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Introduction 
The purpose of this guide
This guide is the primary resource for facilitators 
delivering the Youth Employability Programme 
(YEP). It serves two functions:

1. Providing guidance for you as the programme 
facilitator

2. Providing the programme content for delivery

The YEP consists of 9 modules. The first and last 
modules introduce and wrap up the programme. 
The remaining modules cover the seven 
employability skills, with 2–3 units per module. 
Each unit has 45–60 minutes of content.

The modules and units are sequential, enhancing 
students’ competency, awareness and confidence 
over time. For this reason, the preference is for 
the modules to be delivered in sequence and at 
a pace that is suitable for the group. However, 
the modular nature of the content does allow for 
flexible delivery around the student’s volunteer and 
work placements. 

Each module begins with an overview that outlines 
the skills and/or understanding students should 
have when that module is completed. These 
can be used to frame up each session and as a 
benchmark to assess the students’ progress at the 
end of each module.

Unit 1 of each module introduces that skill and 
provides an overview to help students understand 
the concept. Units 2–3 further unpack the concept 
by relating it to the workplace through practice and 
discussions, deepening students’ understanding.

The activities in each module have been developed 
in alignment with the seven employability skills and 
each builds on the content of the last. You might 
choose to use the activities as provided; pick and 
choose activities to suit the timing of your sessions; 
or find alternative activities to suit the interests and 
needs of the group.

Facilitator’s notes, a list of the materials required, 
and key concepts/definitions are included in the 
content of each unit to assist with delivery. These 
are denoted by a series of icons, as per the ‘Icon 
Key’ on the following page. 

This guide is to be used in conjunction with the 
YEP ‘Your Licence to Work’ Workbook (commonly 
referred to as the student workbook), which 
outlines the employability and work-readiness skills 
that underpin the programme. It also provides a 
place for students to reflect on the skills they’ve 
demonstrated or need to develop, and a way to 
keep track of their volunteer and work experience 
hours. References to student workbook content 
and activities are made throughout the guide.

Before starting the programme
To ensure students get maximum value from 
the programme, all facilitators are required to 
attend a two-day YEP training course and to 
familiarise themselves with the YEP Programme 
Principles and User Guide prior to delivery. 
This guide outlines the vision and governance 
of the programme, as well as its structure, key 
components and guiding principles. 

Facilitation skills
To achieve a student-led (agentic) approach to 
learning, the modules require strong, effective 
facilitation skills. Facilitators are pivotal to ensuring 
that the students feel comfortable and encouraged 
to share their ideas and experiences, as well as 
feel heard and supported by you and their peers. 

It is critical to facilitate positive peer group 
dynamics to enhance student engagement, 
connectivity, learning and retention, and to provide 
an overall sense of achievement. It is essential 
to create a safe space for young people to ask 
questions and check out their perceptions, values, 
beliefs and so on. Young people are shaped 
by family and life circumstances and bring with 
them the strengths, weaknesses and perceptions 
of the labour market and work — which may or 
may not be helpful in their employability journey. 
Encouraging the students to learn from and 
support each other will assist in building an 
environment of mutual trust and empathy. 
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Work-based scenarios have been developed to 
provide students with useful context where they 
may have little or no workplace experience. These 
scenarios can be replaced with real-life examples 
from the students’ lives (such as sports and 
community activities) or their YEP volunteer and 
work placements. Young people do not always 
recognise opportunities to learn and practice 
employability skills through every-day activities, so 
there is great value in drawing on these examples. 
Sharing their experiences will enable students to 
make a valuable contribution to the programme, 
critically reflect on their learning and provide 
an opportunity for the group to learn from one 
another’s experiences.

Session structure
Beginning/Tīmata
You might like to start each module or unit with a 
question to students about that skill. This will help 
them to recognise when they might use it in their 
everyday lives and frame their thinking for the 
module content. 

Summary/Muhunga
At the end of each unit:

• Review and summarise the key learning 
points

• Invite students to share one thing they have 
learned and encourage them to reflect on 
their understanding of the importance of this 
skill in the workplace

• Highlight the next step in the programme

Although these modules do not have dedicated 
‘homework’, as the facilitator you may decide to set 
students tasks from the YEP ‘Your Licence to Work’ 
Workbook (or elsewhere) to extend their learning 
and enable them to share what they have learned 
about employability skills and themselves with their 
whānau and families.

Accessing the materials
The activities in this programme are varied and 
range from small and large group discussions to 
role playing and creative tasks.

All activity materials are clearly labelled by module, 
unit and activity number and are available on the 
YEP Google Drive: 

http://bit.ly/yep_resources

These are provided in soft-copy for ease of access 
and to allow you to produce the appropriate 
amount for your group. To ensure the session runs 
smoothly and students get maximum value out of 
the content and activities, it is important to read the 
unit and prepare the materials ahead of time.

Other programme materials
The following documents will support you with 
programme delivery and assist you when engaging 
with key stakeholders such as local businesses 
and whānau and friends of YEP students. 

• YEP Programme Principles and User Guide

• YEP ‘Your Licence to Work’ Workbook

• Whānau Guide

• Employer Guide

• Trackit (Student Data Management System) 

• COMET Auckland / YEP website

Icon key
Resource toolbox: 
Materials needed for 
this unit

In pairs

Guest speaker

Group activity 
or discussionKey information

Role playa.b.c Definitions
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  Resource toolbox
‘Find Someone Who…’ activity sheet

A3/A4 paper and coloured pens 

YEP ‘Your Licence to Work’ Workbook

Trackit system 

Module 1
Introduction / Whakawhanaungatanga 

Overview:
This module gives 
an overview of the 
Youth Employability 
Programme (YEP) and 
introduces the seven 
employability skills. 

Activity 1:
The aim is to break 
the ice and help the 
students to learn each 
other’s names. This 
is not a competitive 
exercise. The focus 
is on having fun. 
There are many 
icebreaker games you 
can use, including 
the ‘Find Someone 
Who’ activity below.

 Activity 1 – Icebreaker
Group activity (10 mins) 

The naming circle game
Ask the students to stand in a circle facing each other. You might like to 
participate, too. Going around the circle, each person: 

• introduces themselves by name

• chooses an action or pose

As you go around the circle, each student repeats the name, action 
or pose of everyone before them, then gives their own name, action 
or pose. 

Overview
In this module we will: 

• Set the scene for employability skills in the workplace and what 
employers expect. We encourage students to think about the skills 
they have already and how employers would value these skills in 
the workplace. 

• Set a positive tone for the programme by building relationships 
among the group and encouraging attendance and engagement. 
This will help the students to get more out of the programme. 

Beginning/Tīmata
1. Welcome the students. 

2. Introduce yourself and your role as the facilitator of the programme. You 
might like to talk about your work background and/or interests.
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Activity 2a:
The aim is to get 
students to recognise 
that they (and others) 
already have some 
employability skills.

Use this sheet as 
the basis for the 
conversation about 
employability skills in 
Activity 2b. Collect and 
store these activity 
papers to refer to at the 
end of the programme. 

Activity 2b:
The aim is to get 
students thinking 
about the employability 
skills or attributes they 
already have or have 
seen around them. 

 Activity 2a
Group activity (15 mins) 

Find someone who… 
Give each student a copy of the ‘Find Someone Who…’ activity sheet. 

Ask the students to find another student who has one of the attributes, 
skills or experiences on the sheet and write their name in the box. They 
cannot use the same student’s name more than once. You might like 
to make it a race so the first person to complete the sheet wins. 

  Key points to cover:
• Employability skills are what employers say they want to see when they 

are hiring. 

• Employability skills are something everyone can develop with time 
and effort. 

• This programme will help everyone learn about and practice 
employability skills. 

• Many of us already have employability skills but we might not realise it. 
We develop these when we are helping at home, playing sports and at 
school or work. 

