NEXT MOVE
WORKSHOP SCENARIOS
Module B

BUILDING RESPONSIBILITY FOR ASSIGNED TASKS
Module
Building responsibility for assigned tasks
Number of participants
10-14
Main goal
Educating participants in responsibility for the assigned tasks they have to perform

WORKSHOP SCENARIO – S1
Subject
Teddy Bear and Clown
General description
During the workshop, participants will experience effects of an uncoordinated work.
Materials needed for the workshop
- art materials (A4 sheets, newspapers,
markers, crayons, glue, string, sticky tape,
scissors, others)

Duration time

70 min

- small pieces of paper with topics of work

EXCERCISE 1 – S1
Type of activity
Art activity
Division of participants
Individual work
Materials needed for the workshop
- art materials (A4 sheets, newspapers,
markers, felt-tip pens, glue, string, sticky
tape, scissors, others)
- small pieces of paper with topics of work
Detailed results
•
•

awakening participant's activity
preparation of work for the next exercises

Duration time

20 min

Instruction for participants
In a moment you will receive a small piece of paper with a topic of work to be done. It will be
an individual work, which aim is to reflect your vision of a given topic. You can use prepared
art materials and anything else, what will come into your mind.
Excercise description
After you have given the instructions to the participants, share the art materials with them.
Give the participants the pre-cut and mixed-up strips with the subjects of their work. If there
are more participants than topics for work, indicate who is to work in pairs. And if there are
not enough participants, you can choose not to work on the Clown, or give additional topics
to those participants, who will finish the work first. Remember that all participants must be
involved and all the elements of the Teddy Bear/Clown figure have to be distributed and
presented.
Do not provide the participants with additional explanations, let them work on their own. Any
working form is good: drawing, sculpture, pantomime, story, etc. The greater the variety, the
better, but try to not make any suggestions. Answer all questions with “do as you feel”.
After all participants have finished their work, go to exercise 2.
Subjects of work:

Teddy bear's head
Teddy bear's right hand
Teddy bear's left hand
Teddy bear's waist
Teddy bear's right leg
Teddy bear's left leg

Clown’s head
Clown’s right hand
Clown’s left hand
Clown’s waist
Clown’s right leg
Clown’s left leg

EXCERCISE 2 – S1
Type of activity
Art activity
Division of participants
Two groups
Materials needed for the workshop
- string, sticky tape, scissors, glue

Duration time
20 min

Detailed results
•
•

participants experience the effects of an uncoordinated work, where the single
elements of the work have been created separately from each other
participants notice possible problems and conflicts that may result from performing
tasks without feeling responsible for the final work
Instruction for participants

Build two teams now.
Team I: this team will compose the teddy bear
Team II: this team will compose the clown
and put together your individual parts in such a way that the whole figure is created. Then
you will have to present your figure to other participants, additionally telling its story.
Excercise description
Using the prepared materials, the participants combine their individual parts, finally creating
the entire figure of a Teddy Bear / Clown. The more mismatched the parts of a figure are,
the better!
Leave space for participants to be creative and overcome difficulties on their own.
After completing work, ask participants to present their figures. Ask about their stories. Let
the group have fun and be creative.

EXCERCISE 3 – S1
Type of activity
Discussion
Division of participants
None
Materials needed for the workshop
- none

Duration time
30 min

Detailed results
•

participants notice possible problems and conflicts that may result from performing
tasks without feeling responsible for the final work

Instruction for participants
Question 1: Tell me, what did you feel, when you found out, that you had to combine your
part with others into the whole figure and how the process was going?
Question 2: Have you ever worked on a project of which the individual elements/parts did
not fit together or did not meet your expectations? Have you ever worked on a project that
other team members didn't care about and did their job carelessly and without commitment?
Tell us about it.
Question 3: Imagine that you are working on a project in which each team member delivers
a singular part, but in the end the parts do not match each other - what would be needed to
complete the work with success?
Excercise description
Lead the discussion in such a way, that the participants can talk about their experiences in
working on projects, where team members/subcontractors did not care about the end result
of the project. Feel free to change commands and ask additional questions. Try to get as
many people as possible involved into the discussion.

WORKSHOP SCENARIO – S2
Subject
My responsibility
General description
During the exercises, the participants will characterize themselves as responsible persons
and will also develop a general definition of a person, who is responsible for the assigned
tasks.
Materials needed for the workshop

Duration time

- A4 sheets
- felt-tip pens

50 min

- flipchart sheets
- flipchart markers

EXERCISE 1 – S2
Type of activity
Working in pairs
Division of participants
Pairs
Materials needed for the workshop
- A4 sheets
- felt-tip pens

Duration time
15 min

Detailed results
Preparing a description of a person, who is responsible for the assigned tasks.
Instruction for participants
Get in pairs, and then on the A4 sheets, describe how do you behave, when you are
responsible for an assigned task.
Excercise description
If the participants ask for it, you can ask them some guiding questions:
How does the person, who is responsible for an assigned task, behave?
What does the person, who is responsible for an assigned task, feel?
How does the person, who is responsible for an assigned task, work?
How does the person, who is responsible for an assigned task, communicate with the team?
What does the person, who is responsible for an assigned task, do when she/he needs
something?
Ect.

EXERCISE 2 – S2
Type of activity
Quick exchange of statements
Division of participants
None
Materials needed for the workshop
- none

Duration time
5 min

Detailed results
Presentation of the characteristics of a person, who is responsible for the assigned tasks.
Instruction for participants
Starting with the person sitting on my left side, each of you should name one of the traits or
behaviors of a person, who is responsible for the assigned tasks.

Excercise description
If it is possible, sit in a circle. You can freely choose the order of statements, just make sure
that the session doesn’t last too long. Everyone should say at least one feature.

EXERCISE 3 – S2
Type of activity
Working in small groups
Division of participants
Three groups
Materials needed for the workshop
- flipchart sheets

Duration time
30 min

- flipchart markers
Detailed results

Participants create three definitions of a person, who is responsible for the assigned tasks.
Instruction for participants
In a moment you will divide into three groups. Your task is to write down the definition of a
person, who is responsible for the assigned tasks on the flipchart sheets.
After completing the work, each group will present its own definition to other participants.
Excercise description
Divide the participants into three groups and equip them with the necessary materials. After
completing the work, each group has to present the developed definition to the other
participants.

WORKSHOP SCENARIO – S3
Subject
The Code of Responsibility
General description
Participants define the needs of employees and the duties of superiors, of which
implementation is necessary to obtain responsibility for the assigned tasks.
Materials needed for the workshop
- flipchart sheets

Duration time
50 min.

- flipchart markers

EXERCISE 1 – S3
Type of activity
Working in groups
Division of participants
Two groups
Materials needed for the workshop
- flipchart sheets

Duration time
25 min.

- flipchart markers
Detailed results
•
•

Defining of the employee's needs in terms of responsibility for assigned tasks.
Defining, what the supervisor must ensure to keep the employee accountable for
his tasks.
Instruction for participants

Divide into two groups (the trainer can also divide the participants).
The task of group I is to develop a list of: What do I need as an employee to be responsible
for the tasks assigned to me? For example: freedom in action, right to error, etc.
The task of group II is to develop a list of: What do I as an employer have to provide my
employees with, in order to engage them and encourage them to take responsibility for
tasks?
Excercise description
After completing the task, the groups present the results of their work to the other
participants. Make sure that the flipchart sheets are titled appropriately e.g. employee’s
needs / employer’s obligations.

EXERCISE 2 – S3
Type of activity
Working in groups
Division of participants
Two groups
Materials needed for the workshop

Duration time

- flipchart sheets

25 min.

- flipchart markers
Detailed results
Developing a Code of employee’s and employer’s Responsibility.
Instruction for participants

After completing Exercise 1 – Exchange now the papers with your work as a source of
inspiration. Based on the developed lists and your experience, work out now the Code of
Responsibility containing of 10 points/rules followed by the employee and the boss.
Group I: develop the boss's Code of Responsibility including i.e. clear guidelines or
prohibitions for the superior. Write down, how the boss should behave, what conditions
should be created, so that employees engage in the assigned tasks and feel responsible for
them.
Group II: develop the employee's Code of Responsibility including 10 guidelines, how an
employee should act, so that it is noticeable, that he is committed and responsible for the
tasks assigned to him.
Excercise description
The groups prepare the lists of 10 do's / don'ts according to the instruction and write them
down on the flipchart sheets. After completing the work, the participants make
a presentation.

WORKSHOP SCENARIO – S4
Subject
Pulling the rope
General description
During the workshop the participants will make a role-play and then exchange their
observations.
Materials needed for the workshop
- small pieces of paper with instructions for
participants
- flipchart sheets

Duration time

75 min.

- flipchart markers

EXERCISE 1 – S4
Type of activity
Role-play
Division of participants
4 volunteers + audience
Materials needed for the workshop
- small pieces of paper with instructions for
participants

Duration time
25 min.

Detailed results
Participants observe the difficulties associated with the realization of tasks, when colleagues
do not engage in their work.
Instruction for participants
I need 4 volunteers to do a role-play. Who would like to play?
After choosing the actors, assign the roles to them.
Your task is to play in such a way that the other participants cannot recognize your role.
I am asking the observers to prepare a place for the stage and the audience, and to take
your seats. We're about to start the show.
Before starting the show, say:
Your team has 6 weeks/6 meetings to complete the assignment. After each meeting, get up
and walk around your chair. I will watch the time and inform you, when the time is over (in
case, the meeting will be going to last too long).

Excercise description
Encourage the participants to volunteer participation in the activity. Give them necessary
advices and support their perseverance.
Tasks for participants:
coordinator

Your task is to coordinate working on a new company website. To
complete the task you must rely on the work of external specialists,
who you are not a supervisor of. Use the power to persuade to
complete the task. You have 6 weeks / 6 meetings to complete the
task.

You are the company's graphic designer. Making a website is an
graphic designer additional task for you and it is not your priority. Before starting work,
expect written guidelines. You need a week to create the website's
layout.
programmer

You are a company's programmer. You don't have time for additional
assignments. However, you cannot say "no", so you often say "yes"
and then you miss the deadline. You need two weeks to develop the
website, but despite the earlier declarations to start work, you will
start implementing the website only after the 4th meeting.

Copyrighter

You are responsible for writing articles and marketing content. You
don't understand, why you should improve something that is good,
because you actually like the current site. However finally you agree
to develop the new content. You need a week to get the job done,
but you can do it only after the third meeting.

If you see that the meeting has stalled, end it (the participants have then to go around their
chairs and start a new meeting). After the role-playing ask the actors to throw off the role to shake it off by jumping or as if they were brushing off the dust of their clothes. Then invite
everyone to take its place in the circle.

EXERCISE 2 – S4
Type of activity
Discussion
Division of participants
None
Materials needed for the workshop
- none

Duration time
25 min

Detailed results
The participants learn to understand the difficulties associated with the lack of colleagues'
involvement in common tasks.
They also understand that all employees must have a sense of responsibility to complete
their tasks smoothly.

Instruction for participants
Please share your feelings with regards to the course of the role-playing.
Let's start with the actors: what did you feel during holding the meetings?
After the actors have spoken, invite others to participate in the discussion as well.
And what did you (the audience) notice about the whole process and how do you evaluate
the attitudes of the individual actors?
Excercise description
Conduct a discussion. Let the actors speak first. Ask participants additional questions, what
they have noticed and ask them about similar life experiences.

EXERCISE 3 – S4
Type of activity
Working in groups
Division of participants
Two groups
Materials needed for the workshop
- flipchart sheets

Duration time
25 min

- flipchart markers
Detailed results

Participants are able to identify the lack of colleagues' commitment.
Participants know methods helping to deal with the lack of responsibility by colleagues for
the assigned tasks.
Instruction for participants
Divide into two groups.
Answer two questions written on the flip charts: How can you recognize a lack of commitment
among colleagues? How to prevent / deal with the lack of responsibility for the assigned
tasks?
Excercise description
After both groups have finished their work, invite the participants to present their results.

WORKSHOP SCENARIO – S5
Subject
We're building a bridge
General description
Participants build a bridge, learning how to cooperate and be responsible for the tasks they
are carrying out.
Materials needed for the workshop

Duration time

- modelling clay
- three packs of skewer sticks

45 min

- A4 sheets

EXERCISE 1 – S5
Type of activity
Technical work
Division of participants
Three groups
Materials needed for the workshop

Duration time

- modelling clay
- three packs of skewer sticks

25 min

- A4 sheets
Detailed results
Participants are able to collaborate working together on a project.
Instruction for participants
In a moment you will be divided into three groups. Your task will be to build a bridge over
the wider edge of the A4 sheet. Imagine that the paper sheet is a river - build a bridge over
it. You have a packet of skewer sticks and modeling clay at your disposal. Good luck!
Excercise description
Divide the participants into three groups and give them the necessary materials. The bases
of the bridge should be located outside the page. The bridge may have brackets resting on
the paper sheet.

EXERCISE 2 – S5
Type of activity
Presentation
Division of participants
Three groups – according to the previous exercise
Materials needed for the workshop
- none

Duration time
20 min

Detailed results
Defining conditions for a good cooperation in teams of multiple team members.
Instruction for participants
Show us your bridge now. Tell us about its story, discuss the process of its creation and the
roles you took in this process.
Excercise description
Actively ask participants about the conditions for a good cooperation and the division of
roles. Was everyone involved?

