progress to a
more senior role.

As you will see from my CV, I am an extremely reliable, enthusiastic, and hard working person,
with a passion for good customer service.

I look forward to hearing from you soon.

Sincerely,

Jane Doherty

HANDOUT 3
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Session 11

Social Welfare Information

Presentation by Trainer/Facilitator from INOU
(Irish National Organisation of the Unemployed)

Aims

• To present information on Social Welfare
system, as relevant to SYF participants

• To ensure participants are aware of their
rights in relation to Social Welfare

• To respond to any specific queries and
concerns participants may have

• To advise further referrals where necessary

Materials

Powerpoint presentation by INOU Trainer
(to be distributed in class)

Assignments

• Continue working on Job Seeker’s Toolkit

1. 75 mins

• Opening Relaxation (5 mins)

• Group check-in (5 mins)

• Check-in on progress with the Learning
Journal. Ask if one or two participants would
like to read us some of their journal entries.
(5 mins)

• Introduce guest speaker from INOU

• Powerpoint presentation on Social Welfare
by guest speaker (60 mins)

Tea Break (15 mins)

2. 85 mins

• Guest speaker continues presentation,
including case studies and examples (20
mins)

• Questions and comments from participants
(50 mins)

• Closing round: Check-in with participants:
what have they learned in this session, and
how will they apply this learning? (15 mins)
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Session 12
E-Guidance Tools

Aims

• To give an overview of the E-GUIDE, its
process, aims, and benefits

• To provide an opportunity for participants to
complete EGUIDE tools

• To see where each participant is at in terms
of career knowledge / training / ambition

• To complete participant records for guidance
work and monitoring purposes

Materials

Powerpoint presentation

Handouts

Handout 1 - E-Guide Information sheet

Handout 2 - E-Guide participant record
(to be distributed in class)

Assignments

• Learning Journal:
‘How am I doing?’

Timetable

1. 75 mins

• Group Check-in ask participants to
reflect on how they’re getting on with the
assignments (15 mins)

• Introduction to EGUIDE (30 mins) and
Questions and comments (10 mins)

• Set up participants on computers
offering support to those not familiar with
computers. Ensure everyone has audio etc
(20 mins)

Tea break, 15 mins

2. 85 mins

• Complete TEST: Interest Explorer and
Complete TEST: Personality Quiz (60mins)

• Do EGUIDE records with
participants, one-to-one, while tests ongoing

• Feedback – how was it? Clear? Fun?
Surprising? Questions and comments (15
Mins)

• Schedule one-to-one mentoring
sessions (10 mins)
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HANDOUT 1

What is the E-Guide?
E-GUIDE is a set of innovative online assessments to help job seekers fit themselves into the
right career and working environment. The E-Guide was developed by Ballymun Job Centre

together with other EU partners.

OPEN staff were trained by Ballymun Job Centre to deliver the EGUIDE tools to participants on the

Shaping YOUR Future programme.

Shaping YOUR Future uses two EGUIDE tools: Interest Explorer, and Personality Discovery. Each

tool consists of an online questionnaire using animated ‘cartoons’ with a voice-over and text, so

the learner can see, hear and/or read each question. The learner completes the tools on a

computer, using headphones. Results are generated by computer, and fed back to individual

participants in one to one sessions with the tutor.

Interest Explorer asks the learner to decide what kind of activities they might like to do, and

matches preferences with working environment ie, relating interest types to career types. It’s

important to note that the tool asks learners if they would LIKE TO do something, and not if they

can ALREADY do it. It tests preferences not skills.

Personality Explorer is a quiz which looks at the way you behave in different situations. Your

personality is unique to you and becoming more aware of your personality can help you to

understand the type of career that might suit your own personal style. Different work

environments allow different personality types to flourish. Finding a career that matches your

personality can help to ensure you are happy and that you stay with it. The tool shows you a

number of different characters behaving in different ways in everyday scenarios. You decide

whether you would behave in the same way in the same situation.

Results are generated by computer, and a one-to-one feedback session is then held with each

participant. Outcomes of the E-Guide assessments are discussed, and the participant is supported

to decide on personal and career paths to follow, including further education and training as

appropriate. They then make a plan and identify the steps involved in achieving the stated

goals. The participant is supported to identify necessary resources and contacts, and linked in

with local and other services where appropriate. Support continues to be offered and progress

checked for an appropriate length of time, and depending on organisational resources.
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Session 13

Communication Skills:
Listening, Conversing,
Discussing

Applying For A Job
Or Educational Course

Aims

• To support participants to develop Active
Listening skills, and to contribute to focussed
conversations and discussions

• To give participants an opportunity to practice
completing a sample job or education course
application form

Materials

Powerpoint presentation

Handouts

Handout 1 - Active Listening Skills

Handout 2 - Listening Skills Group Exercise

Handout 3 - Listening Skills Pairs

Handout 4 - Listening Skills Self-Evaluation

Assignments

Personal Profile:
Complete the ‘Listening’ Worksheet
and the Listening Skills Self-Evaluation
Worksheet

Jobs Toolkit
Fill in EITHER the sample job application form
OR the education course application form
(to be distributed in class)
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Timetable

1. 75 mins

• Opening Relaxation: (5 mins)

• Check-in with participants: how do they
feel they’re doing: any comments, queries or
particular challenges? (10 mins)

• Open up the topic of job seeking by
asking participants if they have a CV, and if
they have been applying for jobs or to return
to education. (10 mins)

• Listening energiser (10 mins)

• Short Powerpoint presentation on
Active Listening (Handout 1), followed by
questions and comments (10 mins)

• Participants work in pairs on the group
listening exercise (Handout 2) (35 mins)

Tea break, 15 mins

2. 85 mins

• Invite pairs to feed back to the
group about their experience of doing the
listening exercise (15 mins)

• Allow some time for participants
to complete the Listening Worksheet (Handout
3) (10 mins)

• Introduce NEW topic – filling in job
applications. Invite participants to share their
previous experiences of doing applications,
especially successful ones ( 15 mins)

• Distribute the job and education
course application forms and allow time in
class for participants to begin to fill in one of
the other. Participants should complete their
application forms for homework. (40 mins)

• Give participants a sample
job specification so they can prepare
for the mock job interview in Session 15.