 Activity 2b 
Group discussion (15 mins)

What employability skills do you already have? 
Give each student a piece of A4 paper. In pairs, ask them to discuss 
and write down: 

• any attributes or skills they may already have 

• how they think they developed these skills 

Drawing on the student’s answers, facilitate a discussion around how 
all skills are learned and developed. 

Explain that no one is born with specific skills and abilities. These 
are learned over time with practice. Take speaking, for example. 

Introducing employability skills
1. Hand out the YEP ‘Your Licence to Work’ Workbook. Refer to and 

discuss p4 ‘Employability Skills’ with the students. 

2. Using p2 in the YEP ‘Your Licence to Work’ Workbook and p14 – 16 in 
the YEP Programme Principles & User Guide introduce the concept of 
employability and the seven employability skills. 

Skill – the ability 
to do something 
well. e.g. Sally has 
the skill to manage 
her time well. 

Attribute – a quality 
or feature of a 
person or thing. e.g. 
Friendliness is one of 
Andy’s best attributes. 

a.b.c

continues overleaf
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Explain how YEP works
Do a brief introduction to the YEP ‘Your Licence to Work’ Workbook. Use 
pages 2–4 to talk about the purpose and structure of the programme. 

• There are a set number of sessions to attend, plus voluntary and 
work experience hours.

• We will be using the Trackit system. This is where you will complete 
simple online assessments at the start and the end of the programme to 
see your progress. It is also where your work and volunteer experience 
supervisors will offer feedback on the skills you demonstrate. This 
information will be used to create a Licence to Work, showing employers 
that you have employability skills. 

• We will have a graduation ceremony at the end of the programme to 
celebrate the achievements of those who complete the programme 
requirements. 

• We encourage you to tell your whānau/family, friends or other 
trusted people that you are doing this programme so they can 
support your learning. 

  Key points to emphasise: 
• You have been selected because you have shown an interest and 

the attitude to work hard to build the skills you need to do well in the 
workplace.

• YEP will help you get a clear idea of what future employers will need 
from you and help you build the skills you will need to be successful 
in the workplace.

• There will be many opportunities to build your skills during this 
programme, including at home or at church, through sports, kapa 
haka, cultural groups, community activities and in the workplace. 
These skills can be included in your Licence to Work at the end of the 
programme. 

You start by making sounds, then you learn to say individual words, 
and eventually you’re able to speak in sentences. 

Explain that employability skills are the same. Everyone can learn 
these skills with time and effort. 

Explain that skills are important, but it is the choices we make 
(such as choosing to learn useful skills) that will shape our 
achievements. 

Notes:
If the programme 
includes any credit 
components, explain 
how this will work.

You might show the 
students the Trackit 
system and have 
them register online.

Each site can 
decide how to use 
the workbooks and 
whether the students 
need to bring their 
workbook to each 
session or leave 
them onsite.
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Activity 1:
The aim is to get the 
students reflecting on 
what they know about 
positive attitude, and 
to identify when they 
demonstrate having 
a positive attitude.

Module 2  
Positive attitude / Waiaro pai

  Resource toolbox
‘List of Positive Attitudes’ activity sheet

YEP ‘Your Licence to Work’ Workbook 

‘Emotions and the Brain’ video – https://www.youtube.com/watch?v=xNY0AAUtH3g

‘Feelings and Emotions – True or False Statements’ activity sheet

Overview
In this module we will introduce the employability skill ‘Positive attitude’. 

On completion of this module, students will understand the importance 
of demonstrating to an employer that they are: 

• positive and have a “can do” attitude

• optimistic, honest and can show respect

• happy, friendly and enthusiastic

• motivated to work hard towards goals

Introducing positive attitude 
Having a positive attitude means looking at the positive side of any 
situation, demonstrating positive behaviours and having a ‘can do’ 
approach to life and work.

UNIT 1 – UNPACKING POSITIVE ATTITUDE

  Activity 1
In pairs (15 mins) 

What is ‘positive attitude’?
Give the students 3 minutes to read the ‘List of Positive Attitudes’ 
activity sheet. 

Ask them to choose three attitudes that describe them and the one 
they would like to work on. 

Ask them to work in pairs to:

• give at least two examples of when they have demonstrated the 
attitudes that describe them

continues overleaf
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  Activity 2 
In pairs and group discussion (15 mins) 

Positive attitude at work 
Explain that employers are looking for employees who have a 
positive attitude about coming to work, doing their work and working 
well with others. 

Read the following scenario aloud:

Sam and Jason are doing work experience at their local recreation 
centre. Their manager explains how to sign visitors in using the 
online system and says he will be back in 5 minutes. Sam is 
frustrated because he keeps making mistakes but Jason is learning 
quickly. Sam tells Jason that he’s going to help teach the little kids 
how to play soccer instead. Jason continues to practice. When the 
manager returns, he notices that Sam has given up and gone off to 
do something else.

Ask the students to work in pairs to discuss:

• who showed a more positive attitude to their work

• who the manager will have more confidence in as
an employee

• who is more likely to get better at using the system

• why Sam gave up and how he could have shown a more 
positive attitude

Come together as a group to discuss their ideas. 

You might like to talk more about how a positive attitude compares 
with a negative attitude. 

Activity 2:
The aim is to get 
students to think 
about what having 
a positive attitude 
looks like in practice. 

• discuss how they developed these attitudes

• explain why they chose the attitudes they want to develop

Ask them to fill in p5 of the YEP ‘Your Licence to Work’ Workbook. 
Explain that while they may not enjoy writing, it’s a very important skill 
for work and they can ask for help if they need it.
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  Activity 3 
In pairs (10 mins) 

Feelings and emotions 
Give each student a ‘Feelings and Emotions – True or False 
Statements’ activity sheet and 5 minutes to complete it based on 
what they think is true or false.

Introduce the ‘Emotions and the Brain’ video, which explains how our 
thoughts and emotions drive our behaviour. Play the video.

Give the students 2–3 minutes to look back at their activity sheet and 
change any answers based on what they saw and heard in the video.

Ask the students to work in pairs to discuss any answers they 
changed after seeing the video.

Come back as a group and ask the students to share their answers. 

You might like to replay the section of the video which explains that 
our thoughts can directly impact on how we feel, so it’s important to 
have a positive (rather than a negative) attitude.

Summarise in a way that will help the students understand that 
feelings and emotions are natural responses to what we see, hear 
and feel and that this is part of being human. It is how we control 
our thoughts and actions that’s important.

Activity 3:
The aim is to help 
the students identify 
emotions and 
understand how 
emotions can influence 
people’s attitudes, 
good and bad.
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Introducing self-awareness and values

Unit 2:
Start with a brief review 
of Unit 1, focusing 
on how our emotions 
and feelings have a 
significant impact on 
our attitude (how we 
think and behave). 

This unit builds on 
Unit 1 by explaining 
that our values 
drive our emotions 
and behaviour. 

Activity 1: 
The aim is to help the 
students understand 
that our emotions are 
influenced by what  
we value.

 Resource toolbox
‘What Matters Most in Life?’ video 
– https://www.youtube.com/watch?v=Lg-wNxJ5XxY

‘Identifying Your Values’ activity instruction sheet

Multi-coloured paper and pens

 Activity 1
Group discussion (15 mins) 

How values influence thought and behaviour 
Explain that our values have a significant impact on what we think, 
how we feel and the actions we take. 

Play the ‘What Matters Most in Life?’ video and facilitate a 
conversation with the students about the difference between feelings 
and values and how these can influence our behaviour.

 Activity 2
Group activity (30 mins) 

Identifying your values 
Refer to the ‘Identifying Your Values’ activity instruction sheet to 
complete this activity.

Activity 2: 
The aim is to help 
the students identify 
what they value most 
and how these values 
might influence their 
behaviour. 

UNIT 2 – UNPACKING POSITIVE ATTITUDE
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 Activity 1 
Group discussion (20 mins) 

How to respond with a positive attitude
Introduce the ‘Conscious and Unconscious Responses’ video, 
asking the students to pay attention to how much of our behaviour 
we are aware of and how much we are not. Play the video.