WORKSHOP SCENARIO – S6
SUBJECT
Angels and devils
General description
During the workshop, participants will register the pros and cons of being responsible and
committed.
Materials needed for the workshop
- flipchart sheets
- flipchart markers

Duration time
45

EXERCISE 1 – S6
Type of activity
Role-play
Division of participants
Three groups
Materials needed for the workshop
- none

Duration time
15 min

Detailed results
Practicing the pros and cons of being responsible and committed.
Instruction for participants
We are going to play "Angels and Devils" now. In a moment you will divide into three groups.
Group I: Angels - people, who will try to convince others, that it is worth to be responsible
for your work.
Group II: Devils - people who will try to convince others, that it is not worth to get involved.
Group III: Participants to be persuaded.
The goal of the Angels and Devils is to convince the participants of group III to come over to
their side.
You are not allowed to use your physical strength, you only can convince others with verbal
arguments.
Excercise description
Group I should stand about 3 meters away from the group II, and the group III should be
placed in the center (between group I and II).

EXERCISE 2 – S6
Type of activity
Working in small groups
Division of participants
Three groups
Materials needed for the workshop
- flipchart sheets
- flipchart markers

Duration time
30 min

Detailed results
Summarizing the pros and cons of being responsible and committed.
Instruction for participants
Divide into three groups and work out the following topics on the flipchart sheets:
Group I: What are the characteristics of the people responsible for the tasks they perform?
Group II: Is it worth being involved in your work?
Group III: How does being responsible for assigned tasks affect your professional career?
Excercise description
Write down the topics to be worked out in a visible place. After completing the work, ask the
participants to present their results.

HOW TO SPEAK YOUR MIND TO BE UNDERSTOOD

Module
How to speak your mind to be understood
Number of participants
Up to 12
Main goal
Developing competencies with regards to an effective expression of thoughts and communication
with others.

WORKSHOP SCENARIO 1
Subject
How to speak your mind to be understood - speaking about facts
General description
Participants notice a relationship between precise, clear speaking and an effective communication.

Materials needed for the workshop

Duration time

- flipchart sheets
- felt-tip pens
- printouts of exercise materials

90 min

- A4 sheets
- pens

EXERCISE 1 – S1
Type of activity
Working in small groups
Division of participants
Groups of three people (the participants match up depending on their height, so that people of
similar height work in pairs).

Materials needed for the workshop
- flipchart sheets

Duration time
20 min

- felt-tip pens
Detailed results

The participant understands that the basic condition for communication is a clear and precise
expression of his thoughts.
Instruction for participants
Sit in groups of three people. Each of you should present what you believe are the requirements for
a good communication. Write everything, what each of you said, on one flipchart sheet divided into
three parts.
Discussion:
Please present the results of your work.
Feel free to share your observations on the similarities and differences in the responses of particular
people in your groups to the same question.
How does an effective communication correlate with expressing your thoughts?
How to express your thoughts to communicate as effectively as possible?
Excercise description
The participants discuss in small groups the requirements for a good communication. The same topic
is presented by 3 people, which leads to three different, although synonymous, answers. They
present the results of their work in front of the group. Participants observe, how the clarity and
precision influence the effectiveness of communication. They notice, that they are a basic condition
for a good communication.

EXERCISE 2 – S1
Type of activity
Individual work
Division of participants
None
Materials needed for the workshop
- A4 sheets

Duration time
30 min

- pens
Detailed results

The participant understands that the basic requirement for a good communication is a clear and
precise expression of his thoughts. He notices his tendency to express himself precisely and clearly
or not. He knows the basic areas for creating clarity.

Instruction for participants
Make a self-evaluation of your own clear expression of thoughts in terms of:
• Talking about the facts
• Talking about what you feel / about your emotions
• Talking about aspects of your own personality
• Talking about needs
• Talking about intentions
• Talking about opinions
Rate yourself in each aspect on a scale from 1 to 5, where
1-minimum level, intuitive understanding
5- expert level, high competence in the subject
Sit in groups of three people to share your observations from the exercise. Specify (each person) an
area for development of clear communication skills (one or more).
Excercise description
The participants assess individually the clarity of their communication in selected important areas
of their lives. They make this assessment in terms of the aspects provided by the trainer.

EXERCISE 3 – S1
Type of activity
Working in small groups
Division of participants
Working in pairs, discussion within the whole group (the participants match up according to the
colors of their clothes - in a pair there are very similar colors possible).

-

Materials needed for the workshop

Duration time

printouts of exercise materials (one per
pair)

30 min

Detailed results
The participant distinguishes speaking about facts from other types of communication, uses the factspeaking and understands its value for an effective and clear expression of his thoughts.
Instruction for participants
By analyzing in pairs, choose from the following sentences the whole sentences or parts of
sentences, which tell about facts:

• It was raining, when they arrived at his wife's family home.
• Mother opened with a smile a jar of orange jam.
• He was laughing out loud while she was making funny faces.
• Walking barefoot in the snow is unhealthy.
• Each person who uses disposable dishes is anti-ecological.
• The stupidest solution to this problem was presented by Hans.
• Church bells ring in each city on Sunday.
• Young children are not able to judge situations correctly.
• Cycling is dangerous for older people.
• Yesterday, 15 km away from his house, he got a flat tire and was half an hour late.
• The road back to the holiday resort was really terrible during this blizzard.
• I don't like it, when she is late, I always feel so rejected then.
• Since I don't eat cheese, I feel better and my sinuses are clean.
• Pedestrian crossings are safe.
• Trees produce oxygen as a product of photosynthesis.
• About 70% of insects in Europe have been disappeared in recent years.
• When the bees become extinct, there is a danger of extinction on the earth.
• There is no milk in the cupboard in the kitchen.
• You should have better results in driving your projects.
Present the results of your work. Let's analyze together, which of those statements are presenting
speaking about facts. How do they sound to you?
What results do we achieve in the relationship with our conversation partner, when we use speaking
about facts? (we are perceived as concrete people, knowing what we are talking about, we express
our thoughts clearly).
To what does speaking about facts invite the other party to do? (to consider facts, generate
solutions, make proposals).
Excercise description
The trainer invites the participants to work in pairs. Their task is to select from a set of delivered
sentences, those which tell about facts.
Then, sitting in a circle, the participants present the results of their analysis and organize their
knowledge about the values of using facts in communication and expressing thoughts.
The trainer analyzes each statement together with the group, rejecting wrong statements. He
collects on the board the statements that include speaking about facts:
• It was raining, when they arrived at his wife's family home.
• Mother opened with a smile a jar of orange jam.
• He was laughing out loud while she was making funny faces.
• Yesterday, 15 km away from his house, he got a flat tire and was half an hour late.
• I don't like it, when she is late,

• Trees produce oxygen as a product of photosynthesis.
• About 70% of insects in Europe have been disappeared in recent years.
• There is no milk in the cupboard in the kitchen.

WORKSHOP SCENARIO - S2
Subject
How to speak your mind to be understood - speaking about emotions
General description
Participants develop the ability to recognize emotions in statements and use an assertive
communication about emotions.
Materials needed for the workshop

Duration time

- flipchart sheets
- felt-tip pens
- printouts of exercise materials

90 min

- A4 sheets
- pens

EXERCISE 1 – S2
Type of activity
Working in small groups
Division of participants
Groups of three people (The participants choose their partners according to the principle: I work
with those, with whom I have worked less until now)
Materials needed for the workshop
- printouts of exercise materials

Duration time
30 min

Detailed results
The participant recognizes the emotional components in communication.
Instruction for participants
Read the story in your group. Analyze it in terms of the language of emotions included in it.
Notice which of the phrases and descriptions include emotions. What types of communication
(define them tentatively) about emotions are included in the stories. What emotions are not called
directly here?

Story 1
You piss me off! - she blurted out loud. She tilted her body towards him and looked at him
threateningly.
I'm sick of you! - she shouted, looking meaningfully at the door. I hate your constantly talking about
nothing. If you want, go away. Take all your staff and get out.
He looked at the floor, then at her and then at the door.
I am sad to hear that from you. When you scream like that, I'm a little bit scared of what else I'm
about to hear in a moment.
I also feel angry, when you yell just because I talk too much. I like to talk, I also just want to tell you
about my day. Maybe if it makes you so angry, you will go out. I'm not going to tolerate your screams.
Nobody in the neighborhood yells like you do at 7 am.
Story 2
He was glad to see her. Tears glistened in his eyes. He took the bag from her and gave her his hand
to make it easier for her to jump off the train. She looked at him happily. They hugged.
I'm glad to see you. I missed you. I was already afraid that you would not come but we were waiting
for it so much. And during our last farewell we had a lot of sadness, tears, dilemmas, if we will be
able to meet again now. Let's have a cup of tea, there's such a nice cafe here, I like to sit there. You
will probably like it. They serve a delicious Ceylon tea there.
You know... I don't want to go anywhere now. I am tired of this trip and I need to get some sleep. I
don't want neither a tea nor a cafe. Let's go home quickly.
I would like to invite the groups now to share your observations. What emotional twists did you
notice? What emotions in the stories have not been expressed? How do the messages affect the
conversation partners? To what extent do emotions support / hinder a clear expression?
Emotions make it difficult to express your thoughts clearly. Emotions are higher in the neurological
system and they have the priority in influencing us. In addition, if they are unskillfully expressed or
not expressed, they can cause significant difficulties in expressing thoughts clearly.
Constructive and destructive examples of communicating emotions will be developed and
presented in the next exercise.
Excercise description
The participants in small groups read about one of two stories of two people. The task is to indicate
emotional expressions/sentences and to indicate emotions presented (and hidden - not named) in
the stories. In the group work, we will be using a model of the wheel of emotions containing 5 main
emotions: anger, happiness, sadness, fear, disgust (and related emotions). Below, the selected
sentences containing emotions (Emotions not expressed directly in brackets):
You piss me off! - she blurted out loud. She tilted her body towards him and looked at him
threateningly. (anger)
I'm sick of you! - she shouted, looking meaningfully at the door. I hate your constantly talking about
nothing. If you want, go away. Take all your staff and get out. (anger)
He looked at the floor, then at her and then at the door. (fear, sadness)
I am sad to hear that from you. When you scream like that, I'm a little bit scared of what else I'm
about to hear in a moment.

I also feel angry, when you yell just because I talk too much. I like to talk, I also just want to tell
you about my day. Maybe if it makes you so angry, you will go out. I'm not going to tolerate your
screams. Nobody in the neighborhood yells like you do at 7 am. (anger)
He was glad to see her. Tears glistened in his eyes. He took the bag from her and gave her his hand
to make it easier for her to jump off the train. She looked at him happily. They hugged.
I'm glad to see you. I missed you. I was already afraid that you would not come but we were
waiting for it so much. And during our last farewell we had a lot of sadness, tears, dilemmas, if we
will be able to meet again now. Let's have a cup of tea, there's such a nice cafe here, I like to sit
there. You will probably like it. (happiness, love) They serve a delicious Ceylon tea there. (hope)
You know... I don't want to go anywhere now. I am tired of this trip and I need to get some sleep.
I don't want neither a tea nor a cafe. Let's go home quickly. (anger, impatience)

EXERCISE 2 – S2
Type of activity
Working in small groups
Division of participants
The same groups of three people
Materials needed for the workshop
- A4 sheets

Duration time
30 min

- pens
Detailed results

The participant recognizes emotional messages with a destructive structure.
The participant knows an assertive communication that allows him to communicate emotions in a
constructive way.

Instruction for participants
Get back to the destructive emotional messages collected in the previous exercise. What
characterizes them? (evaluation statements, level of aggression). Indicate in the stories the specific
statements with those messages.
You piss me off!
I'm sick of you!
I hate your constantly talking about nothing.
If you want, go away.
Take all your staff and get out.
Maybe if it makes you so angry, you will go out.
I'm not going to tolerate your screams.
Nobody in the neighborhood yells like you do at 7 am.

What emotional messages in these stories are more constructive and why (the first person singular,
the I-message, talking about yourself to someone about emotions)?
I am sad to hear that from you.
When you scream like that, I'm a little bit scared of what else I'm about to hear in a moment.
I also feel angry, when you yell just because I talk too much.
I like to talk, I also just want to tell you about my day.
He was glad to see her. Tears glistened in his eyes. I'm glad to see you. I missed you. I was already
afraid that you would not come, but we were waiting for it so much.
You know... I don't want to go anywhere now. I am tired of this trip and I need to get some sleep.
I don't want neither a tea nor a cafe. Let's go home quickly.
What characterizes these constructive messages expressing emotions at the language level?
Excercise description
The participants work in small groups of three people and pick out of the stories examples of
destructive and constructive ways of talking about emotions. They define together what makes the
communication about emotions hurtful and destructive or supporting and constructive:
- first-person singular communication,
- talking about emotions
- talking to someone with regards to his behavior (and not person)

EXERCISE 3 – S2
Type of activity
Group work
Division of participants
None
Materials needed for the workshop
- printouts of exercise materials

Duration time
30 min

Detailed results
The participant improves the ability to use an edifying and constructive communication containing
emotions.
Instruction for participants
Convert the examples you received (left column of the table) from destructive to constructive.
Read first the example and then give your proposal, the others can give theirs, I will tell you my
solution at the end (right column of the table).

No

destructive

constructive

1

You piss me off with your constant
talking

I feel angry, when you talk that much

2

Get your staff

I get annoyed, when I see your scattered
things

3

You're making chaos in the room here

I get angry, when you bring chaos to the room

4

You make me feel bad, you don't listen

I feel bad, when you are not listening to me

5

You always need to know better

I get frustrated, when you want to know
everything

6

You never wash the dishes

I feel annoyed, that you didn't wash the dishes

7

You don't know it and you play a wise
guy

I'm afraid that you will always want to know
better, even though you don't know anything
about it. I feel angry.

8

Leave me alone, I know it

I get angry, I feel instructed/patronized. I
know it all.

9

I'm sick of you

I'm frustrated. I want to be alone.

10

I wish it stops now, it's your fault.