• ‘Gentle Rain’ energiser to finish
up with (5 mins)
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Active Listening
Group Energiser

Project the image below from powerpoint on listening

Instructions:
• Invite the group to stand in a circle – ensure everyone can see screen clearly.

• Under each letter of the alphabet is another letter – either L, R, or B.

• Read through the alphabet, slowly, and when you say each letter the group should raise their Left
arm if there is an L under that letter, their Right arm if there is an R under that letter, and Both
arms if there is a B under that letter

• Adapt to suit group – you can keep going faster, or call out letters at random. People can raise
hands instead if any mobility problems
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HANDOUT 1

Active Listening Skills
Hear what people are really saying

DDoonn''tt  iinntteerrrruupptt  wwhheenn
ssoommeeoonnee  iiss  ssppeeaakkiinngg..
Listening is one of the most important skills you
can have. How well you listen has a major
impact on your job effectiveness, and on the
quality of your relationships with others.

Given all this listening we do, you would think
we'd be good at it! In fact most of us are not.
Depending on the study being quoted, we
remember between 25% and 50% of what we
hear. That means that when you talk to your
boss, colleagues, customers or spouse for 10
minutes, they pay attention to less than half of
the conversation. This is dismal!

Turn it around and it reveals that when you are
receiving directions or being presented with
information, you aren't hearing the whole
message either. You hope the important parts
are captured in your 25-50%, but what if they're
not?

Clearly, listening is a skill that we can all benefit
from improving. By becoming a better listener,
you will improve your productivity, as well as
your ability to influence, persuade and negotiate.
What's more, you'll avoid conflict and
misunderstandings. All of these are necessary for
workplace success!

The way to become a better listener is to
practice "active listening". This is where you
make a conscious effort to hear not only the
words that another person is saying but, more
importantly, try to understand the complete
message being sent.

In order to do this you must pay attention to the
other person very carefully.

You cannot allow yourself to become distracted
by whatever else may be going on around you,
or by forming counter arguments that you'll
make when the other person stops speaking.
Nor can you allow yourself to get bored, and
lose focus on what the other person is saying. All
of these contribute to a lack of listening and
understanding.

• We listen to obtain information. 

• We listen to understand. 

• We listen for enjoyment. 

• We listen to learn.

Good communication skills require a
high level of self-awareness. By
understanding your personal style of
communicating, you will go a long
way towards creating good and
lasting impressions with others.

TTiipp::  
If you're finding it particularly
difficult to concentrate on what
someone is saying, try repeating
their words mentally as they say
them – this will reinforce their

message and help you stay focused.
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To enhance your listening skills, you need to let
the other person know that you are listening to
what he or she is saying. To understand the
importance of this, ask yourself if you've ever
been engaged in a conversation when you
wondered if the other person was listening to
what you were saying. You wonder if your
message is getting across, or if it's even
worthwhile continuing to speak. It feels like
talking to a brick wall and it's something you
want to avoid.

Acknowledgement can be something as simple
as a nod of the head or a simple "uh huh." You
aren't necessarily agreeing with the person, you
are simply indicating that you are listening.
Using body language and other signs to
acknowledge you are listening also reminds you
to pay attention and not let your mind wander.

You should also try to respond to the speaker in
a way that will both encourage him or her to
continue speaking, so that you can get the
information if you need. While nodding and "uh
huhing" says you're interested, an occasional
question or comment to recap what has been
said communicates that you understand the
message as well.

Adapted from www.mindtools.com
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Becoming an Active Listener
There are ffiivvee  kkeeyy  eelleemmeennttss  ooff
aaccttiivvee  lliisstteenniinngg..  They all help you
ensure that you hear the other person, and that
the other person knows you are hearing what
they say

11.. PPaayy  aatttteennttiioonn
Give the speaker your undivided attention, and
acknowledge the message. Recognize that non-
verbal communication also "speaks" loudly. 

• Look at the speaker directly.
• Put aside distracting thoughts. Don't mentally

prepare a rebuttal!
• Avoid being distracted by environmental

factors.
• "Listen" to the speaker's body language.
• Refrain from side conversations when listening

in a group setting.

22.. SShhooww  tthhaatt  yyoouu  aarree  
lliisstteenniinngg

Use your own body language and gestures to
convey your attention. 

• Nod occasionally.
• Smile and use other facial expressions.
• Note your posture and make sure it is open

and inviting.
• Encourage the speaker to continue with little

verbal comments like ‘yes’,  ‘uh huh’  etc

33.. PPrroovviiddee  ffeeeeddbbaacckk
Our personal filters, assumptions, judgments, and
beliefs can distort what we hear. As a listener,
your role is to understand what is being said. This
may require you to reflect what is being said and
ask questions. 

• Reflect what has been said by paraphrasing.
"What I'm hearing is." and "Sounds like you are
saying." are great ways to reflect back.