Read this scenario aloud:

Matt has worked hard to stack the new shipment of boxes in the 
storeroom quickly. He is proud of himself as this will mean he has 
more time to do other tasks. He hopes his manager will recognise 
his hard work and will tell him he has done a good job. When his 
manager comes by, she asks Matt to restack the boxes because 
they look messy and there is no room for the boxes arriving later that 
afternoon. This will put Matt behind for the rest of the day.

Ask the students to work in pairs to work out:

• what Matt values

• what he might be feeling and why

• what his manager values

• what she might be feeling and why

• how Matt might respond to his manager if he acted based on
his feelings (an emotion-driven response)

• how Matt could respond so his manager will see that he has a
positive attitude

Introducing emotional literacy

Self-awareness
A key to managing our feelings is being self-aware. This means knowing 
what we are thinking, feeling and doing at any given time and why. If 
someone says or does something that we don’t like, we might feel angry or 
upset. We may think the other person is responsible for causing us to feel 
this way. We may then feel justified to behave in an angry or upset way. 
However, we are always responsible for our own behaviour.

Activity 1:
The aim is to help 
students understand 
that it’s possible to 
identify and manage 
their emotions so 
they can consistently 
demonstrate a positive 
attitude at work.

Unit 3:
Start with a brief review 
of Unit 2, focusing 
on how our values 
influence what we 
think, feel and do. 

This unit builds on 
Units 1 and 2 by 
demonstrating that 
we can develop a 
positive attitude by 
being aware of our 
emotional responses 
and changing how we 
think or behave. It will 
also help students 
understand that while 
other people’s words 
or actions may make 
them feel a certain 
way, they are always 
responsible for their 
own behaviour

UNIT 3 – UNPACKING POSITIVE ATTITUDE

 Resource toolbox
‘Conscious vs Subconscious Thinking’ video 
– https://www.youtube.com/watch?v=UYSKW3IvZlQ

‘How HALT Impacts on Our Emotions’ scenario cards

continues overleaf
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 Activity 2 
Role play and group discussion (15 mins) 

How HALT impacts on our emotions
Ask for four volunteers to role play the two scenarios on the ‘How 
HALT Impacts on Our Emotions’ scenario cards.

At the end of each scenario, ask the students the following 
questions.

• What happened? 

• What could have been done differently? 

• Did being hungry or tired have an impact on the young 
people’s behaviour?

Emphasise that, by recognising how we are feeling, we can 
control our thoughts and choose to take positive action. 

Emotion-driven responses 
When our basic needs are not met, we are at higher risk of thinking and 
behaving in ways that are unhelpful. These needs are hunger, anger, 
loneliness and tiredness (HALT*). It is important to stop and consider 
whether any of these are the reason for our feelings (rather than what we, 
or someone else, has said or done).
*(Christopher Willard, Mindful: Healthy Mind, Healthy Life, https://www.mindful.org/science-
halting-old-habits/).

Activity 2: 
The aim is to help 
students understand 
that their emotions 
and responses can 
be more intense and 
harder to control if 
they are hungry, angry, 
lonely or tired.

Self-belief 
What we think and feel about ourselves and our abilities will also shape 
our attitude. If your self-belief is high, you will be prepared to try new things 
and develop new skills. If your self-belief is low, you will be less likely to try 
new things and learn new skills. In any new job, there will be tasks that you 
have not tried before. Approaching new tasks with a positive attitude 
will help you to achieve those tasks.

Ask two pairs of students to come together to share their ideas of how 
Matt could respond to his manager to show he has a positive attitude. 
They have 2 minutes to agree on the best response, then find another 
group of four to share ideas with. 

This group of eight has 2 minutes to agree on the best way for Matt to 
respond. Ask for a volunteer from each group to share their idea with 
the wider group. 
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 Activity 1 
Role play and group discussion (20 mins) 

Four types of communication
Ask the students to get into groups and discuss how they would say 
‘Hello’ to friends, siblings, parents or their coach and how this might 
be different to what their employer would expect. 

Module 3
Communication / 
Whakawhitiwhiti korero 

Activity 1:
The aim is to 
help the students 
understand there 
are four main types 
of communication. 
Being aware of how 
they communicate 
with people is key 
to their success in 
the workplace.

continues overleaf

 Resource toolbox

‘Listening to and Giving Clear Instructions’ activity sheet 

‘Listening to and Giving Clear Instructions’ activity cards

Pens, pencils or markers

Overview
In this module we will introduce the employability skill ‘Communication’.

On completion of this module, students will understand how the 
following behaviours contribute to good communication skills for the 
workplace:

• understands and reflects on the way they communicate and how it 
affects others

• asks questions when unsure or unclear

• understands how employees, employers and customers 
communicate

• can speak, listen and share ideas appropriately

Introducing communication 
Communication means sharing information and ideas. It is also the way 
we express what we are feeling, and what we want or need. Part of 
being self-aware and having a positive attitude is understanding how we 
are communicating and whether our communication style is effective in 
helping us to understand and be understood by others. 

UNIT 1 – UNPACKING COMMUNICATION
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Ask for two volunteers to role model the different greetings in front 
of the group. 

Drawing on the differences in the two role plays, explain that there 
are four main types of communication. 

• Verbal (language, volume and tone of voice) – e.g. saying 
‘Hello’, asking or answering a question

• Aural (listening and hearing) – e.g. listening to instructions

• Non-verbal (body language, facial expressions and posture) – 
e.g. smiling, shaking hands, eye contact

• Written (email, text message, blogs) – e.g. texting the manager, 
filling out an application form

  Activity 2 
Group activity and discussion (15 mins) 

Listening to and giving clear instructions
Introduce the ‘Listening to and Giving Clear Instructions’ activity 
and explain that this will demonstrate how important good 
communication is when it comes to successfully completing a task. 

Refer to the ‘Listening to and Giving Clear Instructions’ activity 
instruction sheet to complete this activity.

Facilitate a conversation with the group about how easy it is for 
mistakes to happen if you do not give or receive clear instructions.

Explain how important it is to ask for help or clarification if they 
are unsure what to do. It is OK to make mistakes, but better to 
ask for help if those mistakes can be avoided. Some mistakes 
can cost an employer a lot of time and money. 

Activity 2: 
The aim is to help 
the students see how 
important it is to listen 
carefully to instructions 
so they complete the 
task correctly and 
to ask for help or 
clarification if they don’t 
know what to do. 
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  Activity 2a 
Group activity (20 mins) 

Role modelling communication styles
Ask for eight volunteers to role model communication styles in 
this activity. Ask the volunteers to get into pairs as there are two 
characters in each scenario. 

Give each volunteer one of the four ‘Role Modelling Communication 
Styles’ scenario cards to read and act out. 

Ask each pair to do their role play in front of the group.

Ask the group which communication style they think is being used in 
each scenario and why. Drawing on their answers, write the pros and 
cons of each communication style up on a whiteboard.

Communication styles 
Remind the students that our communication style will influence how well 
we can understand and be understood by others.

  Activity 1 
Group activity and discussion (15 mins) 

Identifying communication styles
Introduce the ‘Communication Styles’ video, asking the students to pay 
attention to the four different communication styles. Play the video.

Ask the students to get into pairs. Give each pair one of the 
‘Communication Style Quadrant’ activity cards and a set of behaviours. 
Together, they can place the behaviours in the squares they think are 
correct based on the information in the video.

Come together as a group to discuss their choices. Ensure the 
students put the correct behaviours in the correct squares by the end 
of the activity.

Unit 2:
Start with a brief review 
of Unit 1, focusing 
on the four types 
of communication 
and the importance 
of listening to and 
following instructions.