I feel angry, when you keep doing that. I want
to change something.

11

I don't know what to do anymore, you
piss me off. Go away.

I am helpless and angry. I want to be alone.

12

I have to run away, it's not for me

I'm scared. I wish, it was different.

How will your work and professional life look like, when you start using those kinds of messages to
convey your emotions? (there will be more balance, which will make it easier for me to express my
thoughts clearly, I will have better relationships)
How does expressing your emotional states in a clear and pure way affect you (it supports being
able to express your thoughts clearly).
Excercise description
The participants receive strips with examples of destructive emotional communication and are
designed to turn them into examples of constructive communication reflecting their original
content, according to the following rules:
- first-person singular communication,
- talking about emotions,
- talking to someone in relation to his behavior.
Examples of correct solutions:
• When you scream, I feel scared.
• I feel sad because of your refusal.
• I get angry, when you change your mind, after we have already started our cooperation.

WORKSHOP SCENARIO – S3
Subject
How to speak your mind to be understood - avoiding communication mistakes.
General description
Participants learn what behaviors hinder communication and how to avoid them.
Materials needed for the workshop

Duration time

- flipchart sheets
- felt-tip pens

100 min

- printouts of exercise materials

EXERCISE 1 – S3
Type of activity
Working in small groups.
Division of participants
Working in pairs. (The participants match up according to the criterion of better acquaintance, liking
or similarity.)
Materials needed for the workshop
- printouts of exercise materials
(microinstructions on paper strips)

Duration time

45 min

- flipchart
- flipchart marker
Detailed results
Participants are able to indicate communication mistakes.
Instruction for participants

Prepare in pairs a one-minute presentation (role-play) in which one of you will be a person talking
(without a role) about his hobby, while the other will have a task. The task will be to play the role of
a person, who makes mistakes described on the previously drawn paper strip in communication
with others.
The participants have about 5 minutes to prepare. After this time each pair presents two scenes /
presentations of erroneous behavior to the other participants. The task of the group is to intuitively
name the mistakes in communication played by the presenters. The trainer writes down the names
of the misbehavior on the flipchart.
1. You keep asking questions, a lot of questions - to different thematic / open, closed - too many
questions

2. You listen to the participant but do not react verbally - inconsistency of verbal and non-verbal
communication
3. You raise your voice, you are very determined, answer with short phrases - tension
4. You require the participant to tell you something, when he starts, you still stubbornly ask
questions - making pressure
5. You only ask closed questions - it seems like an interrogation
6. You give advices - "in your situation it would be better if you ..." do this "," you will certainly
achieve it if "- giving advices
7. You point out the mistakes of the participant: "you speak too softly", "too loudly", "indistinctly",
"you speak incomprehensibly".
8. You talk and you are in contact with your conversation partner, but you fidget, something absorbs
you like you were somewhere else.
9. You compare - someone else knew it and you? - differentiation
10. You ask a question and answer it by yourself, another question, the participant tries to answer you are faster and answer again - you do not wait for an answer, the participant's commitment is
pointless
11. You take an ingratiating excessive kind and friendly tone - inviting the participant to share his
experience - getting chummy
12. You are very directive, you firmly hurry up the participant, ask him a question and say – Mr./Mrs.
- we only have two minutes to solve the problem - making pressure
Questions to discuss the exercise:
How have you, as the speaker, been affected by communication mistakes made by your
conversation partner?
How do those mistakes influence (limit) both conversation partners?
Excercise description
Participants draw strips of paper with instructions to the role-play. In pairs they present the
erroneous behaviors (person A and person B are alternately switching the roles). The rest of the
group should guess, what mistake the presenter is making.
The trainer writes down the group's suggestions with regards to the communication mistakes. The
group analyzes, how making mistakes in communication affects the clarity and efficiency of
communication.

EXERCISE 2 – S3
Type of activity
Working in small groups
Division of participants
Working in pairs (The pairs stay the same as during the previous exercise)
Materials needed for the workshop

Duration time

- printouts of exercise materials
- flipchart
- flipchart markers

30 min

Detailed results
Participants are able to deal with communication mistakes of their conversation partners.
Instruction for participants
Return to the role-playing in pairs (without showing it on the forum), all pairs at the same time.
When one person in the pair plays his part, the other's task is to react with one of the following
sentences (written on the flipchart by the trainer):
• Please let me speak out.
• I don't know, if you want to listen to me.
• It is important to me to tell you my story to the end.
• I am disturbed by your behavior.
• I feel irritated. I don't know if you want to listen to me, I would like to tell you my story to the end.
• It bothers me, what you do.
• We have made an agreement, that you will listen to me
How did using of these sentences work for the people playing the roles (making mistakes?)
Did it restore the clarity of communication between you?
What would you call this group of phrases? (expressing requests, expressing intentions, talking
about emotions)
In which life situations could you use them to increase the efficiency and clarity of your
communication?
Excercise description
The participants return to the role-playing in pairs from the previous exercise. The exercise is carried
out by all pairs at the same time. Participants, who do not have a role at the moment are asked to
react with sentences provided by the trainer. They discover the possibility of restoring clarity in
communication by using such tools as: expressing requests, expressing intentions, talking about
emotions.

EXERCISE 3 – S3
Type of activity
Individual work
Division of participants
None
Materials needed for the workshop
-printouts of exercise materials - (one
questionnaire for each participant)

Duration time
15 min

Detailed results
Participants notice mistakes in their own communication and know how to avoid them.

Instruction for participants
Work on recognizing your tendency to make mistakes in your daily communication, that block
others' understanding of you. Expressing yourself effectively also depends on the condition of your
conversation partner. When you notice your mistakes, you can eliminate them more easily.
Read each statement carefully and mark an appropriate answer (for your own information):
Mistake

Never

Sometimes Often

Asking many questions one after another without
listening to the answer.
No non-verbal communication
Making pressure
Asking closed questions
You answer the questions by yourself
Excessive kindness, friendliness
Excessive directivity
You point out the mistakes of the participant
You give advice
You distract from the conversation

If somebody is willing to share his results after answering the questions, please feel free to speak
out. If not, I encourage you to work on eliminating those behaviors from your daily life.

Excercise description
Participants complete a short questionnaire with regards to possible communication mistakes and
look at their own tendency to make them. The trainer invites everyone to share their thoughts. He
encourages everyone to work on avoiding those mistakes.

WORKSHOP SCENARIO – S4
Subject
How to speak your mind to be understood - communicating needs
General description
Participants develop the ability to communicate needs.

Materials needed for the workshop

Duration time

- printouts of exercise materials
- flipchart sheets
- flipchart markers

90 min

- A4 sheets
- felt-tip pens
- pens

EXERCISE 1 – S4
Type of activity
Working in small groups
Division of participants
Groups of three people (The participants match up according to the hair length criterion, they meet
partners with a similar hair length to their own).
Materials needed for the workshop
- printouts of exercise materials (two stories
from the exercise 1 - S2)

Duration time
30 min

Detailed results
The participant notices and understands the relationship between emotions and needs and that the
expression of needs is a way of reducing emotions.

Instruction for participants
Read the stories again. Think about the needs behind the emotions in these stories. Name those
needs. Allow yourself to write down even more needs according to your feelings and intuition.
Prepare lists of needs, which will be presented on the forum to other participants and trainer.
You piss me off! - she blurted out loud. She tilted her body towards him and looked at him
threateningly. (need for peace and lack of tension)
I'm sick of you! - she shouted, looking meaningfully at the door. I hate your constantly talking about
nothing. If you want, go away. Take all your staff and get out. (need for less stimulation, silence,
time for yourself)
He looked at the floor, then at her and then at the door. (need for clarity in the relationship, need
for being close)
I am sad to hear that from you. When you scream like that, I'm a little bit scared of what else I'm
about to hear in a moment. (need to be accepted, need for self-expression)
I also feel angry, when you yell just because I talk too much. I like to talk, I also just want to tell
you about my day. (need to reduce tension by speaking)

Maybe if it makes you so angry, you will go out. I'm not going to tolerate your screams. (need for
silence, need to be heard, need for love and support)
Nobody in the neighborhood yells like you do at 7 am. (need for security, need to belong)
He was glad to see her. (need for meeting, need for being close, need to belong).
Tears glistened in his eyes. He took the bag from her and gave her his hand to make it easier for
her to jump off the train. She looked at him happily. They hugged. (need to be in a relationship,
need for tenderness)
I'm glad to see you. I missed you. I was already afraid that you would not come but we were
waiting for it so much. (need for meeting, need for happiness and satisfaction in the relationship)
And during our last farewell we had a lot of sadness, tears, dilemmas, if we will be able to meet
again now. (need for security, need to be together in peace).
Let's have a cup of tea, there's such a nice cafe here, I like to sit there. (need for pleasure, good
mood, peace)
You will probably like it. (need to fulfill desires)
They serve a delicious Ceylon tea there. (the need for a positive experience)
You know... I don't want to go anywhere now. (need for rest, peace, regeneration, safety)
I am tired of this trip and I need to get some sleep. (need to be at home)
I don't want neither a tea nor a cafe. Let's go home quickly. (need to quickly meet the needs,
concentration on the goal)
What needs have not been expressed in those stories? (collect the results from the group, present
the version from the brackets)
How can expressing needs affect the effectiveness and clarity of communication? (increases
efficiency and clarity, speeds up the communication)
What could be the results, if the needs would have been immediately communicated? (speeding up
the communication, setting clear boundaries, meeting needs).

Excercise description
Participants analyze the stories from the previous exercise in terms of expressed / unexpressed
needs. Each small group present their results on the forum and discuss the value of expressing needs
for an effective and clear communication. They discover the relationship between emotions and
needs.

EXERCISE 2 – S4
Type of activity
Working in small groups
Division of participants
Working in pairs (The individual people match up in pairs with other participants than they have
worked with before)

Materials needed for the workshop

Duration time

- flipchart sheets
- flipchart markers

30 min

- A4 sheets
- pens
Detailed results
The participant trains the expression of needs.
Instruction for participants

Prepare (each pair of 6 examples) messages expressing needs based on the stories from the previous
exercise. Use the beginnings of the sentences presented below:
• I need
• Please
• I want
• I care
• It is important to me
• I prefer
• It will do me good
• I would feel best
Present the results of your work to the rest of the group. I will collect some examples on a flipchart
(only those, which are different from the others).
What do we get by expressing our needs? (more clarity, structure, being close in relationships)
Why can it be considered that expressing needs increases the effectiveness and clarity of
communication?
How can you use this knowledge in your professional relationships?

Excercise description
Based on stories the group make a list of statements, that capture the needs standing behind
emotions. The participants look then at the value of communicating needs in terms of efficiency and
clarity in communication.

EXERCISE 3 – S4
Type of activity
Working in small groups
Division of participants
Working in pairs
Materials needed for the workshop
- flipchart sheets
- flipchart markers

Duration time
30 min

Detailed results
The participant knows how to take care of his own needs and the needs of others in relationships.
Instruction for participants
Prepare a short role-play in which you are in any type of relationship (personal, professional) and as
people who know each other, you discover your needs. For example, when you need to buy a new
car or change the way your team works. Person A expresses himself in an emotional way (like in the
stories), person B asks about needs and talks about his needs:
A: I think we should buy a new car, this one doesn't work properly and I'm annoyed of it.
B: Ok, and what do you need most, when you notice it? (asking for needs)
A: I need to have the possibility to get to work faster and more comfortably.
B: Ok. I understand, but I don't have time to talk about it now, I need to work on the report, can we
talk later?
After preparing, all pairs present their role-plays to the others.
How did the question about needs work?
How did talking about needs work?
Does talking about needs increase clarity of communication?
In what life or work situations you can use this knowledge and this ability to talk about needs?
Excercise description
The participants prepare a presentation of a role-play that includes talking about needs. It should
be based on the stories from the previous exercises. They present it to the group, develop the ability
to talk about needs and ask about needs. They notice the relationship between talking about needs
and clarity of communication. They adapt this skill to their professional and personal life.

WORKSHOP SCENARIO – S5
Subject
How to speak your mind to be understood - speaking about intentions
General description
Participants develop the ability to present their intentions.
Materials needed for the workshop

Duration time

- printouts of exercise materials
- flipchart sheets
- flipchart markers
- A4 sheets
- pens

75 min

EXERCISE 1 – S5
Type of activity
Working in small groups
Division of participants
Groups of three people (The participants match up according to the criterion of the month of their
birth. In each group there are 3 people born in the same month or in months that are close to each
other).
Materials needed for the workshop
- flipchart

Duration time
15 min

- flipchart markers
Detailed results

Participants notice how differently you can express what is important to you in a given situation.
Instruction for participants
Share with the participants of your team the results you want to achieve during this workshop.
In this exercise, focus on the linguistic form of your statements. Write down a few of them as
examples about what is important to you.
I invite you to provide your examples, I'm going to write them on the flipchart.
What language form an intention should have? (first person singular, usage of the following words:
it's important to me, I want, I expect, I need etc.)
In the following exercises, we will look at the language of intention and the meaning of intention.
Excercise description
Participants talk in small groups and express their intentions in terms of what they would like to
achieve during the workshop. They write down the specific language forms (eg. I would like to learn,
I want to obtain, I mean…). The trainer collects various language forms used by the participants on
the Flipchart. Finally, he reads them out loud and titles them with the word Intentions. These are
the exemplary formulations for expressing intentions. We will practice and develop them later in
the workshop.