• Ask questions to clarify certain points. "What

do you mean when you say." "Is this
what you mean?"

• Summarize the speaker's comments
periodically.

44.. DDoonn’’tt  iinntteerrrruupptt..
Interrupting is a waste of time. It frustrates the
speaker and limits full understanding of the
message. 

• Allow the speaker to finish.
• Don't interrupt with counter arguments.

55..  RReessppoonndd  AApppprroopprriiaatteellyy..  
Active listening is a model for respect and
understanding. You are gaining information and
perspective. You add nothing by attacking the
speaker or otherwise putting him or her down.

• Be candid, open, and honest in your response.
• Assert your opinions respectfully.
• Treat the other person as he or she would

want to be treated.

TTiipp::  
If you find yourself responding

emotionally to what someone said,

say so, and ask for more

information: "I may not be

understanding you correctly, and I

find myself taking what you said

personally. What I thought you just

said is XXX; is that what you

meant?"
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KKeeyy  PPooiinnttss
It takes a lot of concentration and determination to be
an active listener. Old habits are hard to break, and if
your listening habits are as bad as many people's are,

then there's a lot of habit-breaking to do!

Be deliberate with your listening and remind yourself
frequently that your goal is to truly hear what the other

person is saying. Set aside all other thoughts and
behaviours and concentrate on the message.

Ask questions, reflect, and paraphrase to ensure you
understand the message. If you don't, then you'll find
that what someone says to you and what you hear can

be amazingly different!

Start using active listening today to become a better
communicator, improve your workplace productivity, and

develop better relationships. 

Becoming an Active Listener

Adapted from www.mindtools.com
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A  Listening Exercise For Groups
AA  GGrroouupp  DDyynnaammiiccss  EExxeerrcciissee©

PPuurrppoossee
This exercise teaches people how to listen far
better than they normally do. It teaches you
how to set aside your personal agenda to fully
hear another without judgement or the need to
give advice. 

You can learn to fully take in everything
someone else says, as well as what they do not
say. 

IInn--ddeepptthh  lliisstteenniinngg  ccaann  bbee
tthhee  oonnee  ooff  tthhee  ggrreeaatteesstt

ggiiffttss  yyoouu  ccaann  ggiivvee
aannootthheerr  ppeerrssoonn..

This exercise can be done with any size group
and has great group dynamics for ages down to
about 14 years old. It can be used in schools to
teach listening in the speech classes. The
procedure given below is the way it is done in a
community building workshop, but it can be
adapted for your use with a little creativity.

PPrroocceedduurree
1. Form the people in pairs. Have them sit facing

each other, but not touching. The facilitator
says to the pair: 

Decide who is A and who is B. Then, A is to talk 
about something important to person B for 3 
minutes. Person B is to only listen as closely as 
possible. Then, I will signal for B to start 
talking to person A for 3 minutes and A will 
only listen. Do not respond to the speaker or 
touch them.

2. Discuss how it was to listen and how hard or
easy it was to suppress your own thoughts or
the need to respond verbally.

3. Then do it again. Add to the instructions:
"Now try harder to listen with your whole
body to make the listening deeper. Pay
attention to your body language and what it
says to the listener. Start now and continue
speaking about something important for 4
minutes each. 

4. Again, have individuals talk about how it was
to listen more with their whole body and
emphasis how it may have been hard to
restrain giving any verbal comments or
touching the other person.

5. Now add to the instructions: 

This time listen so intently that the speaker
feels they are being physically held because
your listening is so intense. Let them know
that you are fully taking in all their emotions
as well as the words and what is not being
spoken. Do this for 5 minutes and continue to
speak about something important."

By this time, some pairs may really be into
emotional speaking, even tears. Be mindful of
this when calling time. Many times you will
have one or more pairs that need to continue
to processing. If this happens, quietly have
the remaining pairs quietly gather around
them to allow the processing to continue until
finished. 

6. Then discuss what they have learned and
what they will take home with them.

©Exercise copyrighted by Jerry L. Hampton, 1994 - 2

HANDOUT 2
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HANDOUT 3

Listening Skills Exercise
Pairs

11..  IInnssttrruuccttiioonnss  ffoorr  AA’’ss
••DDeessccrriibbee  yyoouurr  llaasstt  hhoolliiddaayy  ttoo  yyoouurr  lliisstteenniinngg  ppaarrttnneerr  BB,,  oorr  aannootthheerr
iimmppoorrttaanntt  eevveenntt  yyoouu  hhaavvee  bbeeeenn  ttoo  rreecceennttllyy..  

••YYoouu  hhaavvee  33  mmiinnuutteess  ttoo  ssppeeaakk..  

••TTrryy  ttoo  ssppeeaakk  nnoorrmmaallllyy  aanndd  jjuusstt  bbee  yyoouurrsseellff..

IInnssttrruuccttiioonnss  ffoorr  BB’’ss
••LLiisstteenn  ttoo  yyoouurr  ssppeeaakkiinngg  ppaarrttnneerr  AA  aass  ccaarreeffuullllyy  aass  ppoossssiibbllee..  WWhheenn  sshhee
hhaass  ffiinniisshheedd  ssppeeaakkiinngg,,  ppaauussee  ffoorr  aa  mmoommeenntt,,  aanndd  tthheenn  rreeppeeaatt  bbaacckk  ttoo  AA
((iinn  yyoouurr  oowwnn  wwoorrddss))  wwhhaatt  sshhee  hhaass  jjuusstt  ttoolldd  yyoouu..  