This unit builds on 
Unit 1 by explaining 
that there are four 
main styles of 
communication 
and each displays 
a specific set of 
behaviours (which 
are covered in 
Unit 1). ‘Assertive’ 
communication is 
identified as the 
best professional 
communication style.

Activity 1:
The aim is to 
help the students 
understand there are 
four main styles of 
communication and to 
identify the behaviours 
of each style.

UNIT 2 – DEVELOPING COMMUNICATION SKILLS

 Resource toolbox

‘Communication Styles’ video – https://www.youtube.com/watch?v=s9GQYZsGwx4

‘Communication Styles Quadrant’ activity cards

‘Role modelling Communication Styles’ scenario cards

YEP ‘Your Licence to Work’ Workbook

Activity 2a:
The aim is to 
help the students 
identify the different 
communication styles 
by acting them out 
so they can better 
recognise when 
they (and others) 
are demonstrating 
these behaviours. 
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 Activity 2b 
In Pairs (10 mins) 

Communicating professionally
Refer to Scenario 2 from the ‘Role Modelling Communication Styles’ 
scenario cards as an example of professional communication. 

Facilitate a group discussion around how Manu communicated with 
his manager in a positive and assertive way, using the questions 
below. 

• What assertive behaviour did Manu display? (e.g. he listened 
carefully and communicated his opinion clearly  
and respectfully) 

• What are the positive outcomes of this situation?

• What might Manu’s manager think of his behaviour? 

Ask the students to think of a time when they demonstrated good 
communication skills and complete p6 in the YEP ‘Your Licence to 
Work’ Workbook during the session or for homework.

Activity 2b:
The aim is to help the 
students understand 
that communicating 
professionally means 
being politely assertive.
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Communicating with empathy
An important part of communicating effectively with others is 
understanding that others might see things differently to you based on 
their own values and experiences. If we take time to understand what 
others may be thinking and feeling, we can adapt our communication style 
to communicate more effectively.

  Activity 1
Group activity and discussion (20 mins) 

Emotional literacy card game 
Refer to the ‘Emotional Literacy Card Game’ activity instruction sheet to 
complete this activity.

Facilitate a discussion with the group about the importance of 
recognising the emotional responses of others at work and among 
their whānau and friends. How would the ability to understand what 
others are thinking and feeling be helpful in the workplace? You might 
like to create a scenario to develop the students’ understanding.

Communicating in an interview context 
Changing how you communicate with different people in different settings 
is a valuable skill. Knowing how to communicate with people in the right 
way at work is important because there are often unspoken rules and 
standards that are expected. For example, it’s common to communicate 
more formally when interviewing for a job, including making eye contact, 
shaking hands and using professional language. 

Activity 1:
The aim of this activity 
is to help the students 
improve their emotional 
intelligence by 
recognising emotions 
in others. This will 
help them to adjust 
their communication 
as necessary in 
the workplace.

UNIT 3 – DEVELOPING COMMUNICATION SKILLS

 Resource toolbox

‘Emotional Literacy Card Game’ activity instruction sheet

‘Emotional Literacy Card Game’ activity cards

‘Interview Preparation Role Play’ scenario cards

Unit 3:
Start with a brief review 
of Unit 2, focusing on 
the four communication 
styles and assertive 
communication. 

This unit builds on 
Units 1 & 2 by raising 
awareness that 
people communicate 
differently depending 
on their perspective 
and the value of 
correctly identifying 
the feelings and 
body language of 
others is explored. 
The importance 
of adapting 
communication to 
suit different settings 
is demonstrated. 
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  Activity 2 
Role play and group discussion (25 mins)

Interview preparation role play
Ask the students to get into pairs and assign an ‘Interview 
Preparation Role Play’ scenario card to each. 

Give the students 2 minutes to read their scenario and decide who 
will play each role.

Encourage them to think about the communication skills they will 
need to show as the employer or the person applying for the job. 

Once they have finished their role play, give the students 5 minutes 
to provide each other with relevant feedback on:

• Their verbal communication – e.g. Did they speak clearly, 
confidently and professionally? 

• Their body language – e.g. Did they shake hands and keep eye 
contact? 

Give each pair a second scenario to role play, then they can provide 
each other with feedback.

Come together as a group and share what each pair learned about 
professional communication.

Activity 2:
The aim is to reinforce 
the students’ learning 
about communication 
skills by practicing 
them in a workplace 
scenario.

You may wish to 
spend more time on 
this activity, allowing 
the students to run 
through a number of 
scenarios and practice 
playing various roles.
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Module 4 
Teamwork / Mahi tahi

 Activity 1
Group activity (15 mins)

Building a paper tower
Ask the students to get into small groups, with each group around a 
table or on the floor.

Explain that the purpose of the game is to build the highest tower using 
only 10 sheets of A4 paper or newspaper in 10 minutes. The tower 
must be able to stand on its own.

Activity 1:
The aim is to get the 
students working as 
a team (or in teams) 
to help them identify 
skills and behaviours 
that are essential 
to teamwork.

A paper tower video 
is available for your 
reference or to show 
to the students if 
you wish. Refer to 
Resource toolbox 
for the video link.

 Resource toolbox

 ‘Paper Tower Exercise’ video – https://www.youtube.com/watch?v=qjtqNoFe2Vs 

A4 paper or newspaper

Small prize

‘Five Attributes of a Good Team Player’ scenario cards

YEP ‘Your Licence to Work’ Workbook

UNIT 1 – UNDERSTANDING TEAMWORK

continues overleaf

Overview
In this module we will introduce the employability skill ‘Teamwork’.

On completion of this module, students will understand how the 
following behaviours contribute to good teamwork for the workplace:

• works well with others to complete tasks and meet goals

• contributes to developing new ideas or approaches

• works well with others of different genders, cultures or beliefs

• recognises the authority of supervisors and managers and  
follows directions

Introducing teamwork 
Teamwork happens when people work together to achieve a common 
task or goal. Most employees work in teams. A team can be two people or 
two hundred – but the skills needed to work as a team are the same. 
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There are five key qualities that make someone a good ‘team player’. 
Being reliable, able to communicate clearly, willing to help others, 
adaptable to change and getting along with others.*
*(Joel Garfinkle, Getting Ahead: Three Steps to Take Your Career to the Next Level, 2011).

If students have completed this activity before, ask them to think about 
how their experience could help their team.

At the end of the activity, the groups can reflect on their experience. 
Encourage them to do so in a positive and assertive way. 

• Was the task easy or difficult? 

• Did they work successfully as a team? 

• Did anyone demonstrate teamwork skills that were particularly 
helpful? 

• Is there anything they could have done differently to get a 
better outcome?

As the facilitator, you can have the deciding vote. You may wish to 
award a small prize.

 Activity 2
Group activity and discussion (30 mins)

Five attributes of a good team player
Talk briefly as a group about where we might engage in teamwork in 
our everyday lives, such as working together as a whānau/family, 
in sports teams, at cultural events, kapa haka, or organising events 
with friends.

Write the five attributes up on the board.

Ask the students to get into groups and assign one of ‘Five Attributes of 
a Good Team Player’ scenario cards to each group. 

Ask for a volunteer to read the scenario aloud to their group. 

Give the groups 5 minutes to discuss the questions. 

Ask each group to talk through their scenario and share what they 
discussed with the wider group.

Summarise the discussion in a way that emphasises the importance 
and value of teamwork.  

Ask the students to complete p7 of the YEP ‘Your Licence to Work’ 
Workbook during the session or as homework.

Activity 2:
The aim is to help the 
students understand 
how developing their 
teamwork skills and 
being a team player 
is beneficial for 
themselves and their 
co-workers/employer.
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Unit 2: 
Start with a brief review 
of Unit 1, focusing on 
teamwork skills and the 
five qualities of a good 
team player.

This unit builds 
on Unit 1 by 
giving students 
an opportunity to 
practice and reflect 
on their teamwork 
skills as individuals 
and as a group. 
The importance of 
working effectively 
as a team is 
demonstrated 
through the exercise. 