EXERCISE 2 – S5
Type of activity
Group work
Division of participants
None
Materials needed for the workshop
- Printouts of exercise materials
(stripes with examples of intentions)

Duration time
30 min

Detailed results
The participant knows the way of expressing intentions, uses it, is aware of its impact on others.
Instruction for participants
Draw one stripe with a sentence. Get up and meet other people in the group, read the text on the
stripe to the person you have met. The person to whom the text is addressed can reply, so that a
short conversation takes place. Then the listener changes into the speaker, he reads his text. Then
you should move on to the next person. Do this exercise with as many (all) people as possible in the
group.
You can exchange your stripes from time to time.
1. It's important to me to talk to you today about.
2. I come to present you an idea.
3. I want to tell you about it, because it is important to me.
4. I have important / interesting information / suggestions for you today.
5. I asked you for a meeting because the decision deadline with regards to our project is
approaching.
6. Today I would like to ask you about the situation with regards to the approaching end date of the
stage of our project.
7. I invite you to talk about my idea.
8. I suggest, that we return to what is most important.
9. The purpose of my phone call is to ask some facts, so that I know how to prepare best for our
meeting.
10. I want to share some good news with you today ...
11. In my opinion, the best option for our activities today is ...
12. I offer my colleagues only proven solutions.
13. I need to talk to you because we should look at the problem together, I have collected the data
and I want to propose a meeting.

Questions to discuss:
- how did you feel after the meetings?
- how did you react after hearing the text from the person you have met?
- what did you feel encourage to do, when you heard the statements from the others?

Expressing intentions opens the interlocutor and guides the conversation. It helps to express
thoughts related to the topic, makes space for them. It also empowers the speaker to act in unity
with the expressed intention.

Excercise description
Participants meet in the workshop room for short statement exchanges in pairs. They read the text
from the stripes, interact briefly and move on to the next person. They observe, how the text from
the stripes - the intention expressed by their conversation partners - influences them.

EXERCISE 3 – S5
Type of activity
Individual work, working in small groups
Division of participants
Working individually and in pairs
Materials needed for the workshop

Duration time

- flipchart with written beginnings of sentences
- flipchart marker
- A4 sheets

30 min

- pens

Detailed results
The participant becomes aware of his own intentions, understands their meaning, writes them
down, so that they are ready to be used in his everyday life.
Instruction for participants
Think over all important areas in your life. Notice what is important to you there, what do you care
about, what would you like to achieve, what you don't want, what does make you happy and what
do you want more?
Write down 15 intentions that cover the main areas of your life. (e.g. I want to be happy, I want to
live well, I care about good relationships). Sit with your pair and read your intentions without
additional comments or discussions, just speak them out.
Use the following beginnings of the sentence:
• I need for myself
• I care about
• I want to
• It is important to me
• I want less
• I want more
Discussion, while sitting in a circle (for volunteers):

What intentions did you write down?
In what situations, for what purpose can you use them?
(to clear up the communication, to redirect a conversation, for myself - to organize my thoughts
before expressing them).
Excercise description
Participants notice their intentions in important areas of their life and write them down, then read
them in pairs to embed the intentions more firmly in the mind. Then they sit in a circle and the
volunteers read their own examples of intentions and share their reflection on their discovery. They
discuss together the usefulness of having conscious intentions in everyday life.

WORKSHOP SCENARIO – S6
Subject
How to speak your mind to be understood - speaking about opinions
General description
Participants develop the ability to recognize and use opinions and avoid judgements (as ineffective
components of communication).

Materials needed for the workshop

Duration time

- printouts of exercise materials
- flipchart
- flipchart marker

90 min

- A4 sheets
- pens

EXERCISE 1 – S6
Type of activity
Working in small groups
Division of participants
Groups of four people (the participants should count off to four).
Materials needed for the workshop

Duration time

- printouts of exercise materials
- flipchart
- flipchart marker

30 min.

Detailed results
The participant recognizes the linguistic construction, which is a judgment, understands its
destructive character, avoids it in everyday life in order to increase the efficiency of expression.
Instruction for participants
Sit in mini circles of 4 people. Read the sentences from the stripes to the others. Notice what
emotions evoke those sentences in you, how would you like to react to them? Are they supportive,
encouraging or rather vice versa. Write down your observations of how those sentences influence
you.
1. It won't work
2. Others do it differently
3. It doesn't make sense
4. There is no chance
5. It's too hard
6. This is impossible to do within this period
7. This is the best solution
8. You can do it better and faster
9. This proposition is poor
10. There is no way to do it that way
11. It is better to do it, as I say
12. This leads to nothing
I invite all groups to share your observations, reflections. I will write them down on the Flipchart.
What do those sentences contain? How would you call these sentences? How do they affect others,
relationships and the clarity of communication?
Please note, that using judgments in the language of conversation makes it more difficult to talk, it
is blocking, it can lead to situations, when opposite opinions and interpersonal conflicts will come
up. Avoiding those language forms helps to increase the quality of your expression of thoughts. We
will practice supporting language forms, that can replace them in the next exercise.
Excercise desc ription
People read in small groups sentences provided by the trainer containing judgments. They notice
their destructive character. They make a decision to avoid them in communicating their thoughts in
a daily life.

EXERCISE 2 – S6
Type of activity
Working in small groups
Division of participants
The same groups of four people like in the previous exercise.

Materials needed for the workshop

Duration time

- printouts of exercise materials (exemplary
sentence beginnings)
- flipchart

30 min

- flipchart marker
- A4 sheets
- pens
Detailed results

The participant is able to present his thoughts in a non-judgmental way using an opinion.
Instruction for participants
Based on the sentences from the previous exercise create two examples of an alternative message
with similar content to each sentence. The new sentences should not be an judgment (they should
be constructive). For this purpose you can use the following examples of sentence beginnings:
I have the impression, that
It seems to me
In my opinion
In my experience,
I see it like
I propose a solution that involves
I can see such a possibility
According to me
Note your examples and have them ready for a presentation to the rest of the group.
After completing the task:
Feel free to share your results on the forum. I will collect your examples on the flipchart.
Discussion
What are those examples to you? What emotions do they evoke?
What do they encourage to do?
How do they support an effective expression of thoughts by people participating in conversation?
Excercise description
Participants build alternative messages in relation to judgments - opinions, using the formula
provided by the trainer. They notice the value of using opinions instead of judgments and their
positive impact on clarity, constructiveness and effectiveness in the communication.

EXERCISE 3 – S6
Type of activity
Individual work
Division of participants
None
Materials needed for the workshop

Duration time

- flipchart
- flipchart marker

30 min

- A4 sheets
- pens
Detailed results

The participant notices in which areas of his life he uses judgments and what destructive effects this
may have on the effectiveness of his communication and expression of thoughts. The participant
uses opinions instead of judgments to increase the effectiveness of expressing his thoughts in
relationships with others.
Instruction for participants
Notice, in which areas of your life you use judgments. You will find them easily, when you ask
yourself, in which relationships / topics / parts of my life I have difficulties to communicate? Write
down for yourself 10 examples of them on a piece of paper.
Use the beginning of sentences, which initiate a constructive form of expression - an opinion:
•
•
•
•
•
•
•
•

I have the impression, that
It seems to me
In my opinion
In my experience,
I see it like
I propose a solution that involves
I can see such a possibility
According to me

Answer the following questions:
In which relationships I can be better understood if I will stop using the judgments?
Which matters will be easier for me to deal with, when I will stop using the judgments?
Summary while sitting in a circle, the volunteers can speak out.
How eliminating of judgments supports an effective communication and expression?
What can be less in your life and what can be more, if you will stop using the judgments?

Excercise description
Participants make a deep drive into their own habits of using judgments in their daily life. They
convert the most frequently used judgment sentences into opinions using the beginnings of
sentences provided by the trainer. They make a summary and notice the value of using opinions
rather than judgments.

RECEIVING INFORMATION AND PROVIDING FEEDBACK
Module
Receiving information and providing feedback
Number of participants
10-14
Main goal
Participants gain the ability to provide feedback correctly in a constructive way.

WORKSHOP SCENARIO – S1
Subject
I-Message
General description
During the workshop participants will practice giving and receiving feedback.
Materials needed for the workshop

Duration time

- A4 sheets
- felt-tip pens

60 min

- flipchart sheet or a whiteboard
- flipchart/whiteboard markers

EXERCISE 1 – S1
Type of activity
Discussion
Division of participants
None
Materials needed for the workshop
- none

Duration time
20 min

Detailed results
Participants recognize basic problems in providing correct feedback.
Instruction for participants
Let's talk about feedback. What are your experiences of providing and receiving feedback?
Excercise description
Encourage participants to an active participation in the discussion and provide examples of
feedback. Ask participants to come up with the worst (least correct) feedback and discuss together
what makes it so bad.

EXERCISE 2 – S1
Type of activity
Working in small groups
Division of participants
Pairs
Materials needed for the workshop

Duration time

- A4 sheets
- felt-tip pens

20 min

- flipchart sheet or a whiteboard
- flipchart/whiteboard markers
Detailed results
Participants learn to formulate correct feedback.
Instruction for participants

Get in pairs and then write down 10 examples of feedback according to the formula written on the
board.
Excercise description
Before starting the activity, write the formula for giving the correct feedback on the
flipchart/whiteboard:
I feel (or think) ...
When you…
Because…
And I need (would like) ...

EXERCISE 3 – S1
Type of activity
Presentation
Division of participants
None
Materials needed for the workshop

Duration time

- none

20 min
Detailed results

Participants learn examples of correct feedback.
Instruction for participants
Let's sit in a circle and listen to your feedback. Who would like to start?
After all volunteers have given their examples:
And what do you think about this form of giving feedback? How did you feel when you listened to
those examples?
Excercise description
If any of the examples does not contain all the elements of the formula from the previous exercise,
try to modify it together with the group.

WORKSHOP SCENARIO – S2
Subject
How to protect yourself from an aggressive criticism?
General description
Participants learn phrases that help them to deal with an aggressive criticism.
Materials needed for the workshop
- flipchart sheets

55 min

- flipchart markers

EXERCISE 1 – S2
Type of activity
Working in groups
Division of participants
Pairs

Duration time

Materials needed for the workshop

Duration time

- flipchart sheets

15 min

- flipchart markers
Detailed results
Participants learn phrases that help them to deal with an aggressive criticism.
Instruction for participants
Get in pairs and sit in front of each other. The task of the first person will be to express unfavorable
opinions about the other person's work and behavior. Express your aggressive criticism. Remember,
however, that the criticism should concern only the area of work or behavior - do not offend your
partner personally. After the aggressor has expressed his criticism, the other person should respond
with one of the phrases written on the board. After a few tries, switch the roles.
Excercise description
List a few examples of responses to aggressive criticism on the board:
- You have the right to have a different opinion on this.
- I have a different opinion on this topic.
- I understand that this is your opinion on this matter, I have a different one.
- I know people who, like me, have a different opinion on this subject.
- From my perspective, the situation is completely different.
- Thank you for sharing your opinion, I will take it into consideration in the future.
Watch over the course of the exercise. Make sure that the participants do not get offended. Criticism
is supposed to be about an imaginary behavior, not about a person.
During the exercise arrange 2-3 role changes within the pairs.
IMPORTANT!
After completing the task, remind the participants that this was just an exercise. Let the participants
drop their bad emotions, let them shake them off like a dust. Then let's everyone give a high five to
their partners with a smile on their face.

EXERCISE 2 – S2
Type of activity
Discussion
Division of participants
None
Materials needed for the workshop
- none

Duration time
15 min

Detailed results
Assimilation of the results of the previous exercise.
Instruction for participants
Let's sit in a circle. Please share your feelings from the previous exercise. How did you feel giving
the answers and how did you perceive them, when you were the aggressors?
Excercise description
Encourage all participants to speak out and to take part in the discussion.

EXERCISE 3 – S2
Type of activity
Working in small groups
Division of participants
Three groups
Materials needed for the workshop

Duration time

- flipchart sheets

25 min

- flipchart markers
Detailed results

Participants are able to create their own responses to an aggressive criticism.
Instruction for participants
Split into three groups and make your own list of responses to an aggressive criticism.
Excercise description
After completing the work in small groups, ask the participants to present the results of their work.

WORKSHOP SCENARIO – S3
Subject
Autobiography
General description
The participants practice active listening and giving constructive feedback.
Materials needed for the workshop
- flipchart sheets
- flipchart markers

Duration time
65 min

EXERCISE 1 – S3
Type of activity
Working in small groups
Division of participants
Groups of three people
Materials needed for the workshop
- none

Duration time
45 min

Detailed results
Participants are able to provide supportive feedback.
Instruction for participants
Build small groups of three people and find an appropriate place for a free and undisturbed
conversation. Your task will be to tell the other participants your autobiography. It's your choice,
what you are going to tell and what you want to omit.
Before you start, please choose your roles:
Star - a person telling his/her autobiography.
Active Listener - a person, who’s task is to listen with full commitment and ask questions to support
the storyteller in continuing the story.
Observer - a person who, throughout the story, does not speak at all, does not react and does not
participate in the conversation. His/her task is to observe the Active Listener.
After the story is finished, the Observer and the Star should provide a constructive feedback to the
Active Listener about, what was supportive for the storyteller in their behavior and what they were
missing. During this time, the Active Listener should listen carefully to the feedback.
Make sure that each feedback contains both positive aspects and areas for improvement.
Switch the roles after the feedback session is over. Repeat the whole task three times, so that
everyone in the group plays each role and listens to feedback.

Excercise description
After instructing the participants, watch the time. Make sure the stories last no more than 10-12
minutes.

EXERCISE 2 – S3
Type of activity
Working in groups
Division of participants
Two groups
Materials needed for the workshop

Duration time

- flipchart sheets
- flipchart markers

20 min

Detailed results
Participants assimilate the elements that support providing of feedback.
Instruction for participants
Split into two groups and then write down on the flipchart sheets all good practices for providing
supportive feedback.