22..  TTHHEENN  rreevveerrssee  tthhee  rroolleess ––  AA  bbeeccoommeess  tthhee  lliisstteenneerr,,  aanndd  BB  
bbeeccoommeess  tthhee  ssppeeaakkeerr  ––  aanndd  ddoo  tthhee  ssaammee  eexxeerrcciissee..

33..  TTHHEENN  ttaallkk  aabboouutt  wwhhaatt  yyoouu  eeaacchh  lleeaarrnneedd  aabboouutt  AAccttiivvee
LLiisstteenniinngg  ffrroomm  ddooiinngg  tthhiiss  eexxeerrcciissee..

DDiivviiddee  tthhee  ggrroouupp  iinnttoo  ppaaiirrss  ––  oonnee  ppeerrssoonn  bbeeggiinnss  aass  ‘‘AA’’
((tthhee  ssppeeaakkeerr)),,  aanndd  tthhee  ootthheerr  bbeeggiinnss  aass  ‘‘BB’’  ((tthhee  lliisstteenneerr))..  

SYF Session 13  D3:Layout 4  24/06/2012  12:52  Page 10



101

HANDOUT 4

Listening Skills

Self Evaluation
WWhheenn  yyoouu  hhaavvee  ffiinniisshheedd  tthhee
LLiisstteenniinngg  SSkkiillllss  EExxeerrcciissee,,
rreessppoonndd  bbrriieeffllyy  ttoo  tthhee
qquueessttiioonnss  bbeellooww..

11..    HHooww  ddiidd  iitt  ffeeeell
ddooiinngg  tthhee  eexxeerrcciissee??

22..  WWhhaatt  ddiidd  yyoouu  nnoottiiccee  aabboouutt  yyoouurrsseellff  ((tthhiinnkk  aabboouutt  yyoouurr  bbooddyy  llaanngguuaaggee,,  yyoouurr  eexxpprreessssiioonn,,  
eeyyee    ccoonnttaacctt,,  tthhee  wwaayy  yyoouu  ssaatt))??::

((aa))  aass  tthhee  ssppeeaakkeerr??

((bb))  aass  tthhee  lliisstteenneerr

33..    HHooww  cclleeaarrllyy  ddoo  yyoouu  tthhiinnkk  yyoouu  eexxpprreesssseedd  yyoouurrsseellff  wwhheenn  yyoouu  wweerree  tthhee  ssppeeaakkeerr??

VVeerryy  wweellll::

FFaaiirrllyy  wweellll::

NNoott  ssoo  wweellll::

PPoooorrllyy::

GGiivvee  rreeaassoonnss  ffoorr  yyoouurr  cchhooiiccee..

44..    IIss  tthheerree  aannyytthhiinngg  yyoouu  wwoouulldd  ddoo  ddiiffffeerreennttllyy  iiff  yyoouu  wweerree  ddooiinngg  tthhiiss  eexxeerrcciissee  aaggaaiinn??
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Session 14

Building Personal, Family and
Community Resilience

Reviewing Progress with
the Job-Seeking Toolkit

Aims

• To introduce the concept of resilience to
participants, and to give them an opportunity
to discuss how to build and strengthen their
capacity for resilience in different aspects of
their lives

• To give participants time to discuss, review
and finalise their job-seeking toolkits, so as
to ensure that all elements have been
completed

Materials

Flipchart
Powerpoint on ‘Resilience’ (Notes distributed in
class)

Handouts

Handout 1 - Resilience Model

Handout 2 - Building personal resilience

Handout 3 - Resilience Worksheet

Assignments

• Learning journal: Write about how you
believe you can strengthen and improve your
own resilience and ‘bounce-back-ability’.
Think of ONE specific way in which you can
actively contribute to building resilience in
your family and your community. OR
Complete the ‘Resilience Worksheet’

• Job-seeking Toolkit: Check that you
have completed all the various elements of
your toolkit
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1. Building Resilience

(75 mins)

• Opening Relaxation: encourage
everyone to sit quietly, and breathe as deeply
as possible, thinking of a peaceful scene
perhaps by a river, rolling countryside, or by
the sea. (5 mins)

• Check-in on participants’ progress with
assignments, and offer support and
encouragement. (10 mins)

• Open up the topic of ‘resilience’,
inviting participants to reflect and comment
generally on what the word means. (10 mins)

• Then working in pairs, ask participants
to think of an occasion, situation or event
where they have shown special
determination and resourcefulness. What
helped them to feel strong in these
situations? Feedback to the group. (20 mins)

• Short Powerpoint presentation on
building personal resilience, followed by
discussion. (30 mins)

Tea break, 15 mins

2. Reviewing and Finalising
the Job-seeking Toolkit

(85 mins)

• Participants work
individually at the table on their

Toolkits with support from the tutor

• Tasks:
1. Check the check-list! Have you done

everything?

2. If there are items you still need to work on –
eg cover letter, CV, sample application,
contacts - go ahead and do it now

3. Carefully read through everything, checking
for neat presentation, spelling, accurate
information and so on. If you think you need
to redo an item, make a note of it and do it at
home.

• Give participants a sample
job specification so they can

prepare for the mock job interview in

Session 15.
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Resilience Model

HANDOUT 1
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HANDOUT 2

Understanding Resilience

Resilience means the ability

to bounce back from difficult times or crisis in

our lives. Resilience is ‘bounce-back-ability’.

It’s the ability to not just survive but to thrive.