Activity 1:
The aim is to reinforce 
the students’ learning 
about teamwork 
skills by practicing 
them using a 
workplace scenario.

Inform the students 
that their feedback 
needs to be positive 
and based on how the 
team worked (rather 
than about individuals).

Practicing teamwork 
Working with others can help us achieve a task or reach a goal. People may 
have different roles and/or tasks to do in a team, and it’s the combination 
of everyone’s skills that makes the team successful.

 Activity 1 
Group activity and discussion (45 mins)

Planning a fundraiser
Sort the students into groups and give each group a large piece of 
paper and some coloured pens. 

Refer to the ‘Planning a Fundraiser’ activity instruction sheet to 
complete the activity.

Come back as a group and reflect positively and assertively on the 
activity. Was it easy or difficult to coordinate your group and come 
up with a plan? What made it easy or difficult? Is there anything you 
could do differently next time?

 Resource toolbox

‘Planning a Fundraiser’ activity instruction sheet

UNIT 2 – DEVELOPING TEAMWORK SKILLS
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Module 5 
Self-management / 
Oku ahuatanga whakahaere

Introducing self-management 
Self-management means taking responsibility for your own behaviour and 
well-being. If you have a positive attitude, you can form good habits to help 
you stay happy, healthy and focused — which will also help you to meet your 
responsibilities at work and at home.

UNIT 1 – UNDERSTANDING SELF-MANAGEMENT

 Resource toolbox
‘Identifying Positive and Negative Self-Management Skills’ scenario cards

A4 Paper and pens

YEP ‘Your Licence to Work’ Workbook

‘Managing Stress’ video – https://www.youtube.com/ watch?v= hnpQrMqDoqE 

Overview
In this module we will introduce the employability skill ‘Self-
management’. 

On completion of this module, students will understand how the 
following behaviours contribute to good self-management in the 
workplace:

• arrives at work on time, with appropriate clothing and equipment 
to complete a work day

• understands and reflects on their own words, actions, and 
behaviour and how these affect others

• shows commitment and responsibility

• is dependable, follows instructions and completes assigned tasks

• is responsible for their own health and follows health and safety 
guidelines in the workplace
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Activity 2:
The aim is to help the 
students understand 
the importance of 
caring for themselves 
so that they can 
be happy, healthy 
and productive at 
home and at work. 

Activity 1:
The aim is to help the 
students understand 
the positive self-
management skills 
that employers want 
in their employees.

 Activity 2 
In pairs (10 mins)

Staying well and being productive at home and at work
Ask the students to get into pairs (or small groups). Give each a 
sheet of A4 paper and ask them to fold it in half. They can write ‘at 
home’ on one half and ‘at work’ on the other. 

Give them 3 minutes to make two lists.

1. Things people need to do to stay healthy, be organised and be 
productive at home and at work. 

2. Things that can cause people to become unhappy, unwell and 
unproductive at home and at work.

Come back as a group to share their best ideas.

Summarise the discussion in a way that helps the students 
understand there is a lot they can do to help themselves stay well 
and meet their responsibilities in life and at work. 

Get the students to choose one thing they could do to be more 
organised at home. Ask them to write this down on p8 of the YEP 
‘Your Licence to Work’ Workbook.

 Activity 1 
Group activity and discussion (20 mins)

Identifying positive and negative self-management skills 
Explain that employers are looking for employees who demonstrate 
punctuality, consideration, commitment, responsibility and 
dependability. Write these skills on a whiteboard.

Divide the class into four groups and give each group one of the 
‘Positive or Negative Self-Management Skills?’ scenario cards.

Ask each group to decide whether their example demonstrates 
positive or negative self-management skills based on the skills on  
the board.  

For the negative examples, get groups to discuss what they could 
have done differently to demonstrate better self-management skills. 

For the positive examples, get groups to discuss the positive self-
management skills used and how this was useful.

Come together as a group to discuss their ideas.

Summarise by emphasising the importance of demonstrating these 
skills to an employer.

Self-care 
We need to look after ourselves and have healthy home routines before we 
can be successful in self-managing. This is called self-care.
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  Activity 3 
In pairs and group discussion (15 mins) 

Practising self-care at work
Ask the students what they think stress feels like based on their 
experience. What do they do when they are feeling stressed? How 
do they make themselves feel better?

Play the ‘Managing Stress’ video and summarise the key points as 
a group.

Read out the following scenario: 

Tui has a lot of work to do to meet the deadline her manager has 
given her. Her co-worker has asked her if she can help him with his 
work because he is struggling to get his work finished. Tui wants to 
help but knows that would mean not getting her own work done on 
time. She is worried her manager would be unhappy with her for not 
getting her own work done and this is making her feel stressed out.

Ask the students to talk about the following in pairs.

• What might Tui be thinking and feeling? What might her stress 
look like and feel like?

• What might happen if Tui helps her co-worker? What might 
happen if she doesn’t?

• What could Tui say or do so that she can get her work done on 
time, feel less stressed and show her manager that she has a 
positive attitude? 

Explain that it is important to take care of yourself as well as 
others, both at home and at work. Looking after you is not selfish, 
it’s smart. We get stressed more easily if we are tired or hungry. 
We can all make good choices about getting to bed early, eating 
healthily, getting fit, spending quality time with whānau and friends 
and being alcohol and drug-free. 

Ask the students to think of a self-care goal they will work on while 
they are doing the programme. They can write this down on p8 of the 
YEP ‘Your Licence to Work’ Workbook. 

Activity 3:
The aim is to help 
students understand 
what stress looks 
and feels like, so 
they can recognise 
when they are feeling 
it themselves. A 
secondary aim is 
to help them think 
through how they could 
manage the situation 
so they can meet 
their responsibilities 
but also take care 
of themselves. 
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 Activity 1 
Guest speaker (20 mins)

Employer talk on self-management skills
Invite an employer or panel of employers to share their understanding 
of what good employee self-management looks like in the workplace.

• What are the key self-management skills you look for in  
an employee?

• What behaviours demonstrate good self-management to  
an employer?

• What can a young person do to improve their self-management 
skills?

• How do you deal with an employee’s poor self-management to 
help them improve?

• In the discussion, highlight words such as: punctual, organised, 
reliable, self-responsible, trustworthy, cooperative and good 
communicaton

Unit 2:
Start with a brief 
review of Unit 1, 
focusing on positive 
self-management skills 
and the importance 
of self-care.

This unit builds on 
Unit 1 by providing 
an opportunity for 
students to meet 
an employer who 
can speak about the 
importance of self-
management skills 
in the workplace. It 
also demonstrates 
how forming good 
habits and setting 
priorities are useful 
self-management 
strategies to help 
them stay well 
and meet their 
responsibilities at 
home and at work.

Forming good habits
Good habits help you to achieve things in life and at work. Forming good 
habits takes time and it is easier if you get into a routine. This means 
doing the same things around the same time every day — even when you 
don’t feel like it. Do you already follow a routine? What does this involve? Do 
you stick to it? Forming good habits and sticking to a routine requires self-
discipline. 

UNIT 2 – SELF-MANAGEMENT IN THE WORKPLACE

 Resource toolbox
‘Being Organised at Home Will Help You at Work’ activity card
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Breaking bad habits
Sometimes you have to break bad habits before you can form new ones. 
For example, it would be hard to make a good habit of catching the bus to 
work on time if you don’t break the habit of going to bed late. Breaking bad 
habits is not always easy, and some habits are much harder to break than 
others. It is helpful to think about your values (i.e. what is really important 
to you). If doing well in life and at work is important, you can choose to 
practice good habits rather than bad ones. 

Setting and managing priorities
When we have a lot to do, or we have many people wanting or expecting 
different things from us (e.g. parents, friends, teacher, manager), it is 
helpful to identify priorities. These are the things that are so important that 
they need to be done first. Sometimes it’s hard to figure out what is most 
important, especially when other people want or need something from you. 