Excercise description
After completing the work in groups, ask the participants to present the results of their work.

WORKSHOP SCENARIO – S4
Subject
Feedback variants
General description
During the workshop participants will develop their skills in giving feedback.
Materials needed for the workshop

Duration time

- A4 sheets
- pens
- small paper balls made from crumpled paper
sheets, 20-30 pcs

60 min

EXERCISE 1 – S4
Type of activity
Group work
Division of participants
None
Materials needed for the workshop

Duration time

-Small paper balls made from crumpled paper
sheets, 20-30 pcs

30 min

Detailed results
The participant knows the principles of giving an effective feedback.
Instruction for participants
Line up in a group on one side of the workshop room. A volunteer stands on the other side of the
room. He receives paper balls. He may have a helper, who will reach him the balls. The volunteer
has his back to the group standing on the opposite side of the room. One person from the group
places an object on the floor in a place of his choice. The volunteer has three ball throws for this
item - it should be a test. Later, he has his back to the object and the people in the group. The
volunteer throws balls of paper behind him and his task is to hit the object. The group supports him
as much as they wish.
Questions to the group:
How did you support this person?
What were your behaviors?
How did you change your behavior and why?
Questions to the volunteer:
Which behaviors of participants helped you and which disturbed you?
What was too much and what was missing?
Theses helping to summarize:
Information should be given as soon as possible, right after the movement (throw)
It should be without any evaluation.
It should be about behavior.
It should be straight to the point and not too much.
It should strengthen, what is good and correct weaknesses.
Excercise description
The group stands on one side of the workshop room. A volunteer stands on the other side of the
room. He receives paper balls. He may have a helper giving him the balls. The volunteer has his back
to the group standing on the opposite side of the room. One person from the group places an object
on the floor in a place of his choice. The volunteer has three ball throws for this item - it should be

a test. Later, he has his back to the object and the people in the group. The volunteer throws balls
of paper behind him and his task is to hit the object. The group supports him as much as they wish.
The discussion covers the participants' experience and feedback tips.

EXERCISE 2 – S4
Type of activity
Working in small groups
Division of participants
Groups of three people (The participants choose their partners according to the principle: I work
with those, with whom I have worked less until now)
Materials needed for the workshop
- A4 sheets

Duration time
30 min

- pens
Detailed results

The participant notices the features of bad, destructive, poorly given feedback and understands,
that it results from ignoring the rules of providing feedback.
Instruction for participants
Sit in small groups of three people and share your experience or imagination of the worst possible
feedback. Talk about it. Make together a list of features of a poorly provided feedback.
Discussion within the whole group
What features of a poorly given feedback have you pointed out - let's collect them on a flipchart.
How is the poorly given feedback related to the model presented in the previous exercise?
What is different? (too much, too little, only positive, only negative, includes evaluations, talks about
the person (and not about behavior), you-message, includes: advice, comparison, aggressive
criticism)
Excercise description
Participants work in groups of three people. They discuss aspects of a poorly given feedback and
prepare a summarizing list. In the discussion, they compare the poorly given feedback with the
model from the first exercise.

EXERCISE 3 – S4
Type of activity
Working in small groups
Division of participants
Groups of three people (The participants choose their partners according to the principle: I work
with those, with whom I have worked less until now)
Materials needed for the workshop

Duration time

- none

30 min
Detailed results

The participant knows and is able to provide feedback in accordance with the model.
Instruction for participants
Your task is to prepare a role-play to the topic of giving feedback. Choose a situation from your daily
or professional life, as you like. Make an agreement, who will present the role-play on the forum
and who will be the observer. Prepare a mini-scenario following the rules from exercise one.
Discussion:
What aspects of giving proper feedback did you notice in the role-plays?
What was missing? What was too much?
What additionally affects the quality of feedback? (intonation, listening, staying in contact)
What attitude should the person giving feedback have? (coach, conversation partner)
Excercise description
The participants prepare a mini-presentation, show it in front of the group, trying to work according
to the feedback model.
In the discussion, the group deepens the awareness of the feedback's quality factors.

WORKSHOP SCENARIO – S5
Subject
Feedback models
General description
Participants develop their feedback skills in various models.
Materials needed for the workshop
- A4 sheets
- pens

Duration time
90 min

EXERCISE 1 – S5
Type of activity
Working in small groups
Division of participants
Groups of three people (The participants choose their partners according to the principle: I work
with those, with whom I have worked less until now)
Materials needed for the workshop
- A4 sheets

Duration time
45 min

- pens
Detailed results
The participant is able to provide supporting feedback.
Instruction for participants

Sit in groups of three people. Let each of you draw a picture on a piece of paper. In this task, the
content and artistic quality of the picture are not important. Let yourself draw whatever comes into
your mind.
After everyone has finished, share, how did you feel, while drawing. Then focus on giving each other
supportive feedback. Disregard any negative aspects of the drawing. Strengthen everything you
notice that can be supported.
Use the following statements:
I like
It suits me
I have a feeling
I have an impression
It awakens in me etc.
After everyone has finished the exercise, share your emotions.
How did you feel while getting supportive feedback?
What did you feel like doing at that moment?
What has changed in you, after you received it?
Supportive feedback draws attention to strengths and resources. It helps you to look positively at
your situation.
Excercise description
The participants in groups of three people give each other empowering feedback on the drawing
made by each participant. In the discussion, they pay attention to the effects of supportive feedback.

EXERCISE 2 – S5
Type of activity
Working in small groups
Division of participants
Groups of three people (The participants choose their partners according to the principle: I work
with those, with whom I have worked less until now)

Materials needed for the workshop

Duration time

- A4 sheets
- pens

45 min

Detailed results
The participant knows, how to provide a corrective feedback.
Instruction for participants
Prepare a short role-play presenting, according to you, the perfect model of giving a corrective
feedback.
The role-play can base on a situation from your professional or personal life.
Use the following wording:
- too little, too much
- I did not like
- I missed...,
- I was irritated, I was frustrated, I was angry, when you,
- with regards to that, I expect…
Present it to the other participants. Make sure, that you do not overdo with the corrective
communication towards the person receiving the feedback.
Discussion
How should be the corrective feedback? (one-to-one, briefly, specifically, behavior-based, based on
the I-message)

Excercise description
The participants prepare in small groups according to the instructions short scenarios of role-plays
on giving feedback. They present their work on the forum. The group analyzes each role-play and
looks for the limits of corrective feedback.

WORKSHOP SCENARIO – S6
Subject
How to avoid mistakes in providing feedback
General description
Participants develop the competences of providing feedback and avoiding mistakes.
Materials needed for the workshop
- A4 sheets

Duration time
90 min

- pens

EXERCISE 1 – S6
Type of activity
Working in groups
Division of participants
Two groups (To build the groups the participants should count off to two).
Materials needed for the workshop
- A4 sheets

Duration time
45 min

- pens
Detailed results
The participant notices mistakes in providing feedback and avoids them in his / her work with
feedback.
Instruction for participants
Read the text and find mistakes in the non-constructive feedback examples below.
Name the individual mistakes (evaluation, aggression, comparison, etc.) and make a list of
undesirable behaviors.
1. You did it wrong. It wasn't supposed to be done like this. The boss will fire you. The entire team
will suffer on this. You are irresponsible and incompetent. You should be prepared better. The
case may go to the court and you will be responsible for it. I will not tolerate a such kind of work.
Your colleague does the same tasks in an hour. You should learn more. You won't get a vacation.
2. Great. Beautiful. You're the best. Nobody works as great as you. Many people face these tasks,
but no one has delivered them so quickly. I will introduce you to the boss as a candidate for
a reward. Of course, you'll get a bonus and a promotion. I did not count on such a revelation.
Discussion:
What mistakes do those exaggerated examples of feedback from the exercise above contain?

(evaluations, comparing, threatening, giving advice, administering punishments and rewards)
How does the feedback change when errors appear?
How will your feedback look like in the future, what will you avoid?

Excercise description
The participants analyze the texts provided by the trainer and name mistakes regarding feedback
they contain, draw conclusions aimed at avoiding mistakes in providing feedback.

EXERCISE 2 – S6
Type of activity
Working in small groups
Division of participants
Groups of three people
Materials needed for the workshop
- none

Duration time
45 min

Detailed results
Participants are able to provide feedback using an appropriate communication and avoid mistakes.
Instruction for participants
Tell a story of your choice from your professional or private life, which you have a difficulty with by
assessing its course and value it has given you (something happened and you still do not know what
to think about it). Describe the situational context, your own participation and the participation of
others. Invite your conversation partners to give you feedback using the knowledge from the
exercises that have been completed till now.
Remember to use the I-message communication, the language of empowerment and corrections,
do not be afraid to share your observations based on your intuition.
What are your benefits of receiving feedback from colleagues?
Why is feedback called a gift?
Can you just ask for feedback? What does it give you?
How can feedback help to build relationships?
How often do you use feedback in your life / work environment and what are the benefits you get?
Excercise description
The participants in small groups of three people give each other a balanced, ambivalent,
constructive feedback avoiding mistakes.

PROACTIVITY – TAKE MATTERS IN YOUR OWN HANDS
Module
Proactivity – Take matters in your own hands
Number of participants
Up to 12
Main goal
Development of competences within a pro-active doing in life, increasing effectiveness of activities
and improving quality of life

WORKSHOP SCENARIO – S1
Subject
Proactivity - the basics
General description
Participants are able to recognize the difference between being reactive and being proactive
Materials needed for the workshop

Duration time

- list of items to be presented to the trainer
- flipchart sheets
- felt-tip pens

90 min

- A4 sheets
- pens

EXERCISE 1– S1
Type of activity
Working in groups
Division of participants
Two groups (Dividing the participants by selecting 2 leaders and joining them by the rest of the
group.)

Materials needed for the workshop

Duration time

- list of items to be presented to the trainer
- flipchart sheets

30 min

- felt-tip pens

Detailed results
Development of a set of effectiveness and ineffectiveness factors in action, a primary understanding
of the essence of proactivity.
Instruction for participants
Please present (each group separately) to the trainer the actually / physically collected items from
the list, that each group has received (the content of the list is the same for both groups).
List of items:
• sunglasses
• an old item
• earrings
• a policy / regulations
• men's watch on a bracelet
• women's hair brush
• cigarette lighter
• a pack of marlboros
• an office clip
• today's newspaper
• a handful of soil
• a train ticket
• the number of floors in the building
• the number of employees of the institution, were we are currently located
• a road map
• names of participants of this group and their shoe sizes
• a letter to a friend
• an instruction manual (leaflet)
In your groups write down the following factors on the flipchart sheets:
1.factors supporting achieving the assumed results (behaviors during working in a group) - e.g.
activity, analyzing rules, looking for solutions, acting, encouraging, supporting/cheering, enjoying
the results, optimism/positive attitude)
2. factors, that do not support the achievement of results (behaviors during working in a group) e.g. over thinking, considering difficulties, looking for detailed instructions, questioning the
meaning, worrying)

Excercise description
Participants receive a list of items.
The trainer does not answer the questions, where to get the items from. The task is about taking
the initiative, showing creativity and undertaking risk to complete the task according to your own
idea (creatively, in a non-standard way, e.g. draw a train ticket, when you don't have a one with you,
borrow a watch from someone, come up with information the trainer asks for).
Participants present their results, the trainer listens and observes, praises the completeness of the
sets and the creative, non-standard solutions, collects information, who of the subgroup's
participants prompted the others to accept such solutions and how did he/she argue them.
The trainer makes comments to the solutions, accepts incompleteness, and emphasizes that it was
just a game. At the same time, he notes that innovative, creative, non-standard behaviors and the
initiative support achievement of results.
In the subgroups the participants write down the following factors on the flipchart sheets:
1.factors supporting achieving the assumed results (behaviors during working in a group) - e.g.
activity, analyzing rules, looking for solutions, acting, encouraging, supporting/cheering, enjoying
the results, optimism/positive attitude)
2. factors, that do not support the achievement of results (behaviors during working in a group) e.g. over thinking, considering difficulties, looking for detailed instructions, questioning the
meaning, worrying)
All results of each group are to be presented and we move on to the next exercise.

EXERCISE 2 – S1
Type of activity
Discussion
Division of participants
None
Materials needed for the workshop
- flipchart sheets

Duration time
30 min

- felt-tip pens
Detailed results
Creating a model of a pro-active and a reactive person.
Instruction for participants

With regards to the previous exercise: what do you think, who can be called as a pro-active person
and who is a reactive person? Let's discuss it.

Let's create together a set of features of a pro-active person and a set of features of a reactive
person.
Features of a proactive person:
• taking responsibility
• showing initiative
• analyzing and selecting reactions instead of reacting instinctively
• deciding independently about his/her inside (not getting influenced)
• acting in accordance with him-/herself
• Action based on own rules, values, analyzes, logic, emotions, instead of those being provided by
someone (system)
Features of a reactive person:
• not taking responsibility,
• giving the initiative to others,
• instinctive reactions,
• succumbing to emotions,
• being influenced by others
• ignoring their own rules

Excercise description
Lead the discussion by inviting participants to be as active as possible. Bring participants' attention
to the experience they have just got from the previous exercise. Encourage them to pay attention
to the pro-activity topic by asking the following questions:
- how does a pro-active person approach showing initiative? (shows it, encourages others)
- what is his/her attitude to responsibility (takes responsibility for his/her own tasks and encourages
others)
- how does he/she react to stimuli? (analyzes and chooses a reaction instead of reacting
instinctively)
- how does he/she use his/her mind, imagination, experience, free will? (creatively, in harmony with
him-/herself)
- what influence on him/her does he/she allows? (each, unless it is not in accordance with him/herself)
- what is a driving force for a pro-active person? (rules, values, analyzes, logic, own emotions)
Finally, make a list with features of a proactive person by gathering the content in brackets above
and a list with features of a reactive person (opposites of proactive) using brainstorming in the whole
group.