Difficult times and stress can spring from:

• Normal changes in our lives: e.g.,
examinations; leaving home; birth of a child;
getting older; retirement

• Unexpected events: separation or divorce;
death of someone close; job loss; losing your
home; severe illness, winning the lottery (!).

• What’s happening in the world around us:
e.g., poverty, crime, street violence, substance
abuse; recession and austerity; global social
and political events

What Resilience Looks Like
Individuals, families, and communities
demonstrate resilience when they build caring
support systems and solve problems creatively.

While individuals, families, and communities
each have unique coping capacities, together
they form a dynamic support system.

Because individuals, families, and communities
show resilience in unique ways, there are no
universal rules for success. We can say, though,
that resilient people are typically optimistic,
resourceful and determined, have a good sense
of proportion and (not least) a sense of humour.
Self-esteem, confidence, hard work and
co-operation are other strong indicators of

resilience, as well as connectedness and social
networks – and good communications.

Building Resilience
Resilience is a skill that can be learnt. It’s a
personal journey for each one of us, and may
take time.

Some practical tips for developing resilience
skills are:

1. Continue to do the things you enjoy doing
(provided they don’t harm you, your family, or
your community)

2. Set goals – and follow through.

3. Celebrate when you achieve a goal you’ve set
for yourself!

4. Focus on the positive things in your life

5. Stay connected with your family and friends –
and join a community group or organisation

6. Accept changes as best you can, and learn
from these experiences

7. Remember – hope is important in all our
lives!

Adapted from: Building
your Personal Resilience:
Some Tips and Strategies
(Resilience Research Unit,
BSU); and Family
Resiliency: Building
Strengths to Meet Life’s
Challenges ( National
Network of Family
Resiliency CREES- USDA)
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1. Resilience means . . .

2. I discovered how resilient I am when . . .
(give an example of an occasion, experience or situation you were able to bounce back from

-5 – and say why)

3. ONE contribution. . .
I could make to my community to make it a more resilient (caring, supportive) place . . .

My Resilience Boosters
1. I enjoy doing

2. People I like

3. People who can help

Building Resilience Worksheet

HANDOUT 3
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Session 15

Developing Effective
Interview Skills

Aims

• To give participants information about the
function of an interview and clear guidelines
on basic interview skills

• To provide an opportunity for participants to
practice their skills in a mock interview
situation

Materials

Powerpoint on Interviews
Tape recorder

Handouts

Handout 1 - About Interviews

Assignments

• Learning journal: Reflect on the
experience of doing the Shaping YOUR Future
course, and write about what you have
learned over the past five weeks
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1. About Interviews

(75 mins)

• Opening Relaxation:
encourage everyone to sit quietly, and breathe
as deeply as possible, thinking of a peaceful
scene perhaps by a river, rolling countryside,
or by the sea. (5 mins)

• Assignment Check-in: on
participants’ progress with assignments
(5 mins)

• Open up the topic by inviting
participants to talk about any interviews they
have done previously, and to say what they
learnt about interviewing skills from the
experience. Note useful tips on the flipchart.
(15 mins)

• Powerpoint presentation on
Interviews: the purpose of an interview;
interview skills; standard interview questions;
before and after the interview – do’s and
don’t’s. (20 mins)

• Set up the mock interviews:
each participant will be ‘interviewed’ by the
tutor for approximately 10 minutes (recorded
on tape recorder).

• During the mock interviews,
participants will work through their folder,
organising and completing their worksheets,
and / or writing in their learning journal.

Tea break, 15 mins

2. Continuing Mock Interviews

(85 mins)

Closing Round: When the interviews are finished,
do a group check-in to see how everyone is
feeling.
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About Interviews

HANDOUT 1

Interview skills

• Read the job description carefully and
think about how you can show that
you have the experience and skills
required.

• Keep your shoulders back and smile.
Give a firm handshake and make lots
of eye contact.

• Use everything from your hobbies to
your work experience to prove you’re
right for the job.

• Make sure your
answers are relevant
to the questions.
Don’t waffle on but
do give decent sized
answers (so that
means not just saying yes or no).

• If you’re stuck for an answer, be
honest. Say “I’d need to give that
some thought” or “I’m not
experienced in that field”.

Cont’d
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• Don’t fidget during the interview: it
makes you look nervous.

• You should seem genuinely
interested in the job. When you’re
researching the company think of
questions that you can ask in the
interview. Pick something that

particularly interests you about the
job or ask about your career
development in the company.

• Don’t ask about pay, holidays or job
benefits. This gives a bad impression
so it’s best to leave these questions
until you’ve been offered the job.

HANDOUT 1 Cont’d

Starting the interview with "Tell me about

yourself". Keep this short and sweet- remember

they've already seen your CV so you don't need

to explain everything you've done in the last 5

years.

Why did you leave your last job (or why do

you want to leave your current job)? Don't

criticise your last employer, it never sounds

good. Instead, explain that you want to improve

your skills or gain more experience in a new and

challenging position.

What are your strengths and weaknesses?

Decide on a few strengths that are an asset to

the job in question (such as: I'm very organised,

a good team worker, etc). Then choose just one

weakness, which can be seen as a positive

thing! (eg, you feel that you could improve your

skills in a certain area through this job.)

Why do you want the job? This is your chance

to explain why you are suitable. Explain how

your skills or personality are perfect for the

position. You can also highlight the skills or

experience you hope to gain while working in

this job.

What can you bring to this company? Again, a

chance to prove you would be good in the job.

Highlight your skills, relevant experience and

strengths.