 Activity 2 
In pairs (10 mins)

Being organised at home will help you at work 
Ask the students to get into pairs or small groups and give each a 
‘Being Organised at Home Will Help You at Work’ activity card.

Ask the students to read the activity card and brainstorm good habits 
they could form at home that would help them to meet the health and 
safety requirements listed on the card.

Ask the students to create a colourful poster showing the good 
habits they identified. 

Put their posters up on the whiteboard or wall. 

Summarise their ideas in a way that emphasises that good habits 
are key to being organised, punctual and able to focus in order 
to follow instructions and complete tasks. This is particularly 
important in workplaces where there are serious health and safety 
requirements in place to protect yourself and your co-workers.

Activity 2:
The aim is to help the 
students understand 
that being organised 
and meeting their 
responsibilities at work 
starts with having 
good habits at home.

You may wish to keep 
these posters on the 
wall for students to 
refer to throughout 
the programme.
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Activity 3:
The aim is to help the 
students understand 
that sometimes they 
will have lots of people 
wanting or expecting 
things from them 
and they will need to 
prioritise. This may 
mean having to put 
work before other 
things they want to do 
or things they think 
are just as important.

  Activity 3 
In pairs and group discussion (15 mins) 

Read this scenario aloud: 

Matt is about to leave for work when his girlfriend texts to say she 
wants to spend the day together for her birthday. Matt would rather 
spend the day with her than go to work, but he needs the money 
to pay his rent and would like to buy her a present. He knows his 
manager is relying on him coming to work today as two of his co-
workers are sick, but he is worried his girlfriend will think he doesn’t 
like her if he doesn’t spend time with her. 

Ask the students to work in pairs to answer the following questions.

• What are the competing priorities Matt is facing? 

• What are the pros and cons of Matt choosing to go to work and 
not spend the day with his girlfriend?

• What are the pros and cons of Matt choosing to spend the day 
with his girlfriend and not go to work?

• What could he do to keep his manager and his girlfriend happy?

Come together as a group to discuss the students’ best ideas. 
What are the pros and cons of their suggestions? Is there a win-win 
solution for Matt, his girlfriend and his manager?
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Module 6 
Willingness to learn / Hiahia ki te ako

UNIT 1 – UNDERSTANDING WILLINGNESS TO LEARN

Introducing willingness to learn
A willingness to learn means you are open to learning new things in order 
to improve as an employee. If you don’t know how to do something, it can 
be scary to ask for help. You might worry that you’ll look silly in front of 
your co-workers or employer — but it’s important to realise that everyone 
makes mistakes (including them). Asking for help is important because 
it will help you to learn and make fewer mistakes down the line. This 
will demonstrate to your employer that you’re willing to learn and are a 
valuable employee. 

 Resource toolbox
‘Don’t be Afraid to Ask’ scenario card

A3 paper and pens, pencils or markers

‘How to Break Down a Task’ activity instruction sheet

‘How to Set Up a Tent’ video - https://www.youtube.com/watch?v=P0jkhXxvd0o

Overview
In this module we will introduce the employability skill ‘Willingness 
to learn’.

On completion of this module, students will understand how the 
following behaviours demonstrate a willingness to learn in the 
workplace:

• willing to learn new tasks, skills, and information

• is curious and enthusiastic about the job, organisation, and industry

• looks for opportunities to work more efficiently to make the 
business better

• accepts advice and learns from feedback
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 Activity 1 
Group role play and discussion (20 mins)

Don’t be afraid to ask
Ask for three volunteers to role play the ‘Don’t be Afraid to Ask’ 
scenario, using the scenario card.

Facilitate a discussion with the group about what they learned from 
Max’s experience.

Ask for volunteers to role play how Max could manage this 
situation better. 

Get the person being the Supervisor to re-read the first sentence and 
ask the volunteers to practice giving a different response.

Summarise the activity by emphasising that employers will 
understand if you don’t know something. Asking questions to make 
sure you do a task well will demonstrate that you’re willing to learn, 
and it will save everyone time in the long run.

 Activity 2 
Group activity (20 mins)

How to break down a task
Setting up a tent is an example of a task that is easier to do once it is 
broken down. This is because there are many parts that need to be put 
together in the correct order. Imagining yourself putting it together step-
by-step would make that task much easier.

Introduce the ‘How to Set up a Tent’ video, asking the students to pay 
attention to the instructions on how to set up a tent. Play the video.

Ask the students to work in small groups to complete the ‘How to Break 
Down a Task’ activity sheet. Give them 10 minutes to do this.

Once they’ve finished, encourage the students to reflect on the activity. 
Did they find it easier to remember the steps by visualising what they 
saw in the video? Was it helpful to imagine themselves doing each step 
to work out what they had to do next?

Ask the students to share a time when they had to break a complicated 
task down into easy steps to get it done, or when breaking a task down 
would have made it easier to complete.

Ask the students to complete page 9 of the YEP ‘Your Licence to Work’ 
Workbook at the end of the session or for homework.

Tackling new tasks
Explain that having knowledge will only get you so far. The workplace can 
change quickly with new technologies and new ways of working. This 
means workers need to have a positive attitude when it comes to learning 
new things. If a new task seems too big or too hard, you can break it 
down into a bunch of small tasks and tackle one at a time. 

Activity 2:
You may like to do this 
activity with a tent. The 
students can watch 
you or other students 
setting up the tent and 
complete the activity 
sheet based on what 
they observed.

Visualisation – 
envisioning yourself 
completing a task or 
achieving a goal.

a.b.c
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Unit 2:
Start with a brief review 
of Unit 1, with a focus 
on how asking for help 
and having a positive 
attitude to trying new 
things will demonstrate 
a willingness to learn. 

This unit builds on 
Unit 1 by helping the 
students understand 
that part of learning 
any new skill is 
receiving praise, 
feedback and 
potentially criticism. 
Students will learn 
to distinguish 
between the three 
and recognise 
the importance of 
responding in a 
constructive way 
to achieve the best 
possible outcome. 

  Resource toolbox

‘Role Playing Praise, Criticism and Feedback’ scenario cards 

 Activity 2a 
Group role play and discussion (20 mins)

Role playing praise, criticism and feedback
Ask the students to get into small groups and give each group a ‘Role 
Playing Praise, Criticism and Feedback’ scenario card. 

They have 5 minutes to read the scenario, select two people to act as 
Tom and his supervisor and practice the role play. 

  Activity 1 
Group activity (10 mins)

Recognizing praise, criticism and feedback
Explain that when you start a new job, you will be learning how to do 
that job from your manager and co-workers. Some of this learning will 
be in the form of praise, feedback and potentially criticism. 

Lead a discussion with the group about praise, feedback and criticism 
and how these are different.

• Praise: being recognised for something someone else thinks 
you’ve done well

• Criticism: being criticised for something someone else thinks 
you haven’t done well

• Feedback: being given useful guidance on how to do 
something well or better

Ask them to think about times they have experienced praise, 
feedback or criticism in their lives, at home, in school, playing sports 
or among friends. 

• How did they feel when they were praised, given useful 
feedback, and criticised? 

• How did they respond in each situation? 

• How did their response influence the outcome of that situation?

UNIT 2 – MANAGING FEEDBACK AT WORK

continues overleaf

Activity 1:
The aim is to help the 
students understand 
and distinguish 
between praise, 
criticism and feedback.

Activity 2a:
The aim is to 
reinforce the students’ 
understanding of 
praise, criticism and 
feedback by having 
them identify the 
difference using a 
workplace example.
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 Activity 2b 
Group activity and discussion (15 mins)

Responding effectively to feedback and criticism
Explain that how we interpret what others say about our work can 
influence how we respond to their feedback. If we assume that they 
are talking about us as people — rather than about our work - we 
might have an emotional response and react in an unhelpful way. 
If we have a positive attitude and are always willing to learn, we 
can see praise, feedback and even criticism about our work as 
opportunities to improve.