EXERCISE 3 – S1
Type of activity
Individual work
Division of participants
Each participant works individually.
Materials needed for the workshop

Duration time

- A4 sheets

20 min

- pens
Detailed results
The participants become aware of their individual level of pro-activity.

Instruction for participants
Make a self-assessment of your own pro-activity level in the following areas:
• taking responsibility
• showing initiative
• analyzing and selecting reactions instead of reacting instinctively
• deciding independently about your inside (not getting influenced)
• acting in accordance with yourself
• Action based on own rules, values, analyzes, logic, emotions, instead of those being provided by
someone (system)
Rate yourself in each area on a scale from 1 to 5, where:
1- minimum level, intuitive understanding
5- expert level, high competence in the subject
I invite you to share your reflections on this work. How do you see the level of your own proactivity
now?
Later in the workshop, we will continue to work on your proactivity.

Excercise description
Participants make a self-assessment individually, for themselves.
After completing the task, the trainer proposes a short discussion for volunteers.

WORKSHOP SCENARIO – S2
Subject
Proactivity: the language of thinking and speaking of a proactive person
General description
The participants learn about the manifestation of a proactive attitude in the language of their own
speaking and thinking.
Materials needed for the workshop

Duration time

- flipchart sheets
- A4 sheets

60 min

- pens
- felt-tip pens

EXERCISE 1 – S2
Type of activity
Individual work
Division of participants
None
Materials needed for the workshop

Duration time

- A4 sheets

15 min.

- pens
Detailed results
Recognition of patterns of own communication (proactive / reactive).
Instruction for participants

Describe in detail an example of a situation from your life, when you wanted to achieve something,
do something, get your own way. It can be a situation, that ended with your success or failure.
Writing the description pay a special attention to your position, examples of communication of other
people and especially examples of your own communication with others. Describe the goal and
result, that you achieved in this situation.
Excercise description
The participants work independently. They put the notes into their own materials.
The trainer informs, that after the next exercise he will come back to this topic and invite the
participants to use those materials for a better self-knowledge.

EXERCISE 2 – S2
Type of activity
Working in small groups.
Division of participants
Working in pairs.
Materials needed for the workshop

Duration time

- A4 sheets
- pens

15 min.

- flipchart sheets
- felt-tip pens
Detailed results

Initial noticing the differences between the communication of proactive and reactive people.
Instruction for participants
Think in pairs what language (words, sentences, intonation, body language) does the pro-active and
reactive person use?
Proactive communication:
Let's see what I can do, I can write a good enough application, I can react in harmony with myself, I
choose this approach, I prefer that solution, I will, I need, I want, I will deal with it, I will find time, I
choose.
Reactive communication:
This is who I am, I can't help, I don't have time, I don't have the power, I have to do it, if they weren't
I could do it, it's not my fault, it's not my business, it happens without any connection with me
Excercise description
Participants work in pairs having a discussion about a topic set by the trainer.
Then the trainer collects conclusions from the work of each pair of participants. He makes a list with
examples of proactive and reactive communication on a flipchart, aiming for results similar to the
descriptions below:
Proactive communication:
Let's see what I can do, I can write a good enough application, I can react in harmony with myself, I
choose this approach, I prefer that solution, I will, I need, I want, I will deal with it, I will find time, I
choose.
Reactive communication:
This is who I am, I can't help, I don't have time, I don't have the power, I have to do it, if they weren't
I could do it, it's not my fault, it's not my business, it happens without any connection with me

EXERCISE 3 – S2
Type of activity
Working in small groups.
Division of participants
Working in pairs.
Materials needed for the workshop

Duration time

- A4 sheets

30 min.

- pens
Detailed results
Recognition of patterns of own communication (proactive/reactive)
Instruction for participants

Read the example of a situation from your life (from the exercise 1), when you wanted to achieve
something, do something, get your own way. The listener is supposed to notice what
communication patterns (proactive or reactive) have been revealed by the author of the material.
The task of the listener is to note down examples of proactive and reactive communication and,
after completing the reading, to give feedback using those examples, indicating the presence of
proactive and reactive communication. The reader listens to the feedback and does not discuss it
with the listener.
What have you discovered about yourself by looking at the language of your descriptions of
situations?
How is the proactive or reactive attitude manifested in your individual language?
Which of them is more visible?
What can you work on here?

Excercise description
Participants work in pairs. Both participants go through the process of reading, analysis and
feedback.
The discussion take place at the forum, the volunteers speak out. The trainer strives to show, that
the proactive and reactive attitude is present in the language of each person. Realizing that, can
help to change and build a proactive attitude.

WORKSHOP SCENARIO – S3
Subject
Proactivity: Self-awareness of a proactive person
General description
Participants get to know aspects of themselves in terms of being proactive
Materials needed for the workshop

Duration time

- flipchart sheets
- felt-tip pens

90 min.

- A4 sheets
- pens

EXERCISE 1 – S3
Type of activity
Working in small groups
Division of participants
Working in pairs
Materials needed for the workshop

Duration time

- A4 sheets

45 min.

- pens
Detailed results
Recognition of patterns of own communication (proactive/reactive)
Instruction for participants

Tell your conversation partner an example of a situation from your life, when you wanted to achieve
something, do something, get your own way.
Then choose someone, who plays an important role in your life, someone you learn from, who
inspires you. Share this situation from that person's perspective. Then tell the same story from a
perspective of an another (selected form you) participant taking part in this situation or from a
perspective of an abstract observer or an elderly person, who has got a lot of life's experience.
The listener's task is to point out the differences that appear during the speaker's perception, when
he/she is talking about the same situation, but from different people's perspective.
The speaker after listening to the observed differences in his/her statements, decides to choose the
variant of the reaction for today (his/her own variant, perspective of person 1, perspective of person
2) and analyzes the benefits of choosing this perspective.
Do this exercise for each other in pair (both of you).

Discussion:
What did the analysis of different perspectives contributed?
What choices could you make / did you make?
How do you usually choose?
How incorporating new perspectives will change your life?
Excercise description
Participants work in pairs. Both participants go through the process of reading, analysis and
feedback.
The trainer invites participants to understand different perspectives of the same situation and how
noticing them opens up various possibilities to decide about our participation in it. For example, the
participant would take the action "A", his mentor action "B" and his grandfather / father "C". The
trainer emphasizes the importance of making this choice and that this is an act of proactivity. He
highlights and strengthens all examples of looking beyond yourself, through the eyes of an another
person, analyzing the situation and drawing conclusions enabling the participants to make different
decisions than usual. He points to this as an act of going beyond the ordinary thinking pattern and
that this is an act of proactivity. Discussion about the exercise, while sitting in a circle.

EXERCISE 2 – S3
Type of activity
Working in small groups.
Division of participants
Working in pairs (the participants choose their partners according to the principle: I work with those,
with whom I have worked less until now)
Materials needed for the workshop

Duration time

- A4 sheets

45 min.

- pens
Detailed results
Recognition of patterns of own communication (proactive/reactive)
Instruction for participants

Read to your conversation partner an example of a past situation from your life, which was
significant and important for you at that time, when you wanted to achieve something, do
something, get your own way. How do you see it today? - notice it and share with your partner.
Then look at the situation from your own perspective in 10 years. Then look at this situation from
your perspective at the end of your life. Take time to explore each of those perspectives and notice
how different opportunities they provide for observing the analyzed situation.
The speaker after listening to the observed differences in his/her statements, decides to choose the
variant of the reaction for today (his/her own variant, perspective of person 1, perspective of person
2) and analyzes the benefits of choosing this perspective.
Do this exercise for each other in pair (both of you).

Discussion:
What did the analysis of different perspectives contributed?
What choices could you make / did you make?
How do you usually choose?
How incorporating new perspectives will change your life?

Excercise description
Participants work in pairs. Both participants go through the process of reading, analysis and
feedback.
After working in pairs, the participants discuss briefly their reflections and conclusions in a group.
Directions - Self-awareness supports choosing a proactive attitude. I can change my perspective,
when I see, where I am now. I can take an analysis from a future perspective of my life. This
increases my ability to effectively choose a behavior variant, that is better for me.

WORKSHOP SCENARIO – S4
Subject
Proactivity: taking initiative
General description
Participants learn to take initiative as the main factor of proactivity.
Materials needed for the workshop

Duration time

- flipchart sheets
- felt-tip pens
- A4 sheets

90 min.

- pens
- printouts with forms

EXERCISE 1 – S4
Type of activity
Working in groups
Division of participants
Two groups (Participants build two groups according to their own preferences. They strive to work
with people, who they have not worked yet with.)

Materials needed for the workshop
- A4 sheets

Duration time
30 min.

- pens
Detailed results
Identifying patterns of taking the initiative.
Instruction for participants

Share in your groups examples of situations, when you or someone else were successful (group A)
or failed (group B). Think about the reasons/factors of effectiveness / ineffectiveness. Notice how
much initiative was there?
Summarize your work by preparing a list of the main factors of effectiveness and ineffectiveness in
each of the groups.
(self-confidence, self-esteem, material and mental resources, perseverance, goal-oriented and
success-oriented, support for others, time, material base, initiative, activity, regularity, decisiveness,
protection, steadfastness).
Look at what extent the initiative is present in those factors.
Present your work to the other group.
I invite you to add additional information to the presented factors and to a short discussion.
What are the benefits of taking initiative? (possibility of achieving success, learning from failure, not
immersing yourself in standing still)
What supports taking initiative? (succeeding, learning, growing)
How does the initiative affect a self-esteem? (it builds it)
What is the correlation between having a sense of agency and taking initiative? (it is needed, if
someone does not have the sense of agency, it will be difficult for him/her to take initiative)
How does the initiative affect the sense of agency? (it strengthens, builds it)

Excercise description
Participants work in two groups, analyze the reasons for effectiveness and ineffectiveness, create
lists with the reasons, analyze the importance of initiative in achieving success.

EXERCISE 2 – S4
Type of activity
Individual work
Division of participants
None

Materials needed for the workshop

Duration time

- A4 sheets

30 min.

- pens
Detailed results
Recognizing patterns of taking the initiative.
Instruction for participants

Take a look at the list of success/efficiency factors from the previous exercise. Focus on the initiative
as one of the factors. Make a self-assessment and specify:
- to what extent are you a person initiating your own/ others' actions?
- to what extent are you a person that is being influenced of others and implementing their
initiatives?
Make a self-assessment on a scale from 1 to 10, where 1 means taking minimal initiative and 10
taking initiative in each possible opportunity.
Do the same with your life's energy donation.
On a scale from 1 to 10, rate your tendency to give initiative to others and act as an executor of their
ideas (submissive position, victim position). Do this work for yourself.
Please sit in a circle. I invite those of you to speak out, who want you to share your conclusions and
observations from this work.
Excercise description
Participants work independent and make a deep dive into the area of manifesting their initiative. In
the circle volunteers share their discoveries.

EXERCISE 3 – S4
Type of activity
Working in a group.
Division of participants
None
Materials needed for the workshop

Duration time

- A4 sheets
- pens

30 min.

- printouts with forms

Detailed results
Recognizing patterns of taking the initiative.

Instruction for participants
Get as many autographs as possible using the form. Meet as many people as possible in the group
to get their signature in the column on the right, in the field next to the question, which the person
you meet can answer with "yes". For example, can you swim? Yes - your interlocutor signs (makes
his/her signature), if he/she cannot - he/she does not sign. Get as many autographs as possible.
Discussion:
- how did you carry out the task?
- what reactions occurred in the people you meet?
- what helped and what prevented you from getting as many autographs as possible?
- what strategies did you undertake to get a large number of autographs?
- how did you take the initiative, or maybe you gave it up? Did this affect the result?
Count the number of autographs collected. How has taking initiative contributed to your success?
Someone, who plays an instrument

Someone, who has the same eye color
as mine
Someone, who can swim

Someone, who has the same name as
someone in my family
Someone, who has ever been skiing in
the Alps
Someone, who can sing the song
“Imagine” of John Lennon
Someone born in the same month
as me

Someone, who can dance waltz

Someone, who surfs on the internet

Someone, who didn't drink coffee this
morning

Excercise description
Participants meet in pairs in the workshop room, exchanging autographs by asking questions from
the form. The goal for each participant is to collect as many autographs as possible using their own
initiative and strategy. The elements of their attitudes are discussed in the summary of the exercise.

WORKSHOP SCENARIO – S5
Subject
Proactivity: Control of the own internal processes
General description
Participants get to know their own level of internal control.
Materials needed for the workshop
- flipchart sheets

Duration time
90 min.

- felt-tip pens

EXERCISE 1– S5
Type of activity
Individual work
Division of participants
None
Materials needed for the workshop

Duration time

- flipchart sheets
- felt-tip pens
- A4 sheets

45 min.

- pens
- printouts with forms

Detailed results
Learning about individual control patterns of thinking processes.
Instruction for participants
Answer the below questions by choosing one of the following options: never, sometimes, usually.

never sometimes usually
I am satisfied with my work
I like myself
My time during the day is well organized
The way I live suits me and is safe
I defend my needs and goals
I have money and a prospect of earning it
I am in peace every day
I'm enjoying, what I have
I am aware of my emotions and feelings in my body
I know what I like to do and I give myself to it
I care about my health
I know my goals and I set them by myself
I am happy with my relationships
I have close relationships with other people
I take responsibility for my life
I keep a healthy diet
I am good at dealing with everyday problems
I like fun and creativity

Analyze the results in the table. The more answers "usually" or "sometimes" you chose, the more
strength you have in your inner resources and the more self-confidence there is in you. It should
also mean more self-control, understood as the ability to pay attention to what you already have,
what you want, what you need and reach for it instead of looking, what is lacking.
I invite you to share your reflections and conclusions from this exercise.
What is the greatest source of power for you?
What are you going to strengthen?