What can you tell me about our company/the

industry? You should research the company

you're applying to and find out as much as

possible about them. Also, depending on the job

you might have to prove your knowledge in the

type of work you would be expected to do.

Interview questions
They can be tricky or down right nasty so it's best to be prepared and to have planned your answers

in advance. Try to avoid giving ‘Yes' or ‘No' answers, the interviewer is trying to find out more about

you and such short answers don't help!

Here are some of the more common questions:
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HANDOUT 1 Cont’d

What are your career goals? Be honest about

your ambitions but make sure it's relevant to the

job in question!

Can you work well in teams? This question is a

way to figure out your interpersonal skills and

whether you would be able to work well with

colleagues.

Tell me about an achievement you were proud

of? Try to keep it relevant to the job you're

applying for- if that's not possible then highlight an

achievement where you used relevant skills (team

work, leadership skills, organisational skills, etc).

How would your last employer (or current

employer or school teacher, etc) describe you?

Think of a time you have been praised and use

that as an example.

What mistakes have you made in previous jobs?

Do you have plans to go travelling soon?

What salary expectations do you have? Know in

advance what the salary range is and plan your

answer accordingly.

If you find yourself unable to answer a question:

be honest. Ask them to explain it more clearly or

tell then that you have no experience in that area/

issue
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HANDOUT 1 Cont’d

• Check in advance to see if you have to bring
anything with you. Also, ask about the
structure of the interview.

• Make sure to have any necessary documents
ready: application forms, exam or
achievement certificates, a work portfolio,
reference letters, etc.

• Try on your interview outfit to make sure if
fits and that there are no buttons missing or
nasty stains!

• Bring information about the interview with
you: how to get there, contact phone
numbers, who you are to ask for, etc…you
don’t want to arrive at the company and
realise that you’ve forgotten the contact
person’s name!

• Give yourself loads of time to arrive at the
interview - try to be there about ten minutes
before it starts. This will give you a chance to
calm your nerves, go to the toilet and check
your appearance.

• Bring a mobile or change for a payphone. If
you are delayed for any reason, you can then
phone to explain.

• Once you arrive, tell the receptionist (or
whoever is in charge), your name and who
you are supposed to meet.

• Make sure you turn off your mobile before the
interview starts.

• Try to stay calm and look confident, even if
you’re really shaking with nerves! Take some
deep breaths and make sure your hands
aren’t sweaty before going into the interview
room.

• Body language is important so smile, make
eye contact and shake hands when you meet
the interviewer.

• Always thank the interviewer when you’re
leaving.

Excerpted from: www.spunout.ie

Before and during the interview
On the day of the interview, you'll probably be nervous so it's a good idea to have everything

prepared well in advance.
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Session 16

Reviewing, Completing,
Evaluating and Celebrating

Aims

• To make sure that all of the assignments
have been completed

• To provide an opportunity for participants to
review and reflect on their original needs and
concerns, as well as their SMART goals

• To evaluate the Shaping YOUR Future
programme

• To celebrate achievement and look forward
to their next steps

• To acknowledge our experiences and bring
things to a close

Materials

Flipchart
Evaluation Forms (to be distributed in class)
‘I am’ cards (to be distributed in class)

Handouts

Handout 1 – Assignments Checklist

Assignments

• Reviewing and Completing
Assignments
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I am
I deserve to be,

I want to be,
I can be,
I will be,

I am

1. Reviewing and Completing
Assignments

(60 mins)

10.00am – 11.00am

• Relaxation:
(5 mins) – Everyone takes a few moments to
relax, and to reflect quietly on the experience
of doing the SYF programme

• Ask each participant to complete the
Assignments Checklist and to ensure that their
Assignments folders are complete and ready
for submission (50 mins)

Tea Break - Celebrating
Cake!
Present Certificates & ‘I Am’ Cards. (30 mins)

2. Evaluating

(90 mins)

11.30am – 1pm

• Evaluation
– Handout evaluation form and explain
purpose, ask participants to do it in pairs first
(10mins) then feed back (10mins) then do
individual form (10 mins)

• Vision
– Imagine a day in your life a year from now,
when you have achieved some of your SMART
goals, what would it look like? (20 mins)

• Ask everyone to share – saying it loud
somehow makes it real. (10 mins)

• Ask each of the participants to name their
immediate NEXT STEP (however big or small!)
(20 mins)

• Thank everyone for their participation and
check in with everyone on how they are
feeling now. (10 mins)

• Round of appreciation: ‘I wish you health and
happiness’ – I am cards
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Assignment Checklist

HANDOUT 1

1

2

3

4

5

6

7

8

9

10

12

13

14

15

Session Assessment Completed
Number

- Personal Profile: My SMART Goals
- Learning Journal: My First Day

Assignment: Describe an incident in your life where
you achieved a goal or did some work you were proud of

- Personal Profile: ‘Letter to Myself’
- Learning journal: Reflecting on the first week’s learning

Tool Kit: Education/Training Action Plan

Assignment: Personal Time and Money Management Goals

- Personal Profile: Qualifications, Skills, and Work Experience Audit
- Learning Journal: reflecting on the first two weeks

Assignment: ‘How I handled an important time of change in my life’
OR ‘My goals for achieving more balance in my life’

Learning journal: Five achievable life-style changes for my family and myself

Assignment - Making Changes to how my family communicates

Toolkit: CV, cover letter, sample application, referees, contacts, networks

- Learning journal: ‘How am I doing?’
- Career Opportunities Report: Matching my interests to possible jobs /
further training