In the same groups, using Scenario 2 (feedback) and Scenario 3 
(criticism) ‘Role Playing Praise, Criticism and Feedback’ activity 
cards, ask the students to brainstorm how Tom could respond 
constructively to his supervisor and demonstrate his willingness to 
learn. 

Invite each group to share their ideas. 

Drawing on their answers, facilitate a conversation around any 
potential advantages and disadvantages of their suggestions. Use 
these to come up with a good response to each situation as a group.

Activity 2b:
The aim is to help 
students understand 
that their response to 
feedback or criticism 
can influence the 
outcome of the 
situation they are in, 
for better or worse. 

Place three pairs of chairs facing each other in front of the group for 
the students to sit in. Each pair will do their quick role play in front of 
the wider group, one after the other.

Once the role plays are finished, the other groups can decide which 
pair is role playing praise, criticism and feedback. 

Ask the students what the key differences were between the  
three scenarios. 

If useful, you could ask the following questions to further  
their thinking.

• What reaction did you have to each scenario? Did one cause a 
stronger reaction than others? 

• What did Tom’s supervisor do in scenarios 1 and 2 that would 
help Tom? 

• How is this different from scenario 3? Would this help Tom in 
any way? Why? Why not? 

Explain that good feedback will provide clear recognition of your 
performance or clear, respectful guidance about how it can be 
improved.
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Module 7 
Thinking skills (Problem solving and 
decision making) / Pukenga whakaaroaro

UNIT 1 - EXPLORING THINKING SKILLS

Overview:
In this module, we will introduce the employability skill ‘Thinking skills’.

On completion of this module, students will understand how the 
following behaviours demonstrate good thinking, problem solving and 
decision making skills in the workplace:

• identifies and assesses options before making a decision

• recognises problems and uses initiative to find solutions

• thinks about consequences before they act

• recognises when they need to seek advice

 Resource Toolbox:
‘Ghost Chips’ Drink Driving video – https://www.youtube.com/watch?v=CtWirGxV7Q8 

‘Open to Interpretation’ image

‘Facts vs. Assumptions’ activity cards

A4 paper and pens

 Activity 1 
Group discussion (10 mins)

Thinking and problem solving
Introduce the ‘Ghost Chips’ advert video, explaining that the young 
man sees a potential problem and wants to find a solution.  
Play the video. 

Lead a group discussion about the advertisement.

• What is the problem to be solved? 

• Why is there a problem? 

• Whose problem is it? 

• What actions need to be taken? 

• What is the best outcome?

Activity 1:
The aim is to help 
students identify the 
problem, brainstorm 
any potential 
consequences, 
and consider all 
possible solutions 
before deciding on 
the best option.
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To correctly identify and understand a problem, you need to be able to 
distinguish between a fact and an assumption. It can be difficult to tell the 
difference between facts and assumptions. 

• A fact is something that is proven to be true. It is a fact that the world 
is round.

• An assumption is something that we understand is true based on our 
experiences, feelings and thoughts. For example, it is an assumption 
that someone will keep a promise they made.

When we are aware of the difference between facts and assumptions, we 
are less likely to jump to conclusions that may not be correct.

  Activity 2 
Group activity and discussion (15 mins)

Open to interpretation 
Use a data projector to project the ‘Open to Interpretation’ image or 
another image of your choice onto a whiteboard or wall. Alternatively, 
you might like to ask the students to get into small groups and give a 
printed copy of the image to each group. 

Ask the students to think about what is happening in the image. What 
were their first thoughts about what they saw?

Ask for volunteers to share their thoughts about:

• who is in the image

• where they might be

• what they are doing

• why they are there

It is likely that the students will have different ideas about what they 
are seeing. 

Facilitate a discussion with the group about why they think they see 
things differently. Might they make an assumption based on similar 
situations they’ve seen or experienced in the past? 

Ask the students why they think it is important to recognise that other 
people might interpret things differently to them.

Activity 2:
The aim is to help the 
students understand 
that people might 
interpret information 
(i.e. what they see 
and hear) differently.
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  Activity 3 
In pairs and group discussion (20 mins)

Facts vs. assumptions
Ask the students to get into pairs and give each pair a ‘Facts vs. 
Assumptions’ activity card.

Explain that they will have 5 minutes to look closely at their card and 
make a list of 4 facts and 2 assumptions from the picture. 

As the facilitator, demonstrate the activity by picking out a fact and 
an assumption using one of the spare image cards, then ask the 
pairs to start.

Ask each pair to share their list of facts and assumptions with 
another pair and explain how they made the distinction between 
fact and assumption. 

Lead a 3–4 minute conversation about the importance of taking time 
to gather the facts before we make judgements and/or take actions. 

Reiterate that people will see things differently depending on their 
opinions and experiences. For this reason, it is important to make 
sure we have all the facts — and understand where others are 
coming from — before reacting or making a decision.

Activity 3:
The aim is to help the 
students understand 
the difference 
between a fact and an 
assumption and that 
it’s important to make 
decisions and take 
action based on facts 
(not assumptions). 

If you would like to 
take the students’ 
thinking a step further, 
you could ask them to 
make an ‘inference’ in 
addition to identifying 
facts and assumptions. 
You might explain 
that inferring means 
drawing a conclusion 
about their picture 
based on all the facts.
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UNIT 2 – PROBLEM SOLVING IN THE WORKPLACE

  Resource toolbox:
‘Problem Solving in the Workplace’ scenario cards

‘Taking Action to Solve a Problem’ scenario sheet

  Activity 1 
In pairs and group discussion (20 mins)

Problem solving in the workplace
Ask the students to get into small groups and give each group a 
‘Problem Solving in the Workplace’ scenario card.

Based on the scenario they are given, ask them the following 
questions.

• What is the problem?

• Who is involved?

• Whose problem is it?

• What are the potential consequences of this problem for  
each person? 

Ask the students to brainstorm 2–3 possible solutions.

Come back as a group and ask for volunteers to share their problem 
or challenge and present their best solution, explaining why they 
think it is the best.

Draw on their example to emphasise how they demonstrated 
thinking, problem solving and decision making skills. 

Explain that we use these skills all the time in our everyday lives. 

Activity 1:
The aim is to help 
students to understand 
the process of problem 
solving and decision 
making using a 
workplace example. 

Start with a brief review 
of Unit 1, focusing 
on the importance of 
distinguishing between 
facts and assumptions 
when trying to solve 
problems and before 
making decisions.

This unit builds on 
Unit 1 by giving 
the students the 
opportunity to 
practice their critical 
thinking, problem 
solving and decision 
making skills using 
workplace scenarios. 
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Activity 2:
The aim is to get the 
students using their 
problem solving skills 
and understanding 
of professional 
communication to 
brainstorm ways they 
could deal with difficult 
situations themselves. 

It is anticipated that 
the students will 
have developed the 
competency and 
confidence to do this 
exercise independently 
at this stage of the 
programme. However, 
if you feel the students 
are not yet at this 
level, you may wish 
to adapt the activity to 
be more structured.

  Activity 2
In pairs and role play (25 mins)

Taking action to solve a problem 
Using the ‘Taking Action to Solve a Problem’ scenario sheet, ask 
the students to work in pairs to brainstorm how they could deal with 
these difficult situations in an assertive way. 

You might assign different scenarios to each pair or have them 
complete the whole list.

Ask each pair to work with another pair to talk through the scenario(s) 
they were given and the ideas they have around how to manage 
the situation in an assertive way. Encourage the students to offer 
constructive feedback and/or other suggestions around how the 
situation could be successfully managed.

You might like to ask for one or two volunteers to role play the response 
or action their group thinks would be best in one of their scenarios. 

Ask the students to complete p10 of the YEP ‘Licence to Work’ 
Workbook during the session or as homework. They might also like 
to write down a useful idea or skill they thought of or heard during 
the exercise.
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Module 8 
Resilience / Pakaritanga

UNIT 1 – WHAT IS RESILIENCE?