Excercise description
Participants answer the statements on their own, when the trainer reads them, or they use the
printed forms by choosing an appropriate option in the table.
After completing this part of the work, the trainer invites the participants to share results of their
individual work (to share reflections, comments, etc.)

In the discussion, the trainer aims to summarize, that the ability to see the resources, opportunities,
the own power is also a choice that supports one's own effectiveness and it is a proactive choice.
Looking at difficulties, neglecting resources and opportunities is a reaction that exacerbates the
difficulty and it is a symptom of a reactive attitude.

EXERCISE 2 – S5
Type of activity
Individual work
Division of participants
None
Materials needed for the workshop

Duration time

- A4 sheets
- pens

45 min.

- printouts with forms
Detailed results
Learning about individual control patterns of thinking processes.
Instruction for participants
Complete the following exercise (all instructions carefully) within 3 minutes. It is possible. Who
finishes first raises his hand. Do not disclose to the rest of participants, how you performed the
exercise. Do not disturb the others, who are still working.
We carry out the exercise spreading within the group the printouts with the instructions with the
text face down and the blank side of the page facing up. The participants turn the pages with the
text face up and from this moment we start the 3-minute countdown. Exactly after 3 minutes we
stop working on the exercise. Who won't finish within this time, has not make it.

1. Read all the instructions before you start.
2. Write your name in the upper right corner.
3. Make a circle around the word surname in the second sentence.
4. Draw five little boxes in the upper left corner of the paper.
5. Put a cross in each of the boxes mentioned in the point number four.
6. Put a circle around each box.
7. Sign your name below the title of this page.
8. Next to the title, write "yes, yes, yes."
9. Put a circle around the sentences 7 and 8.
10. Make a cross in the lower left corner.
11. Draw a triangle around the cross you have just made.
12. On the back of the page, multiply 24 * 18.

13. Circle the word "five" in point four.
14. When you get to this point of the test, raise your right hand.
15. Smile.
16. If you have been following the instructions carefully, write at the bottom of the page: "I'm
following the instructions carefully".
17. On the back of the page, add up 107 + 278.
18. Circle the amount you have just received.
19. Draw a square on the back of the page.
20. Make three holes in the paper sheet with a pencil/pen in this place …………………….
21. Add a name after your surname.
22. Clap your hands.
23. Underline the name you just wrote next to your surname.
24. Close and open your eyes.
25. After reading everything, execute only instructions 1 and 2.
26. Put down the pencil/pen.
27. Smile.
What are your impressions after work?
What emotions did you experience?
How did the instruction for the exercise and the way of its presentation influence you?
How did this affect the performance of the task?
Who got it in 3 minutes? How was it possible? Thanks to what was it possible?
What internal processes prevented you from completing this task in 3 minutes?
In what other way those instructions could have been executed?
How to use your self-control to carry out tasks in your life successfully ?

Excercise description
Participants, under the influence of instructions containing a hint of competition, evaluation, game
on time and testing, switch to automatic, reactive mode of action.
The exercise basically involves reading the text carefully and it can be completed within around 30
seconds. Most people, however, work by following the instructions in sequence, skipping the hint
at the beginning of the exercise.
In a group discussion ask the participants about their first reactions. Invite people, who did not make
it on time to speak out first. Invite them to explain, how did they act, based on what? (most possibly
based on emotions, striving to win, fear of judgment, etc.).
Ask about other possibilities to work on this exercise, if someone performed it differently? Invite
those, who did the exercise within 3 minutes, to share their way to do it.
Indicate the possibility of choosing a calmer and slower approach (proactive) to the task - with
greater self-control, which can greatly improve the chances of getting a better result.

WORKSHOP SCENARIO – S6
Subject
Proactivity: Awareness of one's own circle of influence. Effectiveness of acting in one's own circle of
influence.
General description
Participants recognize the space of their own circle of influence, they broaden the awareness of
their own effectiveness in their own circle of influence.
Materials needed for the workshop

Duration time

- flipchart sheets
- felt-tip pens
- A4 sheets

60 min.

- pens
- printouts with exercise materials

EXERCISE 1 – S6
Type of activity
Working in small groups
Division of participants
Groups of three people (Participants build the groups according to their own preferences. They
strive to work with people, who they have not worked yet with.)
Materials needed for the workshop
- pens

Duration time
30 min.

- printouts with exercise materials
Detailed results

Recognizing one's own circle of influence and stopping taking action outside of the own circle of
influence.

Instruction for participants
Compare the following sets of sentences in your groups:
Set 1:
I will cooperate
I'll see what I can do
I will be understanding

I'll be patient
I'm starting to learn
I will analyze the possibilities
I'll do what I can today
I develop my creativity
I will wait
I'm just finishing my work
I am writing my own project
Set2:
If I had a boss, who is more patient
If I had a better husband
It would be different, if you were different
I will be happy, when I will have a house
If I had finished my studies, I could do more
If I had better, more obedient children
Discussion in a group:
A discussion towards discovering what attitudes are behind each group of sentences.
What characterizes the sentences in the first set and what those in the second set?
What makes both sets different from each other? (set 1 "to be" in one's own circle of influence, set
2 "to have" a circle of interests, space outside one's own circle of influence)
What attitudes do the different sets present? (proactive / reactive)
Which type of thinking (speaking) do you recognize in yourself. Which way of thinking and speaking
brings you closer to being more effective, achieving goals, being proactive?

Excercise description
The participants analyze in groups the differences in the sets of sentences, recognize that those
sentences represent a proactive and a reactive attitude.
The trainer adds the perspective of acting in one's own circle of influence:
- focusing on yourself, making decisions for yourself, making reflections on those aspects of life, that
we personally have influence on, thinking and planning in our own inner space (not other people's).
He emphasizes, that this is an aspect of a proactive attitude, a source of efficiency, success and
peace.
The trainer encourages to abandon analyzing reality, experiencing emotions related to what is
beyond the individual circle of influence, taking actions outside the circle of influence (reactive
attitude).

EXERCISE 2 – S6
Type of activity
Individual work.
Division of participants
None
Materials needed for the workshop

Duration time

- A4 sheets

45 min.

- pens
Detailed results

Recognizing one's own circle of influence and stopping taking action outside of the own circle of
influence.
Instruction for participants
1. Within the next 10 minutes write down as many problems and issues as possible that bother you.
Point out at least 30 issues, e.g. driving license, better work, getting up early, dirty pavement in front
of the house, dangerous streets, inflation, polluted air ...
2. Notice, how do you feel after listing all these problems?
3. Separate those matters / problems that do not depend on you. Stop taking care about them.
Make an agreement with yourself for this resignation.
4. Separate those issues / problems that depend only a little on you. Dedicate them a small amount
of time, arrange with yourself to do it like that.
5. Separate those issues / problems that you can solve in the outside world or you can deal with
them inside of you. Give them enough time. Plan the first action step for 3 selected issues. Check,
how do you feel, after doing that?
6. Notice how do you feel, how much energy do you have now to act?
Excercise description
Participants work independently. Their task is to get to know their feelings related to the multiple
issues concerning them and to learn about the method supporting reduction of tension associated
with the multitude of issues. Participants train to separate problems, that are impossible to control
from those, that they can influence and plan a solution for them. They experience the power of
planning as a way to regain a sense of their agency.

EXERCISE 3 – S6
Type of activity
Working in small groups
Division of participants
Groups of three people

Materials needed for the workshop

Duration time

- A4 sheets
- pens

45 min.

- flipchart sheets
- felt-tip pens
Detailed results

Recognizing one's own circle of influence and stopping taking action outside of the own circle of
influence.
Instruction for participants
1. Discuss in the groups the answers to the following questions:
- How does it feel for me to separate issues, that are beyond my control, to stop dealing with them?
-How does it feel to postpone issues / problems which I can influence only a little?
-How does it feel to make an internal agreement with myself and to decide how much time I am
going to spend on a given problem?
- How does it feel for me to concentrate on issues / problems, that I can solve on my own, that bring
changes in my life and environment?
2. Make a list of tips titled: How to deal with problems proactively?
3. Let's sit in a circle. I invite now each group to present its list of tips.
Excercise description
The participants discuss the answers to the questions in small groups, they discuss various options,
exchange views.
After that, the trainer collects the results of the work from each group and makes a general list of
tips on a flipchart.
Summary: Dealing with issues within the own circle of influence is a source of efficiency and energy.
Dealing with matters outside your circle of influence is a source of loss, distraction, distancing from
yourself and reducing efficiency.

TEAMWORK

Module
Teamwork
Number of participants
10-14
Main goal
Understanding the mechanisms of teamwork and gaining the ability to put them into practice.

WORKSHOP SCENARIO – S1
Subject
My story
General description
Participants share stories from their lives and use them to identify the phases of a project.
Materials needed for the workshop

Duration time

- A4 sheets
- felt-tip pens

60 min

- flipchart sheet or a whiteboard
- flipchart/whiteboard markers

EXERCISE 1– S1
Type of activity
Discussion
Division of participants
Pairs
Materials needed for the workshop
- none

Duration time
20 min

Detailed results
Exchange of own experiences gained in a teamwork.
Instruction for participants
Get in pairs, and then tell each other about two examples of a team work you have been participated
in. One of the stories should come from your private life and the other from your professional life.
Excercise description
During the exercise, encourage the participants to listen actively and to ask for details.

EXERCISE 2 – S1
Type of activity
Working in small groups
Division of participants
Pairs
Materials needed for the workshop

Duration time

- A4 sheets
- felt-tip pens

20 min

- flipchart sheet or a whiteboard
- flipchart/whiteboard markers
Detailed results
Participants identify the phases of team projects.
Instruction for participants

Stay in pairs. Choose two stories and divide them in the project phases according to the written
examples.
Write the project phases on the board:
- Initiation
- Planning
- Realization
- Monitoring and control
- Closing
Excercise description
If necessary, advise the participants what activities they have to list in which phases.

EXERCISE 3 – S1
Type of activity
Presentation
Division of participants
none
Materials needed for the workshop
- none

Duration time
20 min

Detailed results
The participants assimilate the knowledge about project phases.
Instruction for participants
Please sit in a circle now. Who would like to share his story and the results of work?
When someone volunteers: tell us briefly your story first, and then, based on it, present the stages
of the project to us.
Excercise description
Encourage the participants to present their work. Discuss at least 3 stories. If there are more people
willing to speak out, let everyone tell about one story.

WORKSHOP SCENARIO – S2
Subject
Roles
General description
Participants experience different roles in teamwork and identify behaviors related to those roles.
Materials needed for the workshop

Duration time

- two sets of roles
- A4 sheets
- felt-tip pens

55 min

EXERCISE 1 – S2
Type of activity
Movement exercise / discussion
Division of participants
Groups of three people
Materials needed for the workshop

Duration time

- none

20 min
Detailed results

Experiencing the role of a leader, an expert and an executor.
Instruction for participants
Now I would like to ask you to build groups of three people and stand one behind another putting
your hands on each other's shoulders - you are a mini train now. The first person is the locomotive
and he/she must keep his/her eyes closed during the whole exercise. She/he may, however, stick
out her/his hands slightly in case of a protection against a possible collision. The people in the middle
keep their eyes open, but they are not allowed to make their own decisions. They can only pass on
the signals they will receive from the driver at the end of the train. The train driver drives the train
non-verbally (without making any sounds). Is everything clear till now?
Try to drive your trains along interesting routes, but try to avoid collisions. You start on my mark.
Excercise description
After about 2-3 minutes ask the participants to change roles. The person who is the locomotive goes
to the driver's seat. After another 2-3 minutes make a change again, so that each participant can
experience all roles.
After completing the exercise, invite everyone to take place in the circle and ask the participants to
share their experiences. Ask them, what did they feel in each of the roles.

EXERCISE 2 – S2
Type of activity
Role-play
Division of participants
Two groups
Materials needed for the workshop

Duration time

- two sets of roles
- A4 sheets
- felt-tip pens

15 min

Detailed results
Identification of behaviors, that support and hinder a group work.
Instruction for participants
You will be split into two teams in a moment. Each of you will randomly select a role to play. Your
task as a team is to create a list of 10 things, that you will take with you on a journey to the
mountains, far away from any civilization. You have 15 minutes to complete the task.
Excercise description
Give participants the role sets:
LIDER – sets the tone of the team's work, has got a vision of the goal and motivates to work
KNOW-IT-ALL - knows everything best, constantly proves that he/she knows everything better
and teaches others
MEDIATOR – cares for a good atmosphere, soothes disputes, directs discussions in a
constructive direction
REBEL – does not accept any proposal apart his/her own
SUBCONTRACTOR - offers nothing, accepts everything
CLOWN – turns everything into a joke, the most important thing for him is having fun
COWARD – worries, if he can manage it, he sees a threat everywhere
MOTIVATOR - pushes work forward and encourages others to an active participation

LIDER – sets the tone of the team's work, has got a vision of the goal and motivates to work
KNOW-IT-ALL - knows everything best, constantly proves that he/she knows everything better
and teaches others
MEDIATOR – cares for a good atmosphere, soothes disputes, directs discussions in a
constructive direction
REBEL – does not accept any proposal apart his/her own
SUBCONTRACTOR - offers nothing, accepts everything
CLOWN – turns everything into a joke, the most important thing for him is having fun
COWARD – worries, if he can manage it, he sees a threat everywhere
MOTIVATOR - pushes work forward and encourages others to an active participation

Make sure that, after completing the task, the participants throw off the role by jumping or
dusting themselves off as if they were brushing off the dust of their clothes.