Career Opportunities Report: Preparing a job / education / training application

Learning journal: building key supports in my life and in my community

Learning journal: What I’ve learned - Review
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FETAC Level 4: Career Planning 4N1109

Assessment Brief: Learning Journal

Guidelines:
You are required to keep a record on a regular basis of the activities covered in class. In your Learning Journal you should
record the hopes and concerns you have (or that you had) at the start of the course, and the goals you have set for yourself.
Throughout the course you should record how you think your learning is progressing, how useful this learning is for you,
and how you may have been able to take action as a result of it. You should also reflect on areas you may have found
challenging or difficult, and on aspects of the learning and the course that you have particularly enjoyed and achievements
you feel proud of. At the end of the course, you should review your goals and assess to what extent you have achieved
them. While your Learning Journal will be mostly in written form, you may also like to use visual materials such as photos,
drawings, news clippings and so on to convey your views. During the course, you will be set specific topics to focus on in
your Learning Journal.

Assessment Technique: Portfolio / Collection of Work
Assessment Title: Learning Journal
Weighting: 18% of total marks for this module

Please be sure to write your name clearly on all work submitted, including any
drafts, and to use and sign the attached cover sheet

Date Brief Issued:

Submission Date:

Candidate Name:

I hereby acknowledge this is my own original work:

Signed: Date:

You may like to use the headings below as a general
guide to organise your thoughts and insights:

• What do I want to learn and/or achieve?

• What have I learned – and how have I learned it?

• How useful is this learning for me in seeking to
achieve my goals?

• Has this learning challenged me? If so, how?

• What difference has this learning made to me?

Assessment Criteria:

Marks will be awarded as follows:

• Charting Learning Experiences 4

• Identification of significant learning 4

• Identification of challenges 3

• Awareness of progress 3

• Reflection on impact and usefulness of learning 3

• Neat presentation 1
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FETAC Level 4: Career Planning 4N1109

Assessment Brief: Personal Profile

Guidelines:
As one of the main building blocks in the career planning process, you will draw up a personal profile to help you to increase
your self-awareness and self-confidence, and to identify your interests and career preferences, as well as your qualifications,
skills and experience. All of these profile elements will be discussed and developed by you in class and through e-learning
sessions according to specific guidelines. You should keep completed personal profile forms in a separate folder which you
will submit for assessment at the end of the course.

Assessment Technique: Portfolio / Collection of Work
Assessment Title: Personal Profile
Weighting: 12% of total marks for this module

Please be sure to write your name clearly on all work submitted, including any
drafts, and to use and sign the attached cover sheet

Date Brief Issued:

Submission Date:

Candidate Name:

I hereby acknowledge this is my own original work:

Signed: Date:

Your personal profile should contain four different
elements:

• My SMART Goals

• Personal strengths assessment (SWAT)

• Qualifications, skills and work/relevant experience
audit

• Interests and preferences

Assessment Criteria:

Marks will be awarded as follows:

• Demonstrating self-knowledge and awareness 3

• Self-evaluation and reflection on prior experience 3

• Compiling accurate and relevant information 1

• Organising materials efficiently and coherently 1

• Goal-setting and assessing application 3

• Neat presentation 1
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Dates Feedback Received:

Date: Tutor’s Initials: Candidates Initials:

Date: Tutor’s Initials: Candidates Initials:

Date: Tutor’s Initials: Candidates Initials:
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FETAC Level 4: Career Planning 4N1109

Assessment Brief: Assignments

Guidelines:
Four assignments will be set over the duration of the course. Participants should complete all of the assignments, and
select three to be submitted for assessment. Assignment topics will be directly related to class themes. You will be expected
to demonstrate clear understanding of the topic set, and be able to relate theory to practice and/or experience. You should
demonstrate ability to gather, analise and evaluate information, and to plan and structure your assignment appropriately.
Clear expression and good presentation of material will also be required. Assignments may be submitted in written, visual
or graphic format or in some combination, and should be discussed with the course tutor before submission.

Module Title: Shaping YOUR Future: Career Planning
Assessment Technique: Assignments
Weighting: 18% of total marks for this module
SLOs covered: ALL

Assessment Criteria:
The total number of marks for Assignments is 18%, ie 6% for each of the three assignments submitted.
Marks will be awarded as follows:

• Demonstrating clear understanding of topic 1

• Evidence of planning 2

• Demonstrating initiative / originality 2

• Clear development of theme 4

• Ability to draw on theory and relate to practice / experience 4

• Ability to analise, evaluate and draw conclusion 3

• High standard of written presentation 2

Please be sure to write your name clearly on all work submitted, including any
drafts, and to use and sign the attached cover sheet

Date Brief Issued:

Submission Date:

Candidate Name:

I hereby acknowledge this is my own original work:

Signed: Date:

Dates Feedback Received:

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________
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FETAC Level 4: Career Planning 4N1109

Assessment Brief:
Career Opportunities Report

Guidelines:

Six worksheets relating to career planning, development and opportunities will be set over the duration of the course.
Participants should complete all of the worksheets, and select four to be submitted for assessment. Worksheet topics will
be directly related to class themes, eg: Experience of Schooling and Education; Education / Training Goals; Time and Money
Management; Voluntary and Paid Work Experience Audit; Job Opportunities Report. Participants will be expected to
demonstrate clear understanding of the topic set; to provide relevant responses drawing on session materials to the tasks
set; and to relate personal experience to practice and to wider principles. Clear expression and neat presentation of material
will also be required.