Overview:
In this module we will introduce the employability skill ‘Resilience’.

On completion of this module, students will understand how the 
following behaviours demonstrate resilience in the workplace:

• is adaptable and flexible in new and changing situations

• handles challenges and setbacks and doesn’t give up

• is able to seek support and help when needed

• recognises and accepts mistakes made and learns from them

  Resource toolbox
‘How Sadness Helps Riley’ (Inside Out) video 
– https://www youtube.com/watch?v=ISaHt3ps1dM&t=22s

‘Growth Mindset’ video – https://www.youtube.com/watch?v=-_oqghnxBmY 

‘Above and Below the Line Behaviours Game’ activity cards

Blu-Tack

Introducing resilience
Showing resilience is facing challenging situations and dealing with them 
in positive and constructive ways. In the workplace this includes learning 
how to cope with challenges and changing situations, being able to adapt 
when needed, keeping a sense of positive self-belief, receiving feedback 
calmly and with an open mind and showing tolerance and understanding 
towards others. These are skills we’ve been working on in this programme.
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  Activity 1 
Group activity and discussion (20 mins)

Emotions and resilience
Introduce the ‘Sadness Helps Riley’ (Inside Out) video clip, 
explaining that the character, Riley, is struggling with moving to 
a new city. Ask the students to pay attention to how Riley shows 
resilience.

Spend some time unpacking Riley’s experience as a group, using the 
following questions.

• Why do you think Riley was on the bus?

• Why do you think she decided to get off the bus?

• What emotions was Riley feeling throughout the video? Did she 
have conflicting emotions?

• What did Riley do that helped her deal with her emotions? How 
did she show resilience?

Facilitate a 3–4 minute conversation with the group drawing on 
their answers.

Summarise by explaining that the key to resilience is having a 
positive mindset. This does not mean focusing only on the good 
things and ignoring the bad. It means accepting that life has its ups 
and downs, and that we aren’t perfect — so we won’t get things 
right all the time. It’s about believing in yourself and finding ways to 
move forward even when things get tough.

Activity 1:
The aim is to help the 
students understand 
that it’s normal to have 
uncomfortable feelings 
and that being resilient 
means dealing with 
these feelings rather 
than ignoring them, 
inappropriately reacting 
to or running away 
from the situation.
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  Activity 2
Group discussion (15 mins)

Growth vs fixed mindset
Explain that ‘mindset’ refers to someone’s attitude or way of 
thinking. There are two main types of mindset: a ‘fixed’ mindset 
and a ‘growth’ mindset.

Introduce the ‘Growth Mindset’ video and ask the students to listen 
for the differences between a fixed and growth mindset and write 
these down. Play the video.

Facilitate a 3–4 minute group discussion around the differences 
between the two mindsets.

You might like to ask the following questions to enhance their thinking 
about this.

• What is the key difference between a fixed and a growth 
mindset?

• What are the benefits of having a growth mindset?

• What are the disadvantages of having a fixed mindset?

Ask the students to work in pairs to identify a time when they have 
demonstrated a growth mindset in the workplace and complete p11 
in the YEP ‘Your Licence to Work’ Workbook.

  Activity 3 
Group activity (10 mins)

Above and below the line behaviours game 
Using a whiteboard, draw a line across the middle, cutting the board 
into two halves.

Give each student one of the ‘Above and Below the Line Behaviours 
Game’ behaviours and some Blu-Tack. 

Ask them to place their card above the line if they think that 
behaviour demonstrates a growth mindset or below the line if they 
think it demonstrates a fixed mindset. 

Discuss with the group where the cards have been placed. It’s 
important students do not feel their choices are ‘wrong’. To avoid 
this, have a ‘not sure’ section on the board and have the whole group 
work it out together. 

Summarise the activity by reinforcing how these behaviours reflect 
a growth or fixed mindset. 

Activity 2:
The aim is to introduce 
the concept of 
‘mindset’ and help the 
students to understand 
the difference 
between ‘fixed’ and 
‘growth’ mindsets.
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UNIT 2 – RESILIENCE IN THE WORKPLACEUnit 2:
Start with a brief review 
of Unit 1, reiterating 
that showing resilience 
means recognising and 
dealing with difficult 
feelings and that the 
key to succeeding in 
the workplace is having 
a growth mindset.

This unit builds 
on Unit 1 by 
encouraging the 
students to use a 
growth mindset 
to find solutions 
to work-related 
challenges.

  Resource toolbox:
‘How to Practice Resilience in the Workplace’ activity sheet

A4 paper and pens

‘Showing Resilience in Challenging Situations’ scenario cards

Activity 1
In pairs (15 mins)

How to practice resilience in the workplace 
Ask the students to get into small groups and give each group  
a copy of the ‘How to Practice Resilience in the Workplace’  
activity sheet. 

Ask them to read the scenario then discuss and answer the questions.

Activity 1:
The aim is to 
help the students 
understand that if 
they let negative 
emotions get out of 
control, they might 
start to think that a 
situation or problem 
is worse than it is, 
or that the problem 
lies with them as a 
person. Managing 
their emotions 
will help them to 
keep perspective 
and respond 
constructively.  

Activity 2
Group activity (30 mins)

Showing resilience in challenging situations 
Place each of the four ‘Showing Resilience in Challenging Situations’ 
scenario cards and a sheet of A4 paper (clearly divided into four 
squares) on a different desk or table. 

Ask the students to get into four equal groups and stand by one of 
the cards. Ask one of the students in each group to read the scenario 
aloud to their group.

Give them 4 minutes to discuss the scenario and brainstorm at least 
one solution. Get one student to record their solution in one section of 
the A4 paper. 

They then move on to the next card and repeat the process, working 
their way around the room until they’ve written down a solution for all 
four scenarios.

Once they have found a solution for each scenario, they will return 
to their original card and have 3 minutes to review the suggested 
solutions. 

They will decide on the best solution and share it with the group, 
explaining why they think it’s the best. 

Activity 2:
The aim is to get 
the students using a 
growth mindset to find 
solutions to work-
related challenges. 
This will help students 
see that there is 
often a solution to 
challenging situations, 
and an opportunity to 
grow when they face 
disappointments. 
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Module 9 
Wrap-up / Whakakopanitanga

Overview:
The purpose of this module is to ‘wrap up’ the programme, providing 
an opportunity for students to positively reflect on their programme 
and workplace learnings and experiences. This could be done over 
the sharing of food.

Summarise the key content of the programme
1. Explain that this programme has been about helping the students build 

the skills they’ll need to succeed in their current and future employment. 

2. Explain that they will continue to develop these skills as they progress 
through life and career. It is important to remember that the key to 
success is having a positive attitude, making good choices and being 
resilient — which means knowing your value and focusing on your 
growth.

3. Review the 7 employability skills to embed learning from all  
previous modules.

4. Reflect on the learning opportunities provided through the volunteer and 
work placements.

5. Reflect on the Trackit assessment process and how these assessments 
reflect the students’ growth.

Talk about the next steps
1. Provide the students with the details of the graduation ceremony.

2. If you have other plans to get together in the future, mention these.

3. You might like to encourage the students to talk about their plans after 
the programme. Perhaps they plan to look for work? If so, what type of 
work might they like to do? Is there any way you or the group can help? 
Perhaps they have a job lined up?

4. Encourage the students to continue using the Trackit system to update 
their Licence to Work as they develop new skills or gain new credentials 
to show their current or future employers.

Signing off
Students are likely to have built close relationships with other students 
and the facilitators during the programme. Finishing the programme could 
therefore be positive, exciting and sad. It’s important, particularly for 
groups of students who will not continue to see each other after the group 
finishes, to think of a ritual or process that celebrates their time together 
and recognises that they will no longer be working as group. Group signed 
cards that give good luck messages to each other is one approach that has 
been well received by students. 
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