EXERCISE 3 – S2
Type of activity
Discussion
Division of participants
none
Materials needed for the workshop

Duration time

- none

20 min
Detailed results

Identification of behaviors, that support and hinder a group work.
Instruction for participants
Let's sit in a circle. Present the lists you have developed in your groups and tell us, how it was for
you to work in your teams? What behaviors helped you to make decisions, and what behaviors
disturbed you?
Excercise description
Encourage participants to an active participation in the discussion by asking for details with
regards to the decision-making process.

WORKSHOP SCENARIO – S3
Subject
Triangles of dependence
General description
Participants understand that every action causes a reaction.
Materials needed for the workshop
- none

Duration time
45 min

EXERCISE 1 – S3
Type of activity
Movement exercise
Division of participants
3 people + the rest of the group
Materials needed for the workshop
- none

Duration time
10 minut

Detailed results
Understanding the relationship between the actions taken by all team members.
Instruction for participants
I need three volunteers.
After choosing the volunteers: Come out of the room with me for a moment.
Instruction for the volunteers: When you return to the room and we start the exercise, you will start
moving slowly in any random direction. Now wait for me to call for you.
Return to the rest of the group and give them the following command: After starting the exercise,
discreetly choose two people from all participants, who you will follow answering to their movement
and at the same time keeping a constant position and distance.
Call for the volunteers and invite them to the room: Find a place for yourself anywhere in the room
and start moving at my signal.
Ready? Go!
Excercise description
If the participants start moving too fast or will bump against each other, stop the exercise and start
over. Regardless of the course of the exercise, do it at least twice.

EXERCISE 2 – S3
Type of activity
Discussion
Division of participants
None
Materials needed for the workshop
- none

Duration time
15 min

Detailed results
Understanding the relationship between the actions taken by all team members.
Instruction for participants
Let's talk about what actually happened here? Tell me, why did you move this way and what did you
feel while doing this exercise?
After the participants have spoken, ask additional questions: And how do you think, is this exercise
related to team work? Does it, what happened here, something to do with the activities in our work
and life?

Excercise description
Ask additional questions to participants' opinion they shared with the group, directing them to the
conclusion, that each action triggers a reaction of other people (visible or not).

EXERCISE 3 – S3
Type of activity
Game
Division of participants
Pairs
Materials needed for the workshop

Duration time

- A4 sheets
- felt-tip pens

20 min

Detailed results
Analysis of the cooperation strategy.
Instruction for participants
Get in pairs and play a game. Your goal is to score as many points as possible within 10 rounds. One
round means, that both sides have a move. Write down your points on a piece of paper. The game
is to give your rival a smile or a bomb. A smile means that each of you gets one point. A bomb means
earning 3 points for yourself and taking 3 points from your opponent at the same time. Play several
times testing different strategies.

Excercise description
Write down in a visible place:
Smile = +1 +1
Bomb = +3 -3
After completing the exercise, discuss its course and the most effective strategies.

WORKSHOP SCENARIO – S4
Subject
Make a decision
General description
During the workshop, participants will analyze and experience different ways of making decisions in
a teamwork. They will also face the dilemmas, opportunities, consequences and values related to
them.

Materials needed for the workshop

Duration time

- flipchart sheets
- flipchart markers

70 min

- small pieces of paper with topics of work
- piece of paper with an instruction for a roleplay

EXERCISE 1 – S4
Type of activity
Working in small groups
Division of participants
Four groups
Materials needed for the workshop

Duration time

- flipchart sheets
- flipchart markers

40 min

- small pieces of paper with topics of work
Detailed results
Participants learn about four ways of making decisions in teamwork and are able to characterize
them.
Instruction for participants
Build 4 teams. The task of each group will be to characterize one of the ways in which a team can
make decisions. In particular, remember that your description should include the dilemmas,
opportunities, consequences and values related to them.

Excercise description
Let the participants split into 4 groups or split them by yourself. Equip the groups with flip chart
sheets and markers, and then assign one of the topics to each group:

Making decisions by majority vote.
Remember to consider: dilemmas, opportunities, consequences and values. Finally, develop a
recommendation - in which team, in what situation this model will work best.
Consensus
Remember to consider: dilemmas, opportunities, consequences and values. Finally, develop a
recommendation - in which team, in what situation this model will work best.

A one-man decision of a leader / boss.
Remember to consider: dilemmas, opportunities, consequences and values. Finally, develop a
recommendation - in which team, in what situation this model will work best.
Decision of a selected group of people.
Remember to consider: dilemmas, opportunities, consequences and values. Finally, develop a
recommendation - in which team, in what situation this model will work best.

After completing the work, each group should present its results.

EXERCISE 2 – S4
Type of activity
Role-play
Division of participants
6 volunteers + audience
Materials needed for the workshop
- piece of paper with an instruction for a roleplay

Duration time
15 min

Detailed results
The participants experience a situation, when they are deprived of the right to vote in an
important issue for them.
Instruction for participants
I need 6 volunteers to do a role-play, including an authoritarian boss. Who would like to play?

Prepare a short performance according to the description I am about to give you. Try to express
emotions that people, who would be in such a situation, would feel.
And the rest of the group I would like to ask for preparing a place.

Excercise description
Instruction for the role-play:
You are a team of specialists, who have been working on a large project for six months.
Unexpectedly, the general manager comes to the meeting and informs you about the closure of
the project without explaining the reasons for his decision, which is irrevocable.

Make sure that, after completing the task, the participants throw off the role by jumping or
dusting themselves off as if they were brushing off the dust of their clothes.

EXERCISE 3 – S4
Type of activity
Discussion
Division of participants
None
Materials needed for the workshop

Duration time

- none

15 min
Detailed results

Participants learn, how to communicate difficult decisions.
Instruction for participants
Please tell us, what did you feel while doing this role-play? What emotions did you experience?
Is there any better way to communicate such a decision to the team?
What conditions should be provided, so that the team can smoothly accept the decision made.

Excercise description
Let all actors speak out and then motivate the participants to find the best way to communicate
such a decision.

WORKSHOP SCENARIO – S5
Subject
Let's get along
General description
Participants learn, how to communicate actively in a team.
Materials needed for the workshop

Duration time

- flipchart sheets

50 min

- flipchart markers

EXERCISE 1– S5
Type of activity
Conversation in pairs
Division of participants
Pairs
Materials needed for the workshop

Duration time

- none

25 min
Detailed results

Participants learn to listen actively.

Instruction for participants
Get in pairs and tell each other a story from your own life. While one person is talking the other one
does not react in any way to that, what he/she hears. It is important that you do not say anything,
nod or make other gestures. You may not even be looking at yourself.
After about 5-8 minutes go forward with a further instruction:
Now tell each other the life story again - it can be the same story. This time however, during the
listening of your partner, stay in eye contact, naturally nod and use facial expressions.
After about 5-8 minutes go forward with a further instruction:
Change the roles once again. This time, listen very actively - feel yourself into the story, express your
emotions, ask for details, use paraphrases.

Excercise description
Make sure, that the participants follow the instructions at each stage.

EXERCISE 2 – S5
Type of activity
Discussion
Division of participants
None
Materials needed for the workshop

Duration time

- none

25 min
Detailed results

Participants understand the importance of active listening.
Instruction for participants
Please share now, what did you feel at each stage of the previous exercise - both as a storyteller and
a listener.
Excercise description
Make sure that all participants speak out.

WORKSHOP SCENARIO – S6
Subject
Our project
General description
During the workshop, the participants will go through the process of preparing a project and
defining roles.
Materials needed for the workshop

Duration time

- flipchart sheets
- flipchart markers
- small pieces of paper with an instruction for a
project

60 min

EXERCISE 1 – S6
Type of activity
Working in groups
Division of participants
Two groups
Materials needed for the workshop

Duration time

- flipchart sheets
- flipchart markers
- small pieces of paper with an instruction for a
project

40 min

Detailed results
The participants plan together an implementation of a project.
Instruction for participants
Please split into two groups now. Your task will be to prepare an implementation of the selected
project and define the roles within it. Remember to specify each of the indicated points. You have
40 minutes to complete the task.

Excercise description

Development of a mobile application
You are a design team in a large company. You received a task to plan a development of a mobile
application for your company using only the internal company resources. The company is large
and hires all specialists you need to perform this task.
Please remember to define the following elements of a project: goal, vision, success criteria,
expectations, risks, technical relations, project owner, team members, leader, sponsor,
stakeholders.
Launching a new subsidiary of the company
Your task is to plan an opening of the first foreign showroom with your company's products.
Please remember to define the following elements of a project: goal, vision, success criteria,
expectations, risks, technical relations, project owner, team members, leader, sponsor,
stakeholders.

EXERCISE 2 – S6
Type of activity
Presentation
Division of participants
Two groups
Materials needed for the workshop

Duration time

- none

20 min
Detailed results

Putting the knowledge about project planning elements into practice.
Instruction for participants
Please present the projects you have been working on.
Excercise description
The participants present the results of their work from the previous exercise.

DIAGNOSTIC TOOLS

NEXT MOVE - DIAGNOSTIC TOOLS 1
Find free time and a place where you can have space for yourself. Sit down and breathe calmly. After
calming your breath and calming your thoughts, focus on your life.
Observe and evaluate areas of competence in your life and work:
1. Proactivity (initiative, action, self-awareness, purposefulness, focus on what is possible)
2. Taking responsibility for the entrusted tasks (bringing tasks to completion, not stopping, attention
for outcomes)
3. Teamwork (cooperation with others, reconcile own and group objectives)
4. Giving feedback (sharing your experiences in a relation)
5. Understandable communication, expression of thoughts (precision, specifics, language of facts and
experiences, speaking for oneself)
(leave out the areas that do not concern you).
Take into account your individual sense of having this competence at the present moment.
Act intuitively, boldly and trust your own competence to assess each of the areas. Insert X in the field
corresponding to your assessment of your level of competence.
1 – means minimum competence in the given area
10 – means a very high level of competence, expert
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Take a picture of your answers or keep the form for comparison with the form you’re going to fill out
at the end of the workshop cycle.

NEXT MOVE - DIAGNOSTIC TOOLS 2
Find free time and a place where you can have space for yourself. Sit down and breathe calmly. After
calming your breath and calming your thoughts, focus on your life.
Observe and evaluate areas of competence in your life and work:
1. Proactivity (initiative, action, self-awareness, purposefulness, focus on what is possible)
2. Taking responsibility for the entrusted tasks (bringing tasks to completion, not stopping, attention
for outcomes)
3. Teamwork (cooperation with others, reconcile own and group objectives)
4. Giving feedback (sharing your experiences in a relation)
5. Understandable communication, expression of thoughts (precision, specifics, language of facts and
experiences, speaking for oneself)
Insert X in the field corresponding to the level of competence that you’d like to acquire in the future,
that would bring you professional satisfaction and allow you to achieve desirable results.
Act intuitively, boldly and trust your own competence to assess each of the areas. Insert X in the field
corresponding to your assessment of your level of competence.

1 – means minimum competence in the given area
10 – means a very high level of competence, expert
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Pay attention to those competencies causing your self-esteem to be lower than the self-esteem you
currently expect. Among these five, identify competencies that you want to develop, even if your
assessment of their level is high.

Choose 3 out of 5 competencies given above that you would like to focus on developing in the future.
Plan what you’d like to achieve in the competencies’ area – your goals.
Make sure the goals are:
Specific – suitable for you, chosen by you, appropriate and tailored to your life.
Measurable – can be described by a measure of quantity, completion of something, quality obtained
or changes.
Acceptable – possible for you to perform, in your living conditions, in your family/professional
system, in your financial context.
Real – can be realized by you using your resources or with someone's planned and agreed help.
Terminable – with a clearly marked completion date.
In addition, the goals should be written in the first person singular (I will do something during X time)
and they should be written firmly and assertively.
Example:
By the end of this year, I will have developed the ability to cooperate so as not to get into conflicts
with the team.
In the next quarter I will complete training in the field of...
By the end of this month, I will have finished the postponed XY task.
From the listed goals, choose one in each area of competence that will have the highest priority for
you. Write down the rest, following the importance hierarchy. Start with a note of why it is so
important for you to implement them.
Think about what exactly will make you consider the goal to be achieved. How will you know that
you’ve achieved the result?
Area of competence 1: …………………………………………………….
List of goals that I’m going to undertake in order to improve a given competence
…………………………………………………………………………………………………………….…..………………..……………
………………………………………………………………………………………………………..…………..…….……………………
………………………………………………………………………………………………………………………………………………
Argumentation – why is it worth taking the above actions, how will it affect my life?
…………………………………………………………………………………………………………….…..………………..……………
………………………………………………………………………………………………………..…………..…….……………………
…………………………………………………………………………………………………………………………………

Area of competence 2: …………………………………………………….
List of goals that I’m going to undertake in order to improve a given competence
…………………………………………………………………………………………………………….…..………………..……………
………………………………………………………………………………………………………..…………..…….……………………
………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
Argumentation – why is it worth taking the above actions, how will it affect my life?
…………………………………………………………………………………………………………….…..………………..……………
………………………………………………………………………………………………………..…………..…….……………………
…………………………………………………………………………………………………………………………………
Area of competence 3: …………………………………………………….
List of goals that I’m going to undertake in order to improve a given competence
…………………………………………………………………………………………………………….…..………………..……………
………………………………………………………………………………………………………..…………..…….……………………
………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………
Argumentation – why is it worth taking the above actions, how will it affect my life?
…………………………………………………………………………………………………………….…..………………..……………
………………………………………………………………………………………………………..…………..…….……………………
…………………………………………………………………………………………………………………………………
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