Assessment Technique: Portfolio / Collection of Work
Assessment Title: Career Opportunities Report
Weighting: 12% of total marks for this module

Assessment Criteria:
The total number of marks for Assignments is 12%.

Marks will be awarded as follows:

• Demonstrating clear understanding of the topic 3

• Providing relevant responses drawing session materials 4

• Relating personal experience to practice and to wider principles 3

• Demonstrating clear expression and neat presentation 2

Please be sure to write your name clearly on all work submitted, including any
drafts, and to use and sign the attached cover sheet

Date Brief Issued:

Submission Date:

Candidate Name:

I hereby acknowledge this is my own original work:

Signed: Date:
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FETAC Level 4: Career Planning 4N1109

Assessment Brief:
Interpersonal Communication (Group Discussion)

Guidelines:
During one of the course sessions (eg: balancing family and working life; managing personal and professional change;
developing resilience), participants will engage in a group discussion for 10 – 15 minutes. The discussion will focus on a
particular issue or question, and all participants will be expected to engage confidently and appropriately. The session will
be audio or video taped as evidence for the assessment portfolio. The tutor will evaluate and score participants. Constructive
feedback will be provided in class so as participants can reflect on and improve their interpersonal communication skills.

Module Title: Shaping YOUR Future: Career Planning
Assessment Technique: Skills Demonstration
Weighting: 5% of total marks for this module
SLOs covered: 7

Assessment Criteria:

Marks will be awarded as follows:

• Demonstrating appropriate levels of self-confidence 1

• High level of listening skills 1

• Appropriate exchange of information, experience and ideas 1

• Showing respect for other participants in the group 1

• Manner and tone positive and suited to discussion topic 1

Please be sure to write your name clearly on all work submitted, including any
drafts, and to use and sign the attached cover sheet

Date Brief Issued:

Submission Date:

Candidate Name:

I hereby acknowledge this is my own original work:

Signed: Date:

Dates Feedback Received:

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________
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FETAC Level 4: Career Planning 4N1109

Assessment Brief: Simulated Interview

Guidelines:
Each participant will be given training in interview techniques. They will then be given a sample job specification in advance
and will be asked to prepare for and then participate in a simulated interview for that job. Interviews will be of
approximately 8- 10 mins duration and will be audio or video taped as evidence for the assessment portfolio. Participants
will then complete a Self-Evaluation worksheet. Constructive feedback will be provided in class so that participants can
reflect on and improve their interview skills.

Module Title: Shaping YOUR Future: Career Planning
Assessment Technique: Skills Demonstration
Weighting: 15% of total marks for this module
SLOs covered: 7, 9

Assessment Criteria:

Marks will be awarded as follows:

• Evidence of preparation 2

• High degree of self-confidence 3

• Clarity of responses 3

• Successful use of voice 2

• High quality of self-evaluation 3

•Appropriate self-presentation (neat appearance, demeanor, posture) 2

Please be sure to write your name clearly on all work submitted, including any
drafts, and to use and sign the attached cover sheet

Date Brief Issued:

Submission Date:

Candidate Name:

I hereby acknowledge this is my own original work:

Signed: Date:

Dates Feedback Received:

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________
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FETAC Level 4: Career Planning 4N1109

Assessment Brief: Listening Skills

Guidelines:
Participants will carry out a 10-minute listening skills exercise in pairs, as described in the course manual. The exercise will
be audio or video taped as evidence for the assessment portfolio. Participants will also complete the Self-Evaluation
worksheet and will be encouraged to discuss their performance constructively during the session with a view to enhancing
their learning.

Module Title: Shaping YOUR Future: Career Planning
Assessment Technique: Skills Demonstration
Weighting: 5% of total marks for this module
SLOs covered: 7, 9

Assessment Criteria:

Marks will be awarded as follows:

• High level of attention and positive listening skills 2

• Clarification sought and appropriate questions asked 1

• Questions answered appropriately 1

• Concise Self-Evaluation demonstrating self-awareness 1

Please be sure to write your name clearly on all work submitted, including any
drafts, and to use and sign the attached cover sheet

Date Brief Issued:

Submission Date:

Candidate Name:

I hereby acknowledge this is my own original work:

Signed: Date:

Dates Feedback Received:

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________
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FETAC Level 4: Career Planning 4N1109

Assessment Brief:
Presentation to Group of Job-Seeking Toolkit

Guidelines:
During the course of the programme, participants will assemble a job-seeking toolkit, comprising four main elements: job
or training application cover letter; sample application; CV; referees and contacts. They will be required to make a 5 – 6
minute presentation to the group, outlining the process of assembling the toolkit, briefly describing the contents, and noting
particular challenges and achievements. The presentations will be audio or video taped as evidence for the assessment
portfolio. Constructive feedback will be provided in class so that participants can reflect on and improve their presentation
skills.

Module Title: Shaping YOUR Future: Career Planning
Assessment Technique: Skills Demonstration
Weighting: 15% of total marks for this module
SLOs covered: 7, 8, 9

Assessment Criteria:

Marks will be awarded as follows:

• Evidence of good planning skills 2

• Well-structured resume of toolkit, appropriate to group presentation 3

• Imaginative and skillful choice of oral presentation format 5

• Demonstrating high level skills in exposition and explanation 5

Please be sure to write your name clearly on all work submitted, including any
drafts, and to use and sign the attached cover sheet

Date Brief Issued:

Submission Date:

Candidate Name:

I hereby acknowledge this is my own original work:

Signed: Date:

Dates Feedback Received:

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________

Date:__________________ Tutor’s Initials:_________ Candidates Initials:_________